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 CREATING A PERSONAL  
MICROSOFT ACCOUNT 

INTRODUCTION 
This is a guide on how to create a free personal Microsoft account that is not associated with the 
College. You have already received your log in credentials for your active St Dominic’s College user 
account. DO NOT USE YOUR COLLEGE CREDENTIALS TO SET UP A PERSONAL MICROSOFT ACCOUNT 
AS THIS ACCOUNT IS ALREADY SET-UP. 

STEPS  
1. Please connect to a stable internet connection and open your browser of choice. Please 

open the following website https://www.office.com/ 
2. Click ‘Sign up for the free version of Office’ 

 

3. If you already have an existing email you wish to set the Microsoft account up with please 
enter the email below and click ‘Next’. Or alternatively you can create a new email address 
by clicking ‘Get a new email address’. If you entered an already existing email address 
please skip steps 4 & 5 and proceed to step 6. 

https://www.office.com/
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4. Now enter what you wish the email address to be called in the ‘New email’ field PLEASE 
NOTE: if the email address you wish to use is already taken Microsoft will make this 
known on the screen by showing a red text message. 

5. Once you have entered an available email address click ‘Next’ 

 



 
 

For further assistance please contact the IT Helpdesk on 02 8415 9156 or  
email at IThelpdesk@stdominics.nsw.edu.au 

3 
 

 CREATING A PERSONAL  
MICROSOFT ACCOUNT 

 

6. Now enter the password you would like to set up for the account. Then click ‘Next’  PLEASE 
KEEP A COPY OF THIS PASSWORD SAFE
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7. Microsoft will now ask you to complete a challenge to verify the account is set-up correctly. 
These challenges are randomly selected by Microsoft, no 2 challenges will be the same. 

 
8. Click ‘Next’ to start the challenge and please follow the on-screen instructions for your 

puzzle. 
9. Once you have successfully completed the challenge it will ask for some information 

regarding the account. Please enter the details accordingly for who the account is being set-
up for then click ‘Next’. 
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10. Now please select if you would like to stay signed into your browser or not. 
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11. You have now successfully set-up a free Microsoft Office account and email address. You will 
have access to the applications free to use online. If you would you like to use the paid 
desktop applications for your personal Microsoft account, you can upgrade your account to 
a subscription any time by clicking the ‘Buy Microsoft 365’ application in the top right-hand 
corner of the screen. 
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