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Getting Started

1. Login to Microsoft Office 365
https://login.microsoftonline.com/

B Microsoft Make sure you select your
Pick an account school account, especially
if you also have a personal

; g

Microsoft account

|E| xxX@camhigh.school.nz

©xox@camhigh-school.nz Your password is the same
Enter password as your CHS wifi password
Please keep this password safe

Forgot my password

2. Using Microsoft Office 365

The waffle at the top left of the
\) Office 365 — screen will give you access to all
your Office Apps.
Apps It is recommended that you use

the desktop versions for full
= accessibility to tools.

m‘ Outlook @ OneDrive y

All help for use of Microsoft

O Word Bl xce Office 365 is found at

https://support.microsoft.com/

E PowerPoint MI OneNote

& SharePoint i Teams

m Sway m Forms



https://login.microsoftonline.com/
https://support.microsoft.com/

OneDrive

3. Creating Folders and Locating Resources /Create folders in your "My\

Files".

L. =§ OneDrive New documents can be created

VourName % Upload once insidg the folder.
Folders and files can also be
B3 My files .
dragged or uploaded into your

O recent My files i\ OneDrive.
& Shared
& Recycle bin [3  Name NOTE: there is only capacity for 5000

o files, Create a shortcut on the
Shared libraries

Administration desktop for site contents so you can
_ | s Apps quickly see the number of files for
ﬂ Navigation Stream-Tea... 90|n9 over 5000
Attachments
Science
Science Class Noteboo
science Documents Your Shared libraries with resources
B~ from TEAMS can also be accessed
- Documents for]
n Year 16t oo here
Emar JLECTT
/ T~ S~el - -—— S
/ ~~_ S~ TTm=—__
/ ~~_ S~ T e—
/ T~ S~o TTE——l
/ = >~ =
/ ~—_ ~~_ . TTEm=—_
/ ~—_ S~ T =
/ ~~_ ~o_ T —
/ ~—~ S~ T T =
/ S~o_ S~_ ———
My files > Junior Science
AT Teams
U] Name
“+ New v $ Upload ~ S Sync ) Add shortcut to My files £l FExport to Excel ® Powel [ Acids, Bases and Metals
All_Staff Teams > Documents Atoms:andjons
Is anc
[ Name Modified Modified By
Electromagnetisn
General Information December 4, 2020 Michelle Santy
Energy
CHS_FORMS May 21,2020 Michelle Santy
nmental Science
General May 19, 2020 Michelle Santy
Force and Motio
Masters - Logos, Letterhead etc December 4, 2020 Michelle Santy i

\

TEAMS folders will contain Dots beside each folder and file
commonly used resources and will allow you to download, share
information. files and more.

% Each Subject will have their own organisation system for resources folders and files. Ask your teacher
about the best method for sharing your resources.

% Green tick on OneDrive icon at bottom of screen shows syncing. Inform your teacher if consistently
not there.



Outlook

4. Using Email

B Send [ Attach ~ @ Encrypt il Discard

To gz

;2;1 Gaze
Ce ¥ gz@camhigh.school.nz

Typing a teacher’s code or name

/O Search Directory - . . .
Add a subje \\ will drOp down a pOSSlbIe list.

Your Name

[

try and Science Teacher
cling Administrator
dge High School

The left bar allows you to toggle
between email, calendar, groups,
attachments and to-do lists

A @

Discard b =2 @ 4%
Discord |

Add your homework to the
calendar — can use week view
for more space

~

School events and meetings
can be added.

My calendars 330 M

© Calendar

Other calendars

Timetable

People's calendars

Add your own events by
clicking appropriate time
and date

Inquiry Time 2019

Rooms

)

» Do not use your school email for personal stuff. Like one day or shopping stuff. Helps to keep spam
to minimum.

% Keep a close eye on phishing emails. Learn to identify fake emails. (Anything to do with 0365 will
have the school logo and school pictures).

» Don't open attachments from dodgy looking emails. If unsure ask teacher.

» Do not reply to spam or phishing emails.
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TEAMS

6. Using TEAM features

Jtae Al tear B ceneral por

Year 10 Navigation Stream - Stu...

fa Preferred method |-
to correspond with
individual teachers

and students

Activity

Gy | s

BBC 12. The Living Planet - New Worlds.mpd

Assignments

Calendar

. General Posts Files Class Notebook —Assignments Grades

g & All categories

> Drafts

Find class notices, links and add
to class conversation here

~ Assigned
Load previous

Treaty of Laramie (Digital Story)

Due April 17, 2020 3:00 AM

Asia - Country Research
Due April 17, 2020 3:30 PM \/

Topisand Morsoon Find assignments, homework
with added resources. Students

can submit their work in their

own confidential area. Allows

your teacher to monitor when
you have completed and handed

in work.
)

Find your class notebook here
::.m - N Futs " - --.;- Mas aps wsion P

Toa [mow a7

“ | structure and Thermochem Organic




TEAMS

7. Other apps

Apps ,
e done with There are lots of other apps you
can use that may be useful for

your school work

Messaging What's new

n Workstreams.ai

All apps

Forms
ement st

u Channel calendar

D ServiceDesk Plus Cloud

);] Mentio

Insights

J.iraC\oud P.ower‘EI . €ommur‘\it\es
8. Video Meetings
) catendar
%] Today January 2021
04 05 06 07
/ E New meeting Details ¢
Schedule video e
meetings (i.e., like B
Zoom) and find
links to meetings '
here from your = Jan 8 2021 230 PM Jan 8, 202 3:00 PM 30m All d
\ teachers - S Does not repeat
B I U T A A P T, < »= = 2 » =
Type deta meetin




OneNote

9. Using OneNote - some features you may see

Home Insert Draw View Help Class Notebook \
alibri Li V7 3 v Q
O cbrivgn [ B I U a4 I Icons may link to resources and
lIN B 2020 Chemistry 12 (GZ) Class 2... ~ |5 Education Perfect task
p l Admin Progress Trac... /
@ ' 2.2 Qualitative ‘ Page 1. Foun...
l 2.7 Redox Page 2. Lewis... N\
2.4, Partcles e Use ‘to-do’ checkbox feature when
25 Organic N ticking learning intentions
J
l 2.6 Reactivity Page 4. Polarity
l Revision Page 5. Solub...
> _Collaboration Space NCEA ANSW...
Class notes
> _Teacher Only Page 6. Types...
> Abby Pierce Page 7. Mole...
v Alizee Paine Page 8. lonic...
l Course Qutline Page 9. Metal...
' 2.2 Qualitative Page 10. Net...
l 2.7 Redox NCEA ANSW...
l 2.4 Particles Page 11. Enth...
' Merit Certificates Page 12. Enth...
I 2.5 Organic NCEA ANSW...
. VL D sl Nann 12 Thar
A q L aag
: N\
Biology i . o
EVOLUTIo A Video tutorials
A~ L] =
J
~
Link to resources
J
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