CARR HILL
A Parents’ Guide to Using Microsoft 365 in School H | G H SC HOOL

and at Home

First you will need to search on the internet for “Office 365”

Google

+ office 365 X Q@ AlMode

Google Search I'm Feeling Lucky

And select the highlighted option

AlMode All  Shopping Forums Images Videos Shortvideos More ~ Tools -

Microsoft 365 Copilot | Create, Share and Collaborate with ...

Your place for Al and produciivity LooIs [0 create and collaboraie on documents, presentations, and data

Microsoft Forms

9
Use Microsoft Forms to easily create online surveys, forms .
Qutlook N
iit. Microsoft.
Setup Office 3
Sign in with your Microsoft account and enter your product key to
Apps admin center 3

This site helps IT administrators deploy, manage, monitor and

Mnrs reciilte fram nffire Fam w
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Once the page has loaded click to “Sign in”

B¥ Microsoft |  Microsoft 365 Copilot  Products +  Features «  Prompts  Support Buy Microsoft 365 Al Microsoft
Wel toth ™ 1
Microsoft 365 Copilot app 3
Your everyday Al companion that understands your work, helps you stay focused, and ©=
moves you from idea to impact with less friction and more flow. =
s

E=n 7 Rl

Start a conversation with these prompts in Microsoft 365 Copilot Chat*

T Improve my writing ™ Create animage % Understand what is changed T Visualise my data

@ e @ o o [ - @ oo

Type in your school email address, this is your school username with “@Carrhill-ept.com” at the end
If you are unsure of your school username it should be your last name, first initial and the year you joined
the school, for example a student called John Smith, who started year 7 in 2023 would be smithj23

B= Microsoft
Sign in

@carrhill-ept.com|

No account? Create one!

Can't access your account?

Back Next

Q Sign-in options
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After you have put your email address in it will then ask for your password, this is the same password that
you use to log on to a computer in school

CARR HILL HIGH SCHOOL

€ =, i@carrhill-ept.com

Enter password

Password

Welcome to Carr Hill High School.

Once you have logged in you will see this screen, most of the things that you need are in the highlighted
box and the important ones are described below

® 0 &P & e 8B

PN

~)
.

No recent items
Create a new document or upload one to get started.
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SharePoint

SharePoint is where teachers store class work and share documents with students, to access it click on
“SharePoint” highlighted below

L] @
1 Search
i cre Q
8 A
Quick access
A
= Recent sred  Favourite Type =
aw o
@ L)
®
a .
No recent items
- Create 2 new document or upload one to get started.

I

After you click on SharePoint you will see the below screen, Click on to the “Pupil Landing Zone”

i CARR HILL

SharePoint

¥ HIGH SCHOOL
+ Create news post
8 ) |
@ Following
. Create beautiful pages quickly
ot following any st vt it et & i, e s o i i e
s
Recent
Pupsl Landing Zone
ite
Featured links
Team Site Pupil Landing Zone
2 ifome
&
&
“
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You will then see this screen Click on the picture to access the school folders

CARR HILL P ‘e
B lici scvoon e X

u Pupil Landing Zone

Pupil Resources

Vision & Values

At the Education Partnership Trust, our vision s to create outsts

High Expectations

You can then access the files and folders uploaded by teachers

i CARR HILL

SharePoint

= HIGH SCHOOL

@ Pupil Landing Zone Pupil Resources
@
Pupil Resources ~ @ Add shortcutto OneDrive (5 Editin grid view  E3 Pin to Quick sccess &) Export 1o Excel 6
a2
= AN Documents ) = a @ &
o
[ Home Modified Modied By
B
Art & Photography
®

English

Exclusion Work

Geography

Performing Arts

Religious Studies
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OneDrive
OneDrive is where you can save your own personal work, to access it click on “OneDrive” highlighted below

Quick access

5N

~

No recent items

Create a new document or upload one to get started.

When you click on “OneDrive” you will see this screen with a few of your most recent pieces of work, to see
it as you would in school click on “My files”

L3 CARR HILL —
= HIGH SCHOOL nepive

i ot el Recent @ Word @ Bxel @ PowerPoint | [Z POF | = More

2023
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This is what you will then see, which is also what you will see when you are working in school

. CARR HILL

OneDrive

o HIGH SCHOOL

i - 2023 N Name Modified ( Modified By «  File size Sharing Activity
() Home
_Migrated May 3, 2024 18 items
| i Myfiles
28 Shared Apps April 16, 2024
¢ Favorites Attachments August 17, 2023

T Recycle bir

Documents
Browss files by

Downioads
& reople
B Meetings Favorites anuary 13 1 item
@ Media

Music
Quick access

Pictures
@ Fupil Landing Zone - Pupi.

vid

More places... L

Outlook

Outlook is where you can access your emails that may have been sent by teachers and when you reset your
password for things like Arbor, to access it click on “Outlook” highlighted below

Quick access

DN

Y

No recent items
Create a new document or upload one to get started.
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When you click on Outlook it should just load you straight into your emails as below

CARR H
* HIGH SCHOOL

| = File Home \View

- EZm

Favourites

<

B> Sent ltems

D ¢ > B

W Deleted tems 21

&

Fg Junk Email
@ Notes

B Archive

B c
2 se

Outlook [

aaaaaa

Help

Quick steps © ) Mark all as read

Focused Other O [ = Tl

As well as accessing these apps on your computer you can also access them all on a mobile phone,
however, they are not all in one place and you will need to download each app individually on the Playstore

Open the Playstore

£

(Android phones) or Appstore (Apple Phones)

or Appstore and search for “SharePoint”, “Outlook” and “OneDrive” they should look
like this

Microsoft Outlook Microsoft OneDrive

Microsoft SharePoint &
Microsoft Corporation Install B Installed ‘ B Installed

Press install to download the app and it will show like this once installed

Microsoft SharePoint
* B Installed @
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The log on process for each app is pretty much the same as on a computer needing your email and

password

B® Microsoft

Signin
Enter your work or school account you use for
SharePaoint Online

CARR HILL HIGH SCHOOL
< ik Fa@carrhill-ept.com

Enter password

Password

il

@carrhill-ept.com

oo
oo

12 3 4
qw e r t

a

<

2123

Welcome to Carr Hill High Schoaol.

Unsure what to use? Let us help you

B & @

5 6 7.8 9 [}

Y
s df gh j kI
z xcvbnmg

@ ® v

School Synergy  Carr Hill Website

OneDrive and Outlook will just open up after this step and you can use them as you do on the computer,

SharePoint has a few more steps

After you have put in your email address and password you will see this screen, Tap on “Pupil Landing

Zone”
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Find

Q Search in SharePoint

Frequent sites Maore sites

B8 Pupil Landing Zone

People More people

Recent files More files

'y Presentation’
P | ohn Smith- 2073 - 8 minites aaa

& Q °
News Find Me
= o <]

Then tap on the picture

& Pupil Landing Zone Q

Tome

Pupil Resources

Vision & Values

At the Education Partnership Trust, our vision
is to create outstanding schools which
transform learning, lives and communities.
We are united by our three key values:

High Expectations

of ourselves, our pupils and our school
community

You will then be able to see all the folders same as before
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Name ~

Art & Photagraphy

English

Exclusion Work

Geography

History

ICT & Business Studies

Mathematics

MFL

EPT
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