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To get logged into Office 365 and access all the different Programmes that are available to you,
you need to visit the schools’ website:

www.shottonhallacademy.co.uk
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I i ke t h i s ! OUR ACADEMY CURRICULUM STUDENTS NEWS EVENTS USEFUL INFO CONTACT US .
____JThere’s a little ‘Office 365’

AL R Y G VB Nk in the top right corner —
Hall click here.

B Microsoft
Enter your school email address ending in

@shottonhallacademy.co.uk then click next.

You will the be taken to the Academy at
Shotton Hall’s sign in page.

The Academy
at ShottonHall

If you are on a private device (one you
don’t share with anyone), click yes to
staying signed in.

An example of what an email address looks like is: 13ABO0@shottonhallacademy.co.uk


http://www.shottonhallacademy.co.uk/

2. Office365 Dashboard

Welcome to Office365! Your school account gives you access to the entire Microsoft
Office Suite for free! You can use online by clicking the app name, or you can install them
onto your device by clicking Install office and selecting Office365 apps.

i

|When you log in, it will |

look like this! IThe apps you are most likely to use straight away are:
Good afternoon Install Office
i - i~
= o | @ o P =
Start new Outlook ) Excel PowerPointJ OneNote SharePoint Noct’eabs:ok Sway
Forms All apps
OneDrive PowerPoint
For saving your For making
work resentations
Outlook P Teams
Send & receive For meeting as a

emails to and
from your
teachers!

Word
For word
processing
(written tasks)

class with your
teachers for
lessons




3. Outlook - Email Basics

Outlook is what we use to send emails. Your teachers will contact you by email, but if you
are also stuck or have a question, you can email them too!

Click the Outlook logo on
the dashboard to open

your email.
Inbox: All the messages you Sent Items: All the Deleted Items: All the
have received from people emails you have sent to emails you have
are here other people deleted
= B Mark all as read
© Inbox * Filter v
unk Email ' /’\\ y /"\\
/, ‘\ 4 AN
Add favorite == B GERxt an it read
v  Folders
Drafts: Emails you This is where your This is where you will be
have written, but messages will appear able to read emails you
have not sent yet have selected




T ©

i Outlook O Search

ewsasf | Click ‘New
© Inbox message' to

v Folders

Create new folder o Y
- start writing a
Add public folder to Favourites s fal .
! Add shared folder " new emal | .
1 Assign policy > firtu
red
~ £ Inbox
1 [Untited Folder |
B Send () Attach v Encrypt  [i] Discard |

Enter the email address of who you want to send the

] message to.

c

Add 3 subject

firsname.surname@shottonhallacademy.co.uk

] A teachers email is:
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4
4
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Type what the email is about into the subject line
e.g. fractions homework

Type your email into this window.
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4
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Click send.
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You reply to an email by clicking: )\(ou can delete an email by clicking:

Other things to note:

Don’t forget to start the email saying ‘hello!’, and sign off with your name




Downloading Teams is easy and free. Click the link below and select either download for desktop if using a PC/Laptop or download
for mobile is using any other device.

https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

Download Teams for work on your desktop

Download Microsoft

)
1
Tedgms
1
1o 0 chat L}
Connect gnd coH?Jorate with anyone from anywhere on Teams, ; : Download Teams
1
1
=== l) Bishanly -
Kasper Himom, what s for dioner?
Download for desktop I
Amele Whitle (ET] - e .
LT Get the Teams mobile app
Dawnload for mobile Lo '
ot Ells :
o Doy thl rckng e Il ol ‘
prrp [ w Enter your email address and we'l send a download link.
‘ Tobia Wore e hN
T T [ - N ‘
g ;;)
ﬂ. ‘Svudel b it arind he e lv'
Remember to use your school email address. Ho your el addressis e ©

TOP TIP: Download the app for free!


https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/download-app

Activity: This will show any messages
that have been posted in the Teams
you are part of.

Search: Can’t find your class? Type
in the code here.

Search for or type a command 4

Y @

25" Join or create team

Assignments: Your

a__ of __J teacher will set work
< '.bﬂ 1A .
== --4 and registers as

N

10B/Ar1 (2019/20) 7h/Ar4 (2019/20) 872 (2019/20) 8a/Ar2 (2019/20) 113B/Ar (2019/20) aSSignmentS. You can

jump straight to a list
return you to this of the ones you have
dashboard and see all of m ;Y due by licking here.

the teams you are part of. POB: Tea’:‘a"‘ Shiottait 11A/Ar1 (2019/20) Office 35?\‘:3D AEai 9A/ArT (2019/20) Art - NELT

Teams: Click this icon to

- . . -

Dashboard: Your teams dashboard will look something like this. All of the teams you are part of will be
here. You can get back to this page at any time by clicking the Teams icon on the left.




I

Activity: Another way to access your

Assignment: Click on ‘Assignment’ on assignments is to click ‘Activity’.

the left hand side.

Select your class: From the
drop down menu. Click
next.

Choose a dass

Assignments that have been set also
appear here. Click on it and follow the
rest of the steps in the same way as

before.
Turn it in: Follow the

instructions from your

fceacher. Then click “Turn Watch the EStream help video here.
in’

TOP TIP: Need more help? Watch the help videos on EStream!


https://nelt.planetestream.com/View.aspx?id=1972%7E4t%7EUWISjCBD&msauth=1

Edit: An uploaded Turn it in: Hand in

Assignment: Select the
assignment you want to
submit work for.

Assignment: Open the
assignment by clicking on it.

I Watch the EStream help video here. I

i ]
document by clicking the your assignment:

ellipsis (...)

Upload: A
document you
have already
created by
clicking + Add
work, then select

your document
from your files.

Select: How you want to
open the document.

TOP TIP: Need more help? Watch the help videos on EStream!



https://nelt.planetestream.com/View.aspx?id=1972%7E4t%7EUWISjCBD&msauth=1
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Organising and naming documents within your OneDrive will allow you to work more efficiently.
Here is a step by step guide how to do this.

i OneDrive OneDrive i OneDrive
O Search everything + New ¥ T Upload v O Search everything
O Search everything + New v

OneDrive
OneDrive

| 2 Folder

,4 oulm/ent Folder
Y N,
i3 el wor:_&sok

[ rPoifit p

Bl My files My files OneDrive
D Recent
. B3 My files
B Photos Name 1 Folder

“ant

£ Shared “Personal Vault O Recent

o0 CEnglish

@ Recydle bin Photos Product Desigr{

“Geography Surveyxlsx “Geography

bool
neNotelnotebook

L3
@3 forms subvey
B

lain textidocument

“Macbeth.docx “History

R~
& Shared
5]

Product Design. ppix st ‘
. rvey xs
“Reaction Rates Chemistry.docx Personal Vault

22 “product Design

“Macbeth.docx

By now your Name your folder:
y . ¥ . Create a folder: Click v
OneDrive will be Press create. Make folders
- . new and select folder .
filling up with work. for all subjects

TOP TIP: Download the OneDrive app for free!




Sometimes your documents aren’t quite where you want them...

Moving Documents — Option 1

M
! “Personal Vault

© “Product Design

" P & Product Design to
__ TScience Product Design
N

7\,

N N,
_Geograpb{_'guwe;zzch
1

, 1
“Macbeth.dojx
i
“Product De}ign.pptx
! i
[ i

Here’s a guide on how to move them!

Moving Documents — Option 2

12 Share | Download [i] Deled 3 Copy 1

Select and drag to a subject
folder: Select document, hold
down left mouse button and drag
to folder

You can also select documents
and press the move button on
the top bar. Select the folder to
move the document to and press
move

TOP TIP: Move all documents into folders — keep OneDrive tidy!
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Had some files shared with you? Want them in a folder?
Here’s a guide on how to move them!

OneDrive

R Search everything

J Lambert

Packaging #oklet Réwap.dock
B3 Myfiles 5’}6 £3

%
capfangRecap.d

GRS 1) jBooklet Rec|

Packagind

= Share @ Copylink X Remove from shaked list

Packagin °

CAD CAN

Link to 'CAD CAM Recap.docx' copied

CAD CAN | 972548 csf=18web=18&e=HZmj Copy

Packagin

People with existing access can use the link

school we

If you go to your shared
area in OneDrive you will
find files from teachers.

You may wish to organise
these documents into
folders within your
OneDrive

1. Select document

2. Go to copy link on the
top bar

3. Copy the link

4. Go to “My Files”

5. Select folder you wish
link to be in

6. Click new, link

7. Paste in copied link

8. Create

OneDrive

Upload

£ Search everything

== Folder

@) Word document

) Excel workbook

| PowerPoint presentation

! OneNote notebook

& Recycle bin

Shared libraries

' Staff

Context sheets

Create link to

File name

CALRQAM Recap.docx L

TOP TIP: Name your files properly!




Want to give your document a name? Called it something else and want to change it?
Here’s a guide on how to do that!

Document1 - Saved to OneDrive v

ttodo

File Name

& Open v |2 Share L Download [i] Delete 51 Moveto [ Cog

Work should be organised and
Location named.

D OneDrive

N
Art

N
__ T"English 1hago

T “Geography thego Documents can be renamed at any

tetory time.

@ Previous Versions

N
“Maths

Select document
Click “Rename” on the top bar

N
“Personal Vault

PwNPE

*product Design Enter name

Save

Science <

. Rename //l ............. Or

Macbeth.docx | 2 1. Open document

. Macbeth N, . . .

*Reaction Rates Chemistry.docx ety 2. Click into top title bar
N . Rename

TOP TIP: Name your documents properly!



To get logged into Student POD and access all the different resources that are available to you,
you need to visit the schools’ website and log into Office 365:

www.shottonhallacademy.co.uk
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I i ke t h i s ! OUR ACADEMY CURRICULUM STUDENTS NEWS EVENTS USEFUL INFO CONTACT US .
____JThere’s a little ‘Office 365’

AL R Y G VB Nk in the top right corner —
Hall click here.

B Microsoft
Enter your school email address ending in

@shottonhallacademy.co.uk then click next.

You will the be taken to the Academy at
Shotton Hall’s sign in page.

The Academy
at ShottonHall

If you are on a private device (one you
don’t share with anyone), click yes to
staying signed in.

An example of what an email address looks like is: 13ABO0@shottonhallacademy.co.uk


http://www.shottonhallacademy.co.uk/

POD can be used by students only (parents do not have their own accounts) to access information such as:

. Revision tools . Topic resources . Knowledge organisers
. School calendar . Assessment resources . And more...

Click on the SharePoint app from the waffle menu in the top left

corner. .
Search for ‘Student POD’. Once you have found it click ‘Follow’ in the TR TR B
top right-hand corner for easy access in future. You should see the

screen below: u

OneNote

Shotton Hall Student POD Home  Yesr [ Vears  Yeard  Yemr i wear1)  Edil

Student POD Home

The Shotton Hall Way

Extra Curricular Activity List 2024-2025 L

Homework

Student Concerns . club

Careers

An example of what an email address looks like is: 13ABO0@shottonhallacademy.co.uk
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