Fort Hill Integrated College

How to access Remote Learning

In this document there are instructions for:

Accessing Google Classroom/Google Drive

Accessing OneNote/OneDrive/Outlook (School email)
Accessing/Downloading Office 365 (Teams/OneDrive/OneNote)
Accessing myfiles (School/Shared Documents)



How to access Google Classroom/Google Drive.
On a computer: ol I

1. Use Google Chrome and type in “google.co.uk”

2. Click “Sign In” and enter your school email
address. This is your school username with
@clken.net added.

e.g. jbloggsl@3@clken.net

and your normal school
password

Google

Signin

Use your Google Account

|

Email or phone ‘

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create accoun ¢ [ N |

English (United States) ~ Help  Privacy  Terms

9:‘;“ Fort Hill Integrated College


mailto:jbloggs123@c2ken.net

How to access Google Classroom/Google Drive.

3. Click on the waffle (9 small squares) this will open up all the Google Education apps,
including Google Classroom and Google Drive.

=
Account it D Classro om
o
Docs Sheets Slides
s
=
Calendar Meet Sitt
This account is managed by cZken.net. Learn more
N.B. To access a specific class your teacher will have
emailed you an invite to the class via Outlook. You
can also click on the blue ‘Join’ button within Google 6 HUNTER
Classroom. @c2ken.net
Manage your Google Account
If you cannot see your classes, please click on the 0.
. . . s . . agmail com
icon with your initial and click, ‘Sign out of all
accounts’. Then re-sign in with your c2k account O° "
only.

&' Add another account

Sign out of all accounts
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How to access Google Classroom/Google Drive.

GOOg'e €2k my school Q

On a computer:

QM ENews [images O Shopping () Videos i More Settings  Tools

About 67,100 results (0.37 seconds)

www.c2kschools.net

1. Using Google Chrome, go to B oo v

v MY-SCHOOL. Username: Password: Accessibility Guidelines - Forgotien Password. © 2019

Capita Managed IT Solutions Limited.
WWW. 02 kSC h (e]0) I S.N et or g oog Ie You've visited this page 3 times. Last visit: 06/03/16
“c2k myschool” wetoor —

Username: Password ...

b&SCHOOL

2. Sign in with your normal school username and
password.

NB. This is not the email address, just the username

Password:

Accessibiiity Guidelines LOGIN

eg: jbloggs123

Forgotten Passwort d

1©2020 Capita Managed IT Solutions Limited

3. From your My School homepage open View All

yyyyy

nnnnnnnn

4. Click 'Google Workspace’ then ‘Launch’ under
Google Classroom.

Launch

Google Calendar
)

Google Classroom Google Workspace
Support
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How to access OneNote/OneDrive/Outlook (Email).
On a computer:

GOOg'e €2k my school Q
Q Al B News [Dimages ) Shopping () Videos | More Settings  Tools
About 67,100 results (0.37 seconds)
1. Go to www.c2kschools.net or google | et
13 ” T MY-SCHOOL - Login
c2k myschool MY SCHOOL Usamame: Passcr: Accsslyuilnes - Forgoen Paswor. 2013
Capita Managed IT Solutions Limited.
You've visited this page 3 times. Last visit: 06/03/16
Login My School
MY-SCHOOL. MY-SCHOOL. ... MY-SCHOOL.

Username: Password ...

PQSCHOOL

2. Sign in with your normal school username and
password.
NB. This is not the email address, just the username ——

eg: jbloggs123

1©2020 Capita Managed IT Solutions Limited

3. From your My School homepage open Qffice
365

Google Search

4. When you’re presented with your range of apps, click on
OneDrive to access documents saved online and any Class

Notebooks your teacher has added you to.
o Office 365 @ -mhm{ . E
Good evening

Office 365 apps

[0 e (v | & | G L roseonsok ovone i
‘Word, Excel, PowerPoint, and more.

oGS Outlook OneDrive Word Excel PowerPoint OneNote Teams Other install options
—>  Select a different language or install other
apps available with your subscription.
Forms All apps

Click on Outlook to open your school email account.
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How to access OneNote/OneDrive/Outlook (Email).
5. If it’s your first time accessing OneDrive, you will need to exit out of pop-up tutorials that will
appear.

(=1 ¥R (=)
@:-TE&)L& https://ennilive-my sharepoint.com/personall chunterd54_cZken_net/ layouts/L5/onedriveaspx = @ © || search... o - | o i
| & web Application Store | ®, mv-scrooL | & class Notebooks - Onedrive | [ Microsoft Office Home | & Files - Onedrive x[ | . ‘ )
B A EeaC s @O N @ & e e s g+ Click on the ‘Shared’ menu

2 & 2 @ to see all the Class
“* Notebooks you are a

O Search averything + New ~ T Upload o Flow > %3 Sync 1= Ssort v =

member of. __—
~
CHUNTER Files
| Files
[ Neme e Modified By File Size -
Recent
s 00 Raw Data 5 hours ago C HUNTER
Shared g 9
Req shared | B8 1 To Be Sorted Vesterdayat 134 PM  C HUNTER
B8 20 Hour Grammar Course May 27 C HUNTER
BT Accelerated Reader May 27 C HUNTER
BT ACCS May 27 C HUNTER
BT Action Plans May 27 C HUNTER
MR  ADMIN May 27 C HUNTER
T Apps May 27 C HUNTER
Get the OneDrive apps
Return to classic OneDrive B8 Charity-Fundraising May 27 € HUNTER v
https://ennilive-my.sharepoint.com/personal/chunterd54_c2ken_net/_layouts/15/onedrive aspiéview=3 ®100% v
g 2 0% @ | B S e e
sIMS Y - : - Rl
L - - : AL B BRI O g N
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How to download Office 365 through C2K.

On a computer:
Google

1. Go to www.c2kschools.net or google /

“c2k myschool” >

=

2. Sign in with your normal school username and
password.
NB. This is not the email address, just the username

eg: jbloggs123

From your My School homepage open
Office365

Click 'Install Office’. Click “save”, “run” or “ok”
depending on your computer. Open the file once
saved and run. If you are asked to sign in use
your school username with @c2ken.net as the
email address with your school password.

e.g. jbloggs123@c2ken.net

Please note you can use these programmes online
through steps 1, 2 and 3 without downloading.

c2k my school

QM ENews [images O Shopping () Videos i More

About 67,100 results (0.37 seconds)

www.c2kschools.net

MY-SCHOQOL - Login

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

You've visited this page 3 times. Last visit: 06/03/16

Login
MY-SCHOOL.

My School
MY-SCHOOL. ... MY-SCHOOL.
Username: Password ...

I&SCHOOL
Usemame.

Password:

Accessibiiity Guidelines LOGIN

©2020 Capita Managed IT Solutions Limited

.......

xxxxxx

Google Search

Good evening

+ R e H & @
Start new Outlook OneDrive Word Excel PowerPoint OneNote
Forms All apps
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Install Office

Office 365 apps
Includes Outlook, OneDrive for Business,
Word, Excel, PewerPoint, and more.

.\

Teams Other install options

—>  Select a different language or install other
apps available with your subscription.
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How to download Office 365 through C2K.

On your phone or tablet:

1. Search for Microsoft in your app store.

i | Recigenticd 2. Select which app you need to download.
ﬂ Microsoft Word OPEN

" Microsoft Excel OPEN
m Microsoft PowerPoint OPEN
i Microsoft Outlook OPEN
l' Microsoft OneNote OPEN
‘ Microsoft OneDrive OPEN

") Share Story

20:279

Microsoft Teams

a

3. Click “Sign In” and enter your school email address. This is
your school username with @c2ken.net added.

e.g. jbloggs123@c2ken.net

Welcome to Microsoft Teams!
A happier place for teams to
work together.

20:28 9

Cancel

4. Enter your school username and password.

adfs.c2kschools.net

ser name and password.

Please note this will work with the following Microsoft apps in
the Appstore (both Apple and Android):

Word
= Excel
= PowerPoint
=  OneDrive
= OneNote
= Teams

= Qutlook (This is your school email account)
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How to access myfiles/ shared resources.
On a computer:
GOOg'e €2k my school Q

/ Q Al B News [images < Shopping (2 Videos | More Settings  Tools
About 67,100 results (0.37 seconds)
1. Go to www.c2kschools.net or google

. www.c2kschools. net
13 ” T MY-SCHOOL - Login
C2 k m ySCh OO I MY-SCHOOL. Username: Password: Accessibility Guidelines - Forgotten Password, © 2019

Capita Managed IT Solutions Limited.
You've visited this page 3 times. Last visit: 06/03/16

Login My School
MY-SCHOOL. MY-SCHOOL. ... MY-SCHOOL.
Username: Password ...

PQSCHOOL

Usemame:

2. Sign in with your normal school username and
password.
NB. This is not the email address, just the username

Password:

Accessiblity Guidelines LOGIN

eg: jbloggs123 |

1©2020 Capita Managed IT Solutions Limited

3. From your My School homepage open View All

4. Click 'Files and Apps’ then ‘Launch’ under
MyFiles

Google Search
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How to access myfiles/shared resources.

5. Home Drive will give you access to your personal documents. Shared Resources will give you
access to folders shared by Staff. Please note to edit these documents you must download
them first.

® vyFiles
7 Fodders View - WpSeanch |/, Flee 4,
3 New Selectall | imvestselection ' Fskesh
&
4 [ Home dtve root\Home drive
o [ Stan Nine = Sen Tipe
# 7 Shared Reseurces Date Mosted
3 J Pavete % Folder 1332000 634740
= B Acty Sotware Fokder 1592017 122009
B Agobe Foider SA2020 143348
B Custom OfSce Templates Foider 25W2017 132856
B Cyberink Fouer THED14 1026 48
% Docsments Folder 202020 10.29.59
4 Downloads IEE Folder WI2020 133901
4 VMO Label Folder 2032018 153738
T Musc Foder AWV2000 03 47 40
B My eBocks Foider 2602010 149456
£ My E-mat Foider THE2014 102650
B My Yndie Content Foider 212020 12200
52 My Received Fies Foider 102915 154532
B My Setngs Fouder TNE2014 102650
B4 My SIMS Documents ¥ okder TR0 10 0837
T Ooe Deve Black Up Fouser MN2018 153618
10 Onedcte Notetosks Poider 22072019 03:39.20
T Outiook Pées FETEINT Forser 32020 08 55 40
T Petses Foder SN0 152107
T Promatrean Fonter 102017 112497
AP Foider 1262019 112122
T SempSmaspt Fonter SI00 1156 47
B Ve Fridtar AWAIOR 1570 AR
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