


Introduction

Welcome to Getting Started with Computers and Office365.

This short guide will help you to use computers both in school and at homayidmaiide you
through the best way of creating work, managing your files and navigating around the internet.
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Logging on & Start Menu

R R

Other user
EE

Billy Student

£ Applying Registry policy

This is the login screen for al school Enter your admission number and passwor
computers. You need a username (your carefully making sure that you have typed
admission number that you have in your them both correctly. And click the arrow

planner) and password. button to start logging in.

Once logged in you will be presented witt  The menu shows all of the applications the
the Windows desktop. Nothing much to se are available to run in a verticalscroll up

KSNB>X aAyOS 6S I NB and down to see them and select one witf

opening the meny you can click the the mouse. There are several big tiles that ¢
Windows icon any timéo open it. quick links to apps you use the most.

Remember Your admission number is thedigit number you were given at the start of school. It
daK2dzf R 221 a2YSUKAYy3 tA1S nndodbddpd LF &2dz



Openingan Application

Open the Start Menu by clicking on the For our next exercise we need to access tt
Windows ica on the bottom lefthand cover internet, so we are going to open Google
of the screen. Chrome. Click on the Chrome tile.

Google opens in an application window. W Click the maximise icon to make Chrome tz
can make the application use all of the up all of the available screen.
saeen, or push it around by clicking on th
title bar. We can make it small too using tr
minimise icon.

When openingChrome i gAff &aK2¢g &2dz GKS alOKz22f Qa K2YS LI
Outlook Email

Office365 Portal

Google Internet/Web Search Engine

"o

School Library Information
Accelerated Reader

Lexia Powerup



Visiting a Website

Confidence with a Pkeyboard and mouse is important for getting the best from computers around

school. You will need to get used t
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A Dst: 15 Ocobeczets
C O O ek Time: 1328118

Usemame: 009999
Foll Nome: Gilly Student
Computer: C-1T02-05745

Q0000

Full Nome: Billy Studert
Computer: C-IT02-08745.

Start Chrome app from the Start menu. Tt
top bar is called the address bar. If you knc
the address (URL) of the website then type

carelully into the bar and press the ENTEI

(8 ) key.

©  Aprivacy reminder from Google

GCSE - BBC Bi

Google will show you a list of websites thz
match the keywords that you typed in. Thi
top result. You can click the mouse on the
title of the website that you want to visit.

Or you can use the Google Search Engine

find the website you want by describing whi

you are looking for. Open Chrome from the

start menu and type into the google input b
and press the ENTER () key.

Subjects

Bitesize just got better!

All GCSE subjects

Here we have loaded up the Bitesize websi



Learn How To Type

Confidence with a PC keyboard and mouse is important for getting the best from computers around
school. You will need to get used to typing a mix of letters and symbols to be able to access certain
apps that will help you do your work.

If you want to pradse, or get better at typing then open the Chrome web browser and visiBB@
Bytesize Dance Mat Typing website:

https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z3c6tfr



https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z3c6tfr

Log intoOffice 365

Office 365 is your own workshop, the place where you will do all of your work and receive messages
and emails from your teachers.

6 x nc beancs x| 4
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Usemame: —
Full Nome: Elly Stadant (D) v st s oo s, psonatd cotet ind 40 2§ cormeung  oms s sy e o s sk Full Nome: illy Student
Computer: C-IT02-08743 ~ Computer: C-Te2-08743
¥ Microsoft | Office e [ I

Welcome to Office

Your place to create, communicate, collaborate and get great work done.
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What is Office 3657

Q0000
a9 .

From the school start page on Google You will be presentedith the Welcome to
Chrome, click the Office365 icon. Office page. Click on Sign in.

Date:
T
Full
Comy

Taking you to your
organisation's sign-in page

You need to know your school email addre ~ Take carevhen entering your email address
to be able to sign into Office365. Make sure it is correct and click next.

admissionnumbe@eck.leaptrust.co.uk The web page should now attempt to load
another page.

So, in our example our student is 009999

009999@eck.leaptrust.co.uk

Remember:You can access your Office365 account from hasileg your school email address and
password Using any device th& connected to the internet, start a web browser and go to the web
pagewww.office.com



http://www.office.com/
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Tieme: 10:49:09°

Usemame: 009958
Full Name: Billy Stadent
Computer: ¢ Tu2-08743

2dz oAttt GKSy -inpde |
with your email address automatically
populated. Enter your school password ar
click sigAn.

Stay signed in?

If successful, you will see the prompt abov

GKIFIG ala e2dz G2 a:
here, this tells the computer to store

information that will save you time when yo
log in again on the same computer.
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Good morning, Billy
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Microsoft now shows you some useful
information about Office. You can read it i

you wish by clicking on the arrow icons ol

click the Xo close the window.

Next, we need to tell Office Outlook where
we live to correctly set the time. Click on th
link on the top righthand of the screeto set

the time zone.



Our time zone is taken from London.,So  We are taken to our email application, whic
scroll down and find the entry that matche:. A& hdzif 221 ® C2NJ G4KS
and select it. useemail so we need to switch apps.

Drag files here

To switch between what apps you want tc OneDrive is your own personal document
use in Office365, you can click the dots int  store. Wewill use it to organise and save al

top-left hand corner at any time. Click on it of the work you do in school. At the momer
and then click on OneDrive. as you can see, its empty.

Remember The switch apps dots are available at any tfroen any one of the Office365 screens.



Creatinga File

[ SGQa ONBIGS 2dzNJ F.
write an essay, do calculations in a
spreadsheet or make a presentation.

We are going to create a word processor
document in Microsoft WordClick the New
dropdown and click WordNord by default
creates us a nice blank document. What w
need to do with all our documents is chang

the document name. Click in at the top whe
G5 2 Odzy

AlG area

Notice at the top, opening Word has opene
another tab in ChromeGive the documeina
name. Then go into the body of the
document and type some text, just to
demonstrate that it is working.

rrrrr

.-
Remember we said that OneDrive is the ple
where all of our documents will be saved?
We need to switch tabs back to OneDrive t
clicking the tabn Chrome where you can se
OneDrive is running. Notice now? The file I
automatically been created and saved witt
your new name.

Useful:Get up and running quickly with the basic information you need to use the Office 365 apps:

https://support.office.com/enrgb/article/office-quickstarts25f909da3e76443d-94f4-
o6cdf7dedchle



https://support.office.com/en-gb/article/office-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e
https://support.office.com/en-gb/article/office-quick-starts-25f909da-3e76-443d-94f4-6cdf7dedc51e

Organising Files in Folders

Things cangf messy if we have allofour LG Q& o6Sad G2 KI @S |

files in the same place. You will create lots each®K22f &SI NWP |, 2dz
files during your time in school. We can create a new folder by clicking the New
organise our files into folders, making it ea  option and selecting folder. Office asks you
to find what we are looking for. YEYS GKS F2f RSNE &2
in Year 7.

z

OneDrive now updates its displaytoshov 2 S OlFy 221 |4 6KI

the new folder. Notice tht the icon for a clicking orthe folder name. As you can se
folder appears next to the icon forourfirsit § KSNBEQa y2GKAyYy 3 Ay |
Word document we created earlier. new word documentri this folder? Can you

create another folder under your Year 7

folder for one of your subjects? Can you

create another document in this subject
folder?


















