
Important Tech Tools Distance Learning 

 

 

Microsoft Office 365 for Home Use 
 
If you are having trouble accessing certain distance learning documents because you do not have 
Microsoft products (i.e. Word, Excel, and Powerpoint) - you can download a FREE copy for your 
personal use.  

Every employee and any student who is old enough to have an ACPSD e-mail account gets 5 free 
copies of Microsoft Office 365 for personal use. To get your copies, follow the directions below: 

Windows PC or Macintosh: 

1.       Log into your home computer/device on which you wish to install the software. 
2.       Log into your district e-mail account (login.microsoftonline.com) or use the 
          ACPSD portal link 
3.       Look near the top-right corner of the window. You’ll see a little gear 

    (settings).  Click on the gear and choose “Office 365” under “Your app  
    settings” at the bottom of the menu.   
    You may have to click “Options” before you can see the “Office 365 section.” 

4.       Along the left side, you’ll see an “Install status” button. Click that and then the  
         “Install applications” link.  It will guide you step-by-step through instructions to  

    install. 
  
The free Office 365 is good year-round and will continue to work for some time even after you depart 
or retire from the district. It works on any modern (something built within the last 6 years or so, if the 
operating system is up to date) Windows PC, Macintosh, or iOS tablet/phone. 

 

 

Scanning Apps 

Some mobile devices have built-in scan features with the camera. If so, please scan 

(PDF file) your assignment instead of taking a picture (jpg or png file). A PDF file is 

easier to read, and print if necessary. Below is a list of a few options: 

➢ Office Lens 

➢ Notes – iPhone scan feature 

➢ Photo Scan by Google Photos 

➢ Google Drive – scan feature 

➢ Genius Scan 

➢ Dropbox – scan feature 


