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for the first time

"

Other user

You will use your username which will be in this
format (the 4 lines will be replaced with 4
numbers unique to you):

BFS220

You will also need a password which is
originally set in this format as your date of birth:
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Changing vour password at first log on

Because people may know your date of birth

(which your password is originally set as) the

computer will prompt you to change it straight
away.
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To do this you will need to enter your existing
password of your date of birth and then think of a
new password which is a minimum of 8 characters
and MUST NOT use the £ symbol. You will need to

enter this new password in twice to confirm it!

Make sure it is something you will remember as
you may not be on the computing carousel first so
it may be a little while until you log onto a
computer in school.

~ Signinto: BFS

Your password has been changed.' .

L= Changing password

Microsoft Teams in School

Each time you log on Microsoft Teams will load in
the background. At this first log in however you
will need to confirm your sign in details.

Teams when it loads, should already have your
BFS email address in the log on box and if it does
then click the purple sign in box.

If for some reason Teams does not have your log
in details stored, then please type in your BFS
email address which is your username followed
by @bradonforest.wilts.sch.uk

E.G BFS2201234@bradonforest.wilts.sch.uk

You will see once you are logged in that you
belong to many “Teams” and these are basically
a team for each class you are in. Not all subjects
use Teams but those that do will teach you how

to use it in their lessons.
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Accessing Microsoft Teams from home Accessing OneDrive for the first time

To access Microsoft Teams from home simply in School
carry out a Google search for “Microsoft Teams
log in” and select the result for “Microsoft Teams

All the work you do in school is saved in something

Sian—In Page” called “OneDrive” this is basically your work area
o |?n— nrage which only you have access to in order to save files
€ 5 O @ O nips/mmgoogecomserchig-micosoltrieamssiogHinii=caNire0ASDHEIPWINCAAOSve and work in it.
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microsoft teams log in X $ Q

Q Al B News [JVideos [JImages [ Books : More Tools

e — Just like Teams, on your first log on OneDrive will
s automatically prompt you to log on too, to do this,
SR PG e Sl simply enter your email address again E.G.

https://www.microsoft.com/en-gb/microsoft-teams/ BFS2201234@bradonforest.wilts.sch.uk
log-in

Then click “Sign in”

Select the “Sign in” button and enter your sign in

details of your school email address and school
password.

Set up OneDrive

Put lyour files in OneDrive to get them from any device.

Welcome to Microsoft Teams
now to chat, meet, call, and collaborate all in ol s G

m K™ m W

You will then be logged in to the web based
version of Teams and can view all your Teams,
assignments and Team’s files here.
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Accessing OneDrive for the first time
in School

After you have selected to sign in you then need to:

@ Microsoft OneDrive

Your OneDrive folder

OneDrive folder so you €an ‘access them from other devices and stil
jave ther on this PC

Click
€« ”
Next
Your OneDrive folder is here
A OneDrive folder already
exists on this PC S
| elect
If you're connecting with the same OneDrive | b 1 ”
acoount as before, choose “Use this folder.” | U Se th IS fo I d e r
Otherwise, choose a new location to avoid I
combining files from fwo accounts,
Your OneDrive is ready for you
Select

“Open my OneDrive Folder”

Using OneDrive in School

Your OneDrive Folder is your work area where
you will save all your work in school as well as
outside of school so you can later access it too.

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!




Using OneDrive in School Accessing OneDrive from home

Each time you need to access files in your If you want to access your school documents from
OneDrive from school you just need to select the home then go to Google, type in OneDrive.
“File Explorer” icon from the windows menu. - S

Go gle one dive X & Q

Share Files Onling
onlne and shae f

Then load the OneDrive homepage and select the
sign in button.

< (e (/] Ao S e,
L] S5t x My ctasses - wewct & Learm = T ot
OneDrive
Personal Cloud
Storage

Save your files and
photos to OneDrive

Once File Explorer opens you will have access to Smdllac oo b ons
your OneDrive and the H Drive which is where E—TT—
subjects put resources for students to use. e —

Enter your BFS email details and your password.

bl O | P SearchThisPC

o ];» My hsic B® Microsoft
i My Videos Sign in
o .

StuTest@bradonforest.wilts.sch.uk

E OneDrive - Bradon Forest School
=

No account? Create cne!
~ Network locations (1)
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Accessing OneDrive 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 too.

SMHW  #ix Myc A Learning Plans & Pr.. [Y ExsmBuilder [ BlueSky Education Yacapaca! I} Microsoft Form:

B su+v lasses - www.c!
e
ﬂru# . i —
T Upload & Automate

Student Test

B3 My files
) My files
A Shared
Y Reqylebi Nam Modified Modified By File size
uick Access
Q Cust fi
- Science
Dow
Favorites
book Graphing
ty Mu
Ay Pictures ~ June 26,2020
h e app My Videos
IneD:

Accessing the H Drive in School

The H Drive is where all the subjects in school can
save resources for you to access. All the subjects
are listed alphabetically in the H Drive.

User
Computer: BFS-1T4-02
=L eral i
me Share View | ‘l.

21 @ [ 7| subject Resourees 1)

& -~ 4 > TsPC » Subject Resources (H) »
= i

v| @) | Search Subject Resources () A |

Name
8 This PC

P 30 Objects s

You can not edit documents in the H Drive so you
will need to open them and then save them into
your own OneDrive in order to be able to edit them.
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Getting on the Internet

To access the internet you need to fist select the
“Windows” icon and then the “Microsoft Edge”
icon.

Once Microsoft Edge opens it will go to the
school’s Intranet page. You can type in the
address bar at the top if you wish to browse the
internet. You could type Google or just start typing

for what you want to search for.

Single Sign On

Show My Homewark, GCSEPod, Skelchup, Mathletics are just a few of the educational resources whers you <an use Single Sign On

When logging in 1o these stes, cick ith Microzoft
-mail address and y:

=2 gueud w i SketchUp

¢ Login with Googho option and snter your schaol

Microsoft Office for all Users

Loqgging in to your email

To access email while in school, you can access it
from the intranet home page. To access email
from home type Bradon Forest school Intranet into
a Google search and then select email.

Microsoft Office for all Users

You use your BFS Username with the following
after it:
@bradonforest.wilts.sch.uk

E.G BFS2201234@bradonforest.wilts.sch.uk

Click “Next” , enter your password and then select
“Log On”
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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.

N W/ Uy L) FIES./ Juul

E SMHW % My classes - www.cl... @ Learn

v Favourites O

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.
ot Meet Now g - ]

B> send [ Attach @ Encypt - o B Send [ Attach v @ Encrypt - =5

To Bec q johnsonkd Bec

?. JohnsonKA
PER0 search [ el §
Cc \&/ JohnsonKA@Lynforestwilts.sch.uk
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Sending an email

Once you have selected the person you are
emailing, write a subject for the email and then
type your message.

B send [ @ Attach ] ® encrypt =

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.
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Using Class Charts for homework

To see homework set to you at Bradon , either visit
the website or install the Class Charts App.

https://www.classcharts.com/student/login

Once you have logged in using your ‘student
code’ (this will be given to you soon) you will see
the Homework tab in your account. Selecting this
tab will display a list of the homework tasks which

you have been given.

To change the date range for
displayed homework tasks, click on | g -
the orange Date button.

To display tasks in the order they
were set, click on the Issue Date
button

To display tasks in the order they
are expected to be handed in, click
on the Due date button.

To mark a homework task as completed, view the
homework task of your choice in more detail and
tick the Completed? checkbox. o

Using Class Charts for homework

To view a homework task in more detail, click on
the expand icon in the bottom right hand corner of
the homework tile. A popup will appear that con-
tains the a description of the homework task, the
estimated completion time and any links or
attachments that may have been included.

eeeeeeeeeee

Keeping track of home work— As you are assigned
homework tasks, you may want track of how you
are progressing for the current week.

The three banners above the homework status
categories count the number of
homework tasks that are due this
week, how many of those tasks
you have completed and how
many tasks you still need to
complete.

1 task due this week
0 tasks submitted/completed

1 task remaining this week

[J Requires submission?

To only see homework tasks that
require an attachment submission, tick the check-

box labelled “Requires submission?”.
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