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Accessing Your “My School” Account at Home:

Click on your Internet ; *

O @ 8 https//www.google.co.uk

Browser:

About  Store

Search for “My School”

Google

My school X

(=

my school
my school portal

my school login

Click on the first result that appears

& X @ 8  https//www.google.co.uk/search?source=hp&ei=DU38Xq79BdGXIwTagKqQCA&q=My+school&og=N
Go gle My school X 4 Q
Q Al Q Maps [ Videos [ Images © News i More Settings  Tools

About 9,110,000,000 resuits (0.35 seconds)

www.c2kschools.net
MY-SCHOOL - Login

MY-SCHOOL. Username: Password: Accessibility Guidelines - Forgotten Password. @ 2019
Capita Managed IT Solutions Limited

Login My-school
MY-SCHOOL. Userame MY-SCHOOL. You can login here.
Password: Accessibility ... Logout successful. © 2019 ...

More results from ¢2kschools.net »

Add this site to your favourites — it will make it easier to find

Enter your school Username and Password "
’SCHOOL

Username

cmettleton487
Password:

........ @
Accessibility Guidelines. LOGIN

Forgotten Password



You will now see your school dashboard with all the apps you need to the right hand side

& Customise () Cookies Privacy (7) Help #| Logout

_1 Castlederg High School

MyHome + New Tab

C2k Exchange Feeds ' . Mrs Beatty

Notice Board

Online Conference with the BlendED NI Team i i Launch

and panellist

Thu Jul 30 2020
Read more..

Google Office 365
Classroom

Recommencement of Bin Collections

Education Restart

Thu Jul 23 2020 ))
Read more..

Mon Jul 27 2020

Read more..

Risk Assessment file - updated 2/7/2020 GColaborate Ulia  G2kMedia  Identity Manager
Wed Jul 22 2020

Read more..

The Careers Service — Supporting Students and
Parents at Results Time

The 3 main apps you will use at home are:

Office 365 My Files Google Classroom

Google

MyFiles

Classroom

Office 365



Office 365

Downloading Office 365 for home use:

You can download a FREE copy of all the Office software you will need to use while working
from home. Click on the Office 365 logo:

You will now see this window

Good morning

+ &® e @&

Start new Outlook OneDrive Word
Calendar Skype All apps
Recent Pinned  Shared with me
o Y How to access documents from home
Remote Learning Help
Y Year 8 induction booklet
B cemote Learning Help

% Year 8 Computing overview timescale

m Year 8

o % Lesson 6 - Assessment Instructions
Lesson 6 - Assessment

o % Teacher Mark Grid
Lesson 6 - Assessment

Excel

3m ago

40m ago

Office 365

° - v || <

PowerPoint OneNote To Do

Yesterday at 13:50

Yesterday at 13:44

Yesterday at 13:43

Click on the “Install Office”
button. When prompted use
your school username and
password.

Your school email address will be:
usernamel23@c2ken.net

Accessing Email:

To access your school email click on “Outlook”

Good morning

+ ® e

Start new Outlook OneDrive

4 Install Office
@ ¢

OneNote To Do

Word Excel PowerPoint


mailto:username123@c2ken.net

You will now see this window:

facebor X | @ (NI

x | @ httpsy. X ‘ @ httpsy, X | o 127Tip: X ‘ B rysche % | ® mysc x ‘ 0 Micros: X @R Ema

<« Cc @ outlock.office.com/mail/inbox/id/AAQKADIhOTQyYmYzLTVIYJEENGRmOC1hNjcyl ThiNGI2MmEyZ Gl MAAQAPIO6GGA32 pEmS.

Outlook

= RLETLES=T]

“  Favourites

2 Inbox
B Sentltems

il Deleted ltems 249

Add favorite

~ Folders

£ Search

Tl Delete [ Archive () Junk ~ < Sweep

-
W

)
)

£ Focused = Other Filter
S Beatty

» Back to School Thu 21:22
https: .protectivebehaviours.org/index.p...

This week

C2k Antrim Admin |

C2k - Collaborate Ultra Webin..

Dear Colleague, Please see below a reminder ..

Last weelk

e ——
e ————

T

51 Moveto v < Categorise ~ (O Snocoze

Induction book

S Beatty
Sat 7/2020 10:08

To:

https://I
token= AWy
MpTPC1 mdB6)pRz77-NHhrTmtkyYirke
SWEWAWOg bfgQ5rl 57ziVEfiwWABTdTh
m1QWMcSUqgb2gk

To view your message just click on the email and the text will appear.

My Files

Click on the My Files logo

MyFiles

You will now see this window appear:

The Home Drive is where all your school work / files will be saved.

! A Castlederg High School

500 Folders |[[— |View - @@ Search |4 File = 1L Upload

O New v
5 Home drive
s g Staff
47 Shared Resources
# | Private

X

® viyFiles
LY oh B Select all Invert selection
root\Shared Resources
Name «
®

1 Home Leaming 2020
1 SpriteRocketimages

50th anniversary photo archive
Alevel Papers

ACTIV Software

Adobe:

Advert

0 Aimee Pics

AQA Past papers

Shared Resources is where staff will put work or resources for you.
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Downloading Documents:

To access any of you school work double click on the folder you have saved the work in. Once
you have found the document you are looking for double click and select download:

L Y

"—‘Folders [z |view ~ @%@ search |4 File » & Upload
) Downioad New - w1 Rename 3¢ Deiete | | "jCopy oy Cut [ > Detaiis Select all Invert selectiol
i [ Home drive root\Home drive\Key Stage 3 ICT\Year 8\Revisioin Documents
@ 5 Staft e
(# § Shared Resources
@ [ Private t

4] Year § Track 1 Pavi

5 View, edit and sharin
] Year s Track 2 ev{ v

g Download

= Rename

X Delete

[ Copy

& cut

A Compress to a Zip archive

- Details

Select all

Invert selection

You must save the document to your own device before you make any changes to it.

Once you have completed your work save the changes and then upload them to your school
home drive.

Uploading Documents:

Click on the upload button

® viyFiles

"_‘ Folders |“ |View - Q?Search }_ File = L Upload
§=9 —

i Download New » wuI Rename x Delete | ;]Copy 7y Cut I'—‘ > Details Select all Invert selection Refresh
g [ Home drive root\Home drive\Key Stage 3 ICT\Year 8\Revisioin Documents
T Staff

= Name «
4 7 Shared Resources
& T Private %

#] Year 8 Track 1 Revision guide Sept 19.docx
8] Year 8 Track 2 Revision guide Dec 19.docx



Then click on browse:

* Uploading of multiple files

Simple Flash

Note! Your browser supports multiple files selection at once.

You can upload a zip archive with multiple files and folders and then extract

it, using "Unpack Zip" command in the context menu.

Note! The maximum size of all uploaded files shouldn't exceed 2 GB.

Reset

Browse...
Browse...
Browse...

Browse...

Upload

Navigate to the file you want to upload and click on open:

e Open

4+ & > ThisPC > Downloads

Organise ~ New folder

A~

[E Documents Name

& Pictures * Today (1)
HTML @ Year 8 Track 1 Revision guide Sept 19
Lesson 6 - Assest
Remote Learning

Year 8

™ OneDrive

% This PC

- 3D Objects
I Desktop
= Documents

& Downloads vl

02/07/2020 10:21

Then click on upload.

Uploadimg your work to your school

folder will mean it will always be there and
can be recalled by Mr Cathcart should you

File name: |Year 8 Track 1 Revision guide Sept 19

x
v O | search Downloads A
= ™ @
Date modified Type Size
Microsoft Word D... 425
lose it.
>
| | Alfiles v




Google Classroom

When you first download or use Google Classroom it is extremely
important that you use your c2k email address to set it up - for example:
Google sbeatty686@c2ken.net

Clagsroom

Joining a Classroom:

To join a classroom your teacher will either send you an email with a joining link or give you a
classroom code. If you are using a code you must make sure that you use your c2k email to

join.

Once you have joined you will see all the classes you are part of:

Laptop or computer view Mobile device view
‘E‘H (:oogle Classroom + ‘5.
= Google Classroom Year 13 Btec ICT -
Year 13BtecICT-—..T* M HE.812 g HE.9P7 48 i HE 817 3
14 shudents B students 4 0 students ’ 5 students
| ~ 0 | ~ 0



mailto:sbeatty686@c2ken.net

Viewing Work

Click on the class you want to view work for, you will see this window:

= GCSE Digita|TeChno|ogy Stream Classwork People Marks @ b e

GCSE Digital Technology

Class code hke4dii [ ]

Meet link Generate Meet link €)

1

Upcoming
No work due in scon

View all
Susan Beatty

@ 9Jun

Gain the HTML knowledae and skills reauired for vour exam and CAT bv usina this link. You could comblete the activities on

The “STREAM” window is where you will find the latest announcement from your class

teacher and other class members.

To view your Classwork you need to click on the “CLASSWORK” tab.

= Test Class Stream Classwork People B e

@ View your work E Google Calendar [ Class Drive folder

Spreadsheet Section 5 - Understanding Che... No due date

$S Quiz No due date

Here you will find instructions to any tasks and any assignments that need completed. It is
important that you try to submit your assignments on time — the “DUE DATE” will appear here
beside the instructions.

10



Submitting Work:

To submit completed work you must follow the instructions given by your teacher. If they
require a document to be uploaded — follow these steps:

Spreadsheet Section 5 - Understanding Che... No du
Posted 20 May Assigned
K R B Read the instructions then open the
e 2o Al document. Click on view assignment.
4

View assignment

SS Quiz
Once you have completed the task you need to click on “Mark as Done” “Add or Create”
. _ 100 points
Spreadshee't Section 5 Your wodk pesigndl You can add 3
Understanding Check (Test) J P—
@ wacheER 0wy private comment
Download the spreadsheet question. Complete all parts of the questions, pay attention to the number of marks for each question. to Iet your teaCher
: _ that your work has
2018 Q7.doc 2018 Q7.pdf Private comments
e y " e been uploaded or
Class comments tO aSk a question-

11



Submitting Work using a mobile phone:

The same process is completed if you are using a mobile phone or tablet however there is a

slight change. Once you have viewed and completed the task:

14:06 ' Gd Al 41% =
é

Spreadsheet Section 5 -
Understanding Check (Test)

100 points

@ Add class comment

Download the spreadsheet question. Complete all
parts of the questions, pay attention to the number
of marks for each question. Submit your completed
answers and click 'hand in'.

Attachments

E 2018 Q7.doc

B8 2018a7.pdf

Click on this arrow

Your work Assigned

[E] Add private comment

1 @) <

14:06 G 2l 41% =
Your work Assigned
- Add attachment

Add private comment

This screen appears, you just
submit your work the same
way.

12



Netiquette
Email Etiquette

When sending an email there are a few rules you should follow:

1. Always put a title in the subject area — this lets the receiver know what the email is
about.

2. Use proper English and grammar when typing your email — do not use text language.

3. Be polite and friendly — remember you will mainly be speaking to your teacher.

4. Include as much detail as possible including what you have already done to try and solve
your problem yourself.

5. Close your email with Thank you or Regards and your full name.

B Send [J Attach v Encrypt  [i] Discard - iy

To @ TGREER X Bec

Cc

Excel Help Subject area

Hi Mrs Greer,
| am having difficulty with the excel task you set, could you give me further help.

Thanks
Joe Bloges Main Body of text/email

13



Google Classroom Etiquette

Similar rules apply when communicating through Google Classroom. You can ask your
teachers or classmates questions using the “Stream” — Remember everyone attached to your
class can read this question!!

= GCSE Digita| Technolcgy Stream Classwork People Marks

® Susan Beatty
. 28 May
The next time | am in school, would it be helpful if | printed the Unit 2 & 3 Bo
Could you collect it from school?

Or are you happy using it online?

Let me know your thoughts on this below

5 class comments

Alice Barclay 3 Jun

[ ]
@ | canuseit ok onling, also I've gotten mum to print me a hard
° Susan Beatty 4 Jun
@ Great Alice, thanks for commenting
° Jake Forbes 9 Jun
@ | wouldn't mind a hard copy because when | try put text boxe:
have the option to put any in.
° Susan Beatty 9 Jun
—_ -

14



Your work Assigned

You can also send your teacher a private message to ask a

. Add attach t
question. ix i
When sending a message make sure you are and use

Add private comment

, again no text language.

15



Online Safety

Safe: Keep your personal information safe and secret. Think carefully before
you share a photo of yourself or your friends.

dangerous. No matter how well you think you know people, they might be

M Don’t Meet Up: Never arrange to meet an online friend because it can be
pretending

: If you receive junk email (called Spam) or
messages which make you feel uncomfortable, tell an adult that you trust and
delete them. Don’t reply to them!

sometimes people might say or write things which are untrue, so you should

R Reliable: The internet is full of friendly and amazing information. However,
always think carefully before trusting what you see or hear.

However, if you see something that makes you feel uncomfortable or worried,

T Tell Someone: Most of the time that you are online, you will have lots of fun.
make sure that you tell an adult who you trust.

16



Staff Contact —

ICT Technician — Mr D. Miller
dmiller804@c2ken.net

Head of ICT — Mrs S Beatty
sbeatty686@c2ken.net

17
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