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Accessing Your “My School” Account at Home:

Click on your Internet ZG““ *

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

Browser:

About  Store

Search for “My School”

Google

O, My school X Y
my school
my school portal
@, my school login
Click on the first result that appears
& X @ & https//www.google.co.uk/search?source=hp&ei=DU38Xq79BdGXIwTagkKqQCA&q=My+school&oqg=N
GO gle My school X 4 Q
Q Al Q Maps [ videos £ Images B News ¢ 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. Username: 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:

cmettletond87

Password

Accessibility Guidelines LOGIN

Forgotten Password



Announcements

Lending IT Devices to Pupils

Tue Jun 30 2020

Advice & guidance for schools - updated with Stage 2 Loan
Agreement, Pupil Agreement, Getting Started quide and Guide for
Schools 23/6/20

Read more...

Supporting Healing and Learning - Guidance for Specia
Schools

Mon Jun 29 2020

Information from the Supporting Learning team with guidance for
special schools.

Read more..

Moving Towards Blended Learning — Guidance
Resources

Thu Jun 18 2020

Information from the Supporting Learning Team on moving to Blendec
Learning

Read more...

SIMS .net Pupil Movement - Year 7-Year 8 Special

Wed May 27 2020

Primary Documentation - SIMS _net Pupil Movement Year 7-Year 8
Primary and Special to Post Primary or Special

Read more...

SIMS.net Pupil Movement - Yr 7-Yr 8 Primary & Special
to Post Primary or Special 2020

Tue Mav 26 2020 e

0000

=

The 2 main apps you will use at home are:

Office 365

Office 365

Wednesday

1

July 2020

BBC Education

Could not load Rss feed

RetrieveCurrentWeather failed
The remote server returned an
error. (904) Gateway Timeout
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You will now see your school dashboard with all the apps you need to the right hand side

Launch

=] @

Google Office 365
Classroom Schools

> [T

Collaborate Ultra

EA Services for

C2k Media MyFiles
Library

noj -

G2k NewsDesk Fronter C2K Exchange

View All

My Favourites

CLICK CEOP
Adnce

Google Classroom

Google

Classroom
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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:

Office 365

You will now see this window

H o 4 ”
R Click on the “Install Office

Good morning

+ ® e @ @E $ @ ¢

button. When prompted use
your school username and

Start new Outlook OneDrive Word Excel PowerPoint OneNote To Do
password.
Calendar Skype All apps

Your school email address will be:

Recent Pinned  Shared with me

usernamel23@c2ken.net

% How to access documents from home 3
] 3m ago

Remote Learning Help

a *  Year 8 induction booklet £0m 300
Remote Learning Help g

I Y Year 8 Computing overview timescale Yesterday at 13:50
Year 8 R

I %  Lesson 6 - Assessment Instructions Yesterday at 13:44
Lesson 6 - Assessment h h

@) Texcher Mark Grid ety ot 1343
sterday at 13:43
Lesson 6 - Assessment esterday a

Accessing Email:

To access your school email click on “Outlook”

Good morning L Install Office
+ & e @H H $ @®W ¥

Start new Outlook OneDrive Word Excel PowerPoint OneNote To Do


mailto:username123@c2ken.net
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You will now see this window:

® My-scHooL x \ ) Microsoft Office Home X | ol Email - C Mettleton - Outlook X | =+

O @ & https://outlook.office.com/mail/inbox @ ¥4 3= ’

_ G © “ & ! = ° c'\b
= £ Mark all as read Undo

> Favourites @ £ Focused =7 Other Filter v

J McCLINTOCK
Fwd: Home Learning Sup... Wed 13:24
Get Outlook for Android

Vv Folders

> Inbox 2
CLEE -
& Drafts Princes Trudt Wed 1309
Good afterncon Andrew It is important t...
B Sentltems
C2k Implementation
il Deleted ltems 566 Home Learning Support .. Wed 12:56
Home Learning Support Sessions The EA... *
©  Junk Email A

To view your message just click on the email and the text will appear.
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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 jbrown123@c2ken.net

Classroom

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

1040 AW E

= Google Classroom + i

Year 13 Btec ICT -

= GoogleClassroom

Year13BtecICT . 03 /

T students



mailto:jbrown123@c2ken.net
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Viewing Work

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

= TestClass Stream Classwork People B °

Test Class

Upcoming [ Share something with your class.

Woohoo, no work due in
soon!

View all TANYA GREER posted a new assignment: Spreadsheet Section 5 - Understanding Check (T...
20 May

E TANYA GREER posted a new assignment: SS Quiz
17 May (Edited 18 May)

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 o
@ View your work E Google Calendar [ Class Drive folder
Spreadsheet Section 5 - Understanding Che... No due date
SS Quiz No due date

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

Posted 20 May Assigned

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’ Read the instructions then Open the
2018 07.doc 26 document. Click on view assignment.
v

View assignment

SS Quiz No due date
Once you have completed the task you need to click on “Mark as Done” “Add or Create”
. _ 100 points
Spreadsheet Section 5 vour woll poignd You can add a
Understanding Check (Test) | P—
@ TwvAGREER 200y private comment
Download the spreadsheet question. Complete all parts of the questions, pay attention to the number of marks for each question. to |et your teaCher
Submit your completed answers and click ‘hand in
‘ that your work has
2018 Q7.doc 2018 Q7.pdf Private comments
o . : > been uploaded or
Class comments tO aSk d question-

: B>
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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 P Gd 2l 41% =

14:06 Gd 2l 4% =
6
Spreadsheet Section 5 - _
Understanding Check (Test)
100 points Your work Assigned
=] Add class comment + Add attachment

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 Add private comment

E 2018 Q7.doc

B8 2018a7.pdf

This screen appears, you just

Click on this arrow submit your work the same
way.

Your work Assigned

=] Add private comment I @) <

I @) <
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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 [ Attach ~ Encrypt  [i] Discard - [

To @ TGREER X Bec

Cc

xcel Help Subject area

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

Thanks
Joe Bloggs] Main Body of text/email



Google Classroom Etiquette
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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!!

1 MY-SCHOOL

ITQ4MTczMzE2NzVa

Stream Classwork

Share something with your class.

9

So how is everyone keeping?

Gabrielle Erdis
9 Jun

9

Gabrielle Erdis
23 Mar

X | @ MY-SCHOOL - Extemal Site X | @) Microsoft Office Home

x | O signout

People Marks

Select theme
Upload photo

-
P

Well how has eveyone been getting on with isolation?

19 class comments

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

qguestion.

When sending a message make sure you are

, again no text language.

Your work Assigned

- Add attachment

Add private comment

and use
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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.



