
Office365, Populi, and CANVAS 
Quick Guide and Reference for Students 

 

Office365 
Office365 is a web or “cloud-based” subscription that can be accessed on multiple devices from 
anywhere with an online connection. It includes the most up-to-date versions of the following 
Microsoft Office application, which can be used completely online or installed across multiple 
computers, as well as Android or Apple-based devices. 

• Mail (Outlook Email)    
• OneDrive (Cloud-based Storage) 
• Word (Word Processing) 
• Excel (Spreadsheets) 
• PowerPoint (Presentations) 
• OneNote (General Note Taking) 
• SharePoint (Intranet Interface) 
• Teams (Chat-based Collaborative Workspace) 
• Class Notebook (Class Not Taking) 
• Sway (Interactive Presentations) 
• Forms (Survey and Quiz Creator) 

 
To access Office365: 
 
Go to www.wetcc.edu. On campus computers, the website is set as the homepage.  
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To Login:  
Select Office365 login under Quick Links  

 

 

 

 

 

 

 

 

 

 

 

Login:  
 
Enter your WETCC email address….carlene.hisgun@wetcc.edu 
Click next. 
 

 

 

 

 

 

Enter your temporary password – Wetcc12345                             Click sign in. 

Note on WETCC email addresses: 

WETCC email address protocol: First.Last@wetcc.edu  
          or for hyphenated names: First.Last-Last@wetcc.edu 
 

Email addresses are generally not case sensitive (the use of upper or lower case letters doesn’t 
matter). HOWEVER, WETCC is migrating to a One-Login protocol so that instructors, students 
and staff can use the same login and password to access both Office365 and CANVAS 
(WETCC’s online learning management system). 
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WETCC’s Office365 page 

 

A. Brings you back to this main page from any application. 

B. Settings and Log out selections. 

C. Select here to download Microsoft Office onto home computers, laptops, tablets and phones.       

     Limited to 5 while a WETCC student. 

D. Your documents created or stored online in OneDrive appear here. 

E. Upload or open documents by clicking here.  

F. All Apps in Office365. *Note: There is a difference between the online version of 
software verses the software that is loaded onto your computer or laptop. 

Where to Start: 
You will most likely not use all of the apps or features that Office365 has to offer, and that’s OK. 
Beginner users should start with the following: 
 

1. Mail 
It is important to check your WETCC email daily. This is the first and fastest line 
of communication for college-related information. You can also install email on 
your smartphone. See IT if you need help.   

2. Word 
 This is the program you should use for any word processing (typing). 
3. Excel 
 This is the program you will use to create spreadsheets or charts. 
4. PowerPoint 
 This is the program that you will use for a presentation. 
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5. OneDrive 
 Make it a habit to save your digital documents to OneDrive so you are able  

to access them on different computers and devices from anywhere with internet 
 access. 

 
* Please Note: OneDrive is an online file storage space. Files created through the online Word, 
Excel, PowerPoint, etc. will be automatically saved here. Using Word, Excel, and PowerPoint 
online has less features than the downloaded version. There is a big difference when it 
comes to creating tables, charts, and other functions needed in some classes. You will 
also not use all apps that are available here.  

 
Checking and Sending Emails: 

 

 
A. Click on Outlook App to check and send emails. 

 

 

 
 
 
 
 
 



 
5 

 

Checking and Sending Emails: 
 

 
A. Inbox, Drafts, Sent Items, Deleted Items, Junk Mail, and Archive folders.  

Here is where you can also add your own personal folders to organize your email. 
B. Actual emails in your Focused or Other Inbox. Click on one of the actual emails below in 

either the Focused or Other Inboxes and the email message will appear on the right side 
where the “New email graphic” is shown above. 

C. Click here to create a new email message. 
D. New Email: Click on the address bars (To, Bcc, Cc) type in name or email address.  

Add a subject title. Click in the big white area to compose your message. 
Select attach to include a document or photo. 
Select Send to complete the email. 
Select delete if you choose to cancel your message before sending. 

 

To Change Your Office365 Password:  
 
From the main login page… 

Click on your name/initials in  
the upper right corner of the screen. 
 

Then click on My account. The settings will pop up. 

Click on change your password. Fill in the required fields. 

Submit. 
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Microsoft Outlook – Email Signatures: 

 
A. Select the Settings icon. 

B. Select the View all Outlook settings link in Settings. 

C. Select Compose and reply link. This will bring up the Email signature info. Create your 
signature in the space provided. Select boxes below that match how and when you would 
like your signature to be seen. Make sure to scroll down to look at all options. 

D. Other mail options that you can explore on your own. 

 

Office365 Help: 
Help is always available on campus from tutors, instructors, the librarian, IT Help Desk and 
more. In addition, you can access the Office365 Help by clicking the question mark icon in the 
upper right of the screen. There are also helpful video tutorials available on www.YouTube.com. 
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Knowing the Difference Between  
Office 365, Populi, and CANVAS 

Think about your time here at WETCC as work. Keeping that in mind, emails are part of your work. 
This is the Office365 piece. Check your email daily or at least once a week. You will receive 
important information from your instructors and from WETCC staff. 

 

 

Consider Populi very personal and should be protected. Populi contains your personal information, 
financial aid, and final grades. It also has the teal bar across the top as shown below. 

 

 
 

 

 

 

CANVAS is like a painting. It starts out blank and grows into a work 
of art when paint and materials are added. The same can be said 
when assignments are added, it grows into your complete course 
work with grades. The teal bar is displayed vertically on the left 
side of the screen as shown below. 
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Populi 

Populi is a web-based college management software. It covers academics, admissions, billing, 
people, reporting, library, and a lot more. Integrated email and calendar complete the picture. 
It's hosted and secure, so your data stays safe. It runs on any computer, so students can access 
it anywhere. It’s that simple. 

To access Populi, go to www.wetcc.edu and click on the Populi portal link found on the 
homepage of the WETCC website www.wetcc.edu under Quick Links. 
 

 

 

 

 

 

 

 

 
 

    

   Login:  

 

 

 

 

 

 

 

 

 

 
 

In order to access  
Populi for the FIRST 
time you MUST receive 
an invite via email.  

This invite will come 
through your Office365 
school email. If you did 
not receive an invitation 
to Populi via email 
please contact        
Rachel Cukla at 
rachel.cukla@wetcc.edu, 
stop into her office in   
the administration        
area or call her at     
218-935-0417 ext. 8324. 

The invitation in your 
email will look like this. 

 

Below is for First Time Populi Use Only: 
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Your email invitation will look like the one above in your Office365 mailbox. In order to access 
your account you MUST click on the first link in the email. 

The second link is where you can login once you have set your password. You can also find this 
link under the Quick Links on www.wetcc.edu. 
 

Using Populi:  
You will need to click on the link provided in your email invitation. Once you do, you will be 
prompted to give a 10-digit phone number to verify the account. You can skip this step if you 
need to. You can edit information later if necessary. 

You will then be prompted to enter a password. Create a password that you will remember, 
then re-enter it as prompted.  

Select next to enter the Populi website. 

 

Using Populi After Initial Setup:  

Select Populi under Quick Links  
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Populi Dashboard: 
This shows you the Dashboard for Populi. You will see this when you first log in.  

  

 
 

 

 

My Courses: 
You can also find all of your courses under the My Courses tab. Please note that faculty are 
using CANVAS for their classroom assignments. You will link to CANVAS through the Syllabus 
tab of the specific course you need to submit assignments in. See the CANVAS section of this 
tutorial. 

 

 

 

 

 

Your current courses will be posted here. Click on the course 
you wish to connect with on CANVAS. To submit assignments. 
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My Profile: 
Under the My Profile tab you will see your name and tabs below it. Each of these tabs contain 
personal information about you as a student. There is a Bulletin Board for you to use, and Info, 
Student and Financial tabs next to it. The Info tab contains contact information. The Student tab 
contains information about your transcripts, courses and other academic information. The 
Financial tab contains information about your current and past financial aid, payments, and 
balances.  

 

 

 

 

 

 

 

 

 

 
 

 

Change Password and Logout: 
To change your password in Populi, click on the arrow next to your name. A drop-down menu 
will show. Select Settings and click on the Security tab. Fill in the Current Password, New 
Password and Confirm New Password boxes to change the password. Click on Save Settings to 
finalize it. 

 

You can also add a biography and photo to your profile page by clicking on the areas to the left. 
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Additional Information: 
Everything covered in Populi so far has been under the College Management tab at the top of 
the page. There is additional information under the next four tabs. Shown here is a Files tab. 
Various information, photos, and documents used in class may be stored in this area. You can 
also access the Calendar tab here. 

 
 

 

Bookstore Tab 

The Bookstore tab contains information about their hours, location and phone number. It also 
has additional tabs to help you search for products within the store or books you might need for 
class. 
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Library Tab 

The Library tab also has a lot to offer. You can do a variety of searches, check the calendar, 
search and view links and check your personal profile. The My Profile tab under Library will 
show you if you have any books checked out, when they are due and if you have any books    
on hold. 

Populi Help: 
Help is always available on campus from tutors, instructors, the librarian, IT 
Help Desk and more. In addition, Populi has a great library of resources to 
help you navigate through. The help button is located in the far upper right 
corner of the website next to your name.  
 

Populi to CANVAS Login 
Course work for all classes will be done and handed in through CANVAS.  
 
You will now access CANVAS through your Populi login. See page 8 for Populi/Canvas login 
instructions. To turn in assignments for a specific course you need to click on the course.  
 
 
 
 
 
 
 
 

 

 
 

 

A 

B C 
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A. Go to your specific class. 
B. Click on Syllabus tab on the left-hand side. 

C. Click on the CANVAS link under the Links on the right-hand side. 

 
This link will take you to the CANVAS portal and automatically log you 
into that specific class as shown below. If you are working in 
CANVAS and notice that assignments and other information is not 
showing as it has before. Check your login on the left-hand side. If 
you see a “key” icon like shown here, you were timed out or the 
login did not connect. Click on the icon and it will relog you in. 

 
About CANVAS: 

CANVAS is an online learning management system designed to make it easy for instructors and 
students to access class information from anywhere and simplify administrative tasks and 
communications. CANVAS provides instructor and student interfaces that can keep track of all 
of one’s courses in one place. 

To access CANVAS, go 
to www.wetcc.edu. 
Select Populi under 
Quick Links and login 
to Populi.  

Once in Populi select 
the course that you 
want to access in 
CANVAS. Click on the 
Syllabus tab and 
select the CANVAS 
link on the right. This 
will open a new page in the selected course.  
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Login:  
This should bring you to the CANVAS login page…..  

WETCC’s Student CANVAS Page:  
 

 

 

 

 

 

 

 

 
You will have a CANVAS Student tour and one CARD for each course you are registered 
in. If a course that you are registered for does not appear on your dashboard, notify 
WETCC Student Services immediately. If a card is missing, your registration may not 
have been fully processed. 
 
CANVAS Course Tabs:  
CANVAS is where all of your assignments, quizzes, tests, discussions and other classroom 
materials will be submitted, shared, or stored. 

  

A. This is your Dashboard. It shows 
you all of your classes. 

B. This is the information about a 
specific class for that CARD or 
course. Name, semester, short cuts 
to email, files, grades and 
assignments are at the bottom. 

C. This is your Global Navigation Bar. 
It shows you the dashboard, 
courses, calendar, inbox, 
communications and help. The area 
to the right of the bar shows you the 
information under that button. 

 

What the different tabs mean: 

• Announcements: Instructors will use this area to share info with all 
students in the course or across all of their courses. 

• Assignments: This is where you will find assignments and due dates. You 
will also submit your assignments, quizzes, and tests here.                                  
*See Submitting Assignments. 

• Discussions: This is where your instructor may ask you to submit your 
thoughts or feelings about a topic or classroom discussion. Acts like a 
message board. 

• Grades: This will show you a listing of all assignments in the course. It will 
also show you the due date and how many points you earned compared to 
the total points allowed. 

• Files: Instructors will save files here if they wish you to use them in a 
project, assignment, test, quiz, or would like you to view or read. 

• Collaborations and Chat: Instructors may use this to communicate 
individually or with classroom groups. 
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Submitting Assignments: 
Go to the assignments tab in the course that you wish to submit an assignment in. Click on the 
name of the assignment that you wish to submit work in. In this case, the assignment “Resume” 
was selected. 
 

 
 

A. Click on the Submit Assignment button on the right-hand side of the screen. 

 

Once you have selected the Submit Assignment button you will see the description of the 
assignment. Towards the bottom of the screen, you will see an area like the above graphic. 
Here you will either select Choose File, select your file from the computer or USB drive and 
then hit the Submit Assignment button. You can also add additional files by selecting the Add 
Another File. To select a Text Entry, click on the words and begin typing and using the tools 
similar to Word. 

 
 

A 
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CANVAS Help: 
Help is always available on campus from tutors, instructors, the librarian, IT Help Desk and 
more. In addition, CANVAS has an entire online library of video tutorials and user guides which 
can be accessed by clicking on the Help icon on the Global Navigation Bar. You can also 
access them directly online using the following links: 

Video Tutorials: 

https://community.canvaslms.com/community/answers/guides/video-guide 

User Guides: 

https://community.canvaslms.com/community/answers/guides/canvas-guide 


