Microsoft Office 365 Introduction and Training
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Using Office 365 for School Work — It’s Free with your School Account!
Many class notes, resources and classwork are now available online may be useful in catching up after absence or to
have class notes and guides to help with study.

Logging in

Go to www.c2kschools.net and click the Office 365 icon
You may be asked for your Microsoft sign-in:
e Use your full C2K email/password (<c2kusername>@c2ken.net)
ttrisPE M e e Then a C2K Sign-in area may pop-up (‘https.//ids.c2kschools.net’)
o This final sign-in only requires your username/password (with no ‘@c2ken.net’ suffix).

B® Microsoft

o B® Microsoft Sighin
Signin 2 https://ids.c2kschools net
Taking you to your
nu e Y e e Ve
organlsatlon S signh-in page Username
ca —’ q
Password  ssessseees
Sign in with a security key (2) . .
“ ICancel m Cancel

e You can also reset your C2K Password if required from home - Guide LINK

Microsoft Office 365 Online

Office 365 - access online Microsoft Office Apps and Install Microsoft Office locally on your device

Good morning Install Office

Office 365 apps

. ) Includes Outlook, OneDrive for Business,
o) | | Q& v

Word, Excel, PowerPoint, and more.
Start new Outlook OneDrive Word Excel PowerPoint OneNote

Other install options

’ u w m? m m‘ % —>  Select a different language or install other

Class apps available with your subscription.

s All
Stream Whiteboard Teams Notebook Sway Forms e


http://www.c2kschools.net/
http://www.c2kschools.net/
http://cbsomagh.org/wp-content/uploads/2017/11/Change-your-C2K-password-from-home-with-C2K-Services.pdf
https://services.c2kni.net/ums/

Downloading Microsoft Office Locally on your Desktop PC/Laptop
1. Click ‘Install Office’ and select ‘Office 365 Apps’ - Click ‘OK’ in the pop-up to download the installer package.
2. Continue as shown below when the ‘Setup’ icon ™ ***- in your taskbar has finished downloading.
3. Onceinstalled, the installation of the full Office suite will start.
4. When prompted to sign in to activate the software, pupils should enter their username in the format:
<username>@c2ken.net NOT @c2kni.net.

Just a few more steps...

0 Setup. - Yes
c o —
© Click Run @ Say "yes" © Stay online
Click the Setup file at the bottom of the Click Yes to start installing After installation, start
screen with the acc
De2ker

Easy Tablet or Smartphone Access via free Microsoft Apps
e Download MS Office Apps for Teams, OneDrive, Word, PowerPoint, OneNote, Excel etc.
e These App versions are free from the Google Play or 10S App and Windows stores.
e In App settings, Add Account (often referred to as Work or Business) and ‘Sign In’ with your ... @c2ken.net

e Please ensure that in all App Settings, ‘Sync over Wifi Only’ is ticked to save your data allowance.

Microsoft Teams

Microsoft Teams for Students organises classroom work and activities within Microsoft Office
e Your Shared Class Files/ References and the Class Notebook
e Receive guidance material and hand-in Assignments
e View class announcements and notifications

Students Join a Class Team with their supplied Class Code on the Teams App on your PC/Phone

Checkout our Teams’ Upload
Your Work Video Guide: =Q Assignments
Use Office Lens to Capture Upcoming
Your Handwritten or drawn A Advanced Engis

Finish the first draft of your essay outline and list

work and Upload to e ey
Assignments .
Assignments Q ~

Finish the first draft of your essay outline

Due October Sth at 3:00pe

) enosh 1« 18/19 turned in

Finish the first draft of your essay outline and

list 3 reference materials you used
Due October 7th at 9:00ar

Write the first page of your essay and share
with another student to review (D Fssay
X terclay at 9304

A Advanced Eng
283 Manage teams Anne Frank: Read chapters 1-2 (pages 3-53)
O Reading

+ Create new team Click here Oﬂ »dav at 1 a n = e
ot Join team relas e
[ds] Browse teams A

with your
F  Join a team with a code Code



https://youtu.be/aYL-8pSRIjE
https://youtu.be/aYL-8pSRIjE
https://youtu.be/aYL-8pSRIjE
https://youtu.be/aYL-8pSRIjE

Quick Start Guide

New to Microsoft Teams for Education? Use this guide to learn the basics

Use the command box
Search for specific items o people, take
quick actions, and launch apps.

Start a new chat
Launch a private one-on-one or small
group conversation.

Manage profile settings
Change app settings, change your pic, or
download the mabile app.

Navigate Microsoft Teams Microsoft Teams [ Searchortypeacommand @ m
Use these buttons to switch between

o B o
Activity Feed, Chat, your Teams, —e Teams @ & Join or create team @—

Assignments, Calendar, and Files.

View and organize teams
Click to see your teams. Drag team tiles
around to reorder them.
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Physical Science Health Research Pineview School Staff

Teachers

Find personal apps

Click 1o find and manage yaur personal
apps.

Add apps
Launch Apps to browse or search apps you ——@
can add to Teams.

H

Algebra

Class teams

Class teams provide special capabilities tailored for teaching and learning

Open Assignments and Grades

Assignments allows edu

Add channels and manage your team
You can change team settings, add members to the
class team and add channels

turn their assignments ir

feedback on assignments and track stude

Microsoft Teams

General Posts Files Class Notebook Assignments Grades Oceans Project (Word) 2 more
Every team has channels

Click one to see the files and

conversations about that

topic, class unit or week in the course. You

can even have private channels for group
projects!

Physical Science
G Cara Coleman 1731 601 &)
General .

Project Team 1

Pineview School Science @——

@] Introduction to Kites.docx

Every team comes with a General channel.
Open channel settings to add new
channels, manage notifications and other
settings

Subjects

Units

Why use Microsoft’s OneDrive and Teams’ SharePoint Online Storage?

Join or create a team
Find the team you're looking for, join with
a code, or make one of your own

Manage your team
Add or remove members, create a new
channel, or get a link to the team.

View your team
Click to open your class or staff team.

What is a team?

You can create or join a team to
collaborate with a certain group of people.
Have conversations, share files and use
shared tools with the group - all in one
place. That group could consist of a class
of students and educators, a group of staff
and educators collaborating on a tapic, or
even a group for a student club or other
extracurriculars.

Add tabs

Explore and pin applications, tools,
documents and more to enrich your class.
We're constantly adding more education
specific tabs. Check back often.

Share files
Let class members view a file or
work on it together.

Students should use Microsoft’s OneDrive and Microsoft Office 365 Teams’ online storage instead of USB pen

drives. USB Pen drives are fragile, easily broken and do not have any secure document history, if lost or broken.

e OneDrive is your personal ‘My Files’ online storage service, integrated into Windows 10 and available as

one of Microsoft Office 365’s suite of apps. Since it acts as a 1 TB (1,00GB) online storage/Hard Drive,

OneDrive makes it simple to access your personal school files at home and in school.

e SharePoint is simply a ‘Shared Libraries’ variation of OneDrive, used for sharing groups such as Class Teams.

OneDrive online will display, for access, both a student’s OneDrive’s ‘My Files’ and SharePoint’s ‘Shared Libraries’.

e When Office file changes are made on one device, within any of your usual Microsoft Office programs

(Word, Excel, PowerPoint, OneNote), the updates to your files are available (synced) on your other personal

or school devices, including the file history of any changes to date.

e Your Office 365 can even sync to your personal devices e.g. your PC, laptop, phone, Xbox via the ‘OneDrive

app’, available for Windows, Android and 10S.



Class Team Notebook

Desktop Class Notebook View Al teams

Click the Tab to the right of 'Files’ %

You will be able from here to ‘Open in browser’ or e
nglis|

’Open in app’ (preferred)
Note: The App will sync to your device, so you still
have access to notebooks, even without internet.
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General

General Posts Files
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Class Materials
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Welcome to Class Notebook

On Mobile: How to View the Team’s Notebook:
Download the Teams and OneNote Apps and sign into both using your username@c2ken.net login details

General

the top Tabs

Then click “Class Notebook’ - this will open and sync to the OneNote App

Your Class Notebook Layout — Desktop and Mobile views
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Home Insert Draw

Bl Navigation Panes

3 New Window

View Class Notebook

< B Eng Lit GCSE 11A 12A 2019 0

Class Notebooks
> _Collaboration Space
! ~ _Content Library
l 1 - Sync and Passwords
I 2 - Course Overview
I ~ Unit 1- Prose
Overview
l > A - Of Mice and Men
' > B - Unseen 19th Cent...
l v Unit 2 - Drama and Poe...
{ ownien
' v A- Blood Brothers
I Introduction
. > B - Poetry
' > Unit 3 - CA - Shakespeare
l > _Teacher Only
| e
Handouts
Class Notes

Controlled Assessment

l Homework
v

Blood Brothers by...
Media folder Link-
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Tragedy L
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Key Issues and Themes
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blood Brothers by Willy Russell

Media folder Link- Videos and Music MP3s - Click
Here

YouTube Links
Act 1 - https://youtu.be/NgVs8fEOmfw

Act 2 - https://youtu.be/OW33reHgjuc

Blood Brothers

In your Team, Click 'More' from |

QOpen in app
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&  Assignments

“« GCSE English Note... +

. Welcome
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l Using the Collaboration Space
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> c- - For Student work — teachers shares this

l Class Notes
l Exam
> Unit 1 Exam
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Notebooks

4 The Class Notebook will have a ‘Where are We Now?’ section - with links to current work / schedules / help

‘*— Students have their own sections, including ‘Assessments’ — for copies of their Assessments / remediation




Training in Office 365 on our Website eLearning Page: http://cbsomagh.org/e-learning
> Video Guide to Using CBS Omagh's Student eLearning Guides — see website’s ‘Training for Office 365’ link

Christian Brothers |
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Pastoral Student Zone Gallery E-Learning

e-Learning

Our e-learning programmes enhance traditional learning, support existing teaching methods and provide a valuable reference
point which can be accessed anytime, anywhere.

'9 School documents are easily accessed via MySchool, C2k’s online portal.
SCHOOL

Log in using your existing C2k Username and Password

Microsoft Office 365

Microsoft Office is freely available to download on up to
five devices per education user and also is accessible
within online apps using C2K logons

ﬂ -~ Here are useful links
D l 'Y m Introduction to Microsoft Office 365
== ’ Training for Office 365
é m '_A-—‘-‘ Avoid Mobile Data Bills with Wifi Sync
== n: Downloading Free Microsoft Office
i % 1 Change your C2K password
Microsoft Office 365

Our eLearning website page includes easy guides. This ‘Introduction to Office 365’ is the first link. Why not then click
to open our ‘Training for Office 365’ - a Notebook with sections/tabs for training in each Microsoft Office 365 App.

e Thisis laid out online in a folder style, with tabbed sections for each of the main Apps, as illustrated below.

e Itincludes screen capture & video tutorial — just use OneNote’s .~  search icon to find any topic’s page.

e Click “Open in App’ to sync this training guide locally to your smartphone, tablet and PC for easy navigation.

OneNote Office 365 Student Guide b 0

&

File Home Insert Draw View Help Q  Tell me what you want to do

IIN B Office 365 Student Guide

Welcome
p ' Welcome Welcome
Introduction links - check these out first: | I\ B staff Ms Office 365 Training
MS Office 365 Upload My Work! * Overview of elearning Use the ‘Search’
Option to find
* Using this Guide . Welcome
l MS Teams Using this Guide ) L the Topic you
« Introducing Class Notebooks o ' 1 Microsoft Training need help with.
' MS Class Notebook Overview of eLearning o Class Notebook Content Library
~ 20365 and OneDrive
Student Sections 1
' MS Word o Class Notebook n n "
* How do | Upload My Work?
l MS PowerPoint 9 e
section links: o Current Notebook Staff MS Office 385 Training
' MS Office Lens . )
* Your School C2K MS Office & OneDrive
' MBEE; * Microsoft Teams

* OneNote and Class Notebook
* Word and PowerPoint Tips and Trick

. b Offi
* Microsoft Sway

- Mobiles use free Microsoft Teams, OneNote & OneDrive Apps

= For all apps, sign-in with your schoolusername@c2ken.net login details

Check out our Introductory Guide Documents on the CBS Website: eLearning and eSafety

3 Christian Brothers

Grammar School Omagh ¢



http://cbsomagh.org/e-learning
https://youtu.be/ocfyc_f_so0

