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Troubleshooting Office 365 
If you are having trouble signing into Office 365, here are a couple of steps you can follow to help get you 

back online. 

 Previous links and logins not working 

Recent changes to the school’s Office 365 setup may cause problems for users who have signed into 

Office365 before. If this is the case, the following steps should fix the issue 

1. Delete any shortcuts or favourites/bookmarks saved in your browser. 

a. To remove a shortcut in Edge: 

b. Click in the “Settings and more” icon […] in the top-right of the page 

 

 

c.  Click on “Favourites” 

 
 

d.  Right-click on the link you want to delete and select “Delete” 

 

2. Sign out of any Office 365 sites or applications.  

a. In any App or website, look to the top-right where you 

will see the user icon 

b. Click on the icon 

c. Click on “Sign out” (exact menu and options vary 

between applications)  

 

3. Close Edge, Teams and any other application signed out of 

before continuing. 
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 Clear browsing data 

The next step is to clear and old browsing data. This is useful tip for any problems with websites or Apps. It is 

something you should do regularly to keep your browser clear of unwanted junk. 

(The instructions below are for Microsoft Edge, but the process is very similar in other Browsers such as 

Google Chrome, Firefox and Opera) 

1.  Click in the “Settings and more” icon […] in the top-right of the page 

 

  
 

2. Click on “Settings”  

3. Click on “Privacy, search and services” on the left navigation menu 

4. Click on the “Choose what to clear” button under “Clear browsing data”  

 

5. In the pop-up, Select “All time” from the drop down list then click “Clear now” 

 

6. The window will disappear once the clean-up is complete.  

7. Close and re-open Edge and sign in. 


