
z
Logging on to the computers

▪ You will use your STU 

and a password

▪ This is your first time 

logging on your 

password should be 

your date of birth in 

this format 

00/00/0000



z
Changing your password

▪ The system will prompt 

you to change your 

password. 

▪ As a minimum 

requirement it must be 

8 characters or more

▪ Make sure it is 

something you will 

remember as you may 

not be on the 

Computing carousel 

first so it may be a few 

months until you log on 

a computer again!



z Microsoft Teams

▪ As soon as you have logged on, 

Microsoft Teams will automatically load

▪ It should already have your STU email 

address in the log on box and if it does 

then click the purple sign in box, but if it 

doesn’t please enter it with your stu

details followed with this:

@bradonforest.wilts.sch.uk

E.G

▪ stu0000-19@bradonforest.wilts.sch.uk

mailto:stu0000-19@bradonforest.wilts.sch.uk


z OneDrive Folder

▪ As soon as you have logged on, one 

drive will prompt you to sign in too! 

Simply enter your stu email address again 

E.G.

▪ stu0000-19@bradonforest.wilts.sch.uk

▪ Then click sign in

mailto:stu0000-19@bradonforest.wilts.sch.uk


z OneDrive Folder

Click next Select “Use this folder”          Select “Open my OneDrive folder”



z

Your OneDrive Folder

▪ Your OneDrive folder is your work area 

where you will save all your work

▪ If for any reason your OneDrive isn’t 

working, make sure you check the tool 

bar down in the bottom right of the 

screen and check the blue cloud icon is 

there (If it has a grey line going through 

it then this means you are not logged in)



z

Making subject folders in your OneDrive

▪ To make folders for each 

of the subjects you will 

cover in school, right 

click the mouse, select 

“New” and then select 

“Folder”

▪ It will make a new folder 

called “New Folder”, 

simply type the new 

name for the folder e.g. 

English and then click off 

the folder to confirm the 

folder name

▪ Make folders for each 

subject on your timetable 



z

When you need to get to your OneDrive 
again just click on File Explorer

▪ To view your 

OneDrive or the 

subject resources 

(H drive) you will 

need to click on File 

explorer



z

Inside File Explorer 

▪ Once file explorer has 

opened here you can 

access: 

▪ your one drive folder 

▪ the  subject resources 

(H drive) 



z

H Drive (Subjects area)

▪ The H drive is 

where your subjects 

save resources for 

you to access. 

▪ The subjects are 

listed alphabetically



z Getting on to the Internet 

Click on the 

windows 

icon in the 

bottom left 

corner 

Click on the 

Google 

Chrome 

icon



z

The Intranet home page

Select Email

If you wanted to 

go on the internet 

you would type 

the web address 

up here



z

Logging in to your email

▪ You use your STU with the following 

after it 

@bradonforest.wilts.sch.uk

E.G

▪ stu0000-19@bradonforest.wilts.sch.uk

▪ Click next and then type in your 

password

mailto:stu0000-19@bradonforest.wilts.sch.uk


z

Sending an email

▪ Once you have logged in to you email account you can send emails! (Please be 

aware all emails are monitored so don’t try sending horrible emails etc)

▪ To write a new email, click on the “New Message” button

▪ In the To box you can either write the person’s email address or start typing the 

name of the person and it will check your address book for you 



z

Attaching files to emails

▪ Once you have selected the person you are emailing, write a subject for the email 

and then type your message

▪ To attach a file to the email select the “Attach “ button (has a picture of a paper clip 

with it) and then select where you want to find the file to attach (Could be the 

computer you are on or a cloud location like your OneDrive folder etc.) 

▪ If you select the file you will then see a little icon showing the file name and type



z

Accessing your work area from home

If you want to access your school documents from home then go to google, type in 

OneDrive, load the OneDrive homepage and select the sign in button, then enter your 

stu email details and your password



z

Accessing your work area from home

Once you are logged in you should see all the folders you see on the computer at 

school. You can then open any documents here and carry on working on them or save 

documents you start at home to here



z

Signing out

Click on the 

windows icon we 

learnt about 

earlier, then the 

Bradon Logo and 

select sign out


