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Google Chrome Internet Explorer Microsoft Edge

= To access your student email form home, you will need to open any of the web browsers
shown above. You can do this on any device whether it be a desktop computer, laptop,
tablet or mobile phone.

= When you open your web browser the search engine will appear, this may be Google or Bing

In the search bar you will
need to type the following

Office 365 G O g I e

And then click on ‘google
search’ or just press enter office 365
on your keyboard.
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Once you have clicked on

Welcome to ofﬁce L Ry the link, your screen will
now look like this.

te, communicate, ’
et great work done — , You need to click on the

orange box that says Sign
in
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This pop up box will then
appear asking you to sign
in.

Here you need to enter

=' Microsoft .
you school email address.

Sign in
Make sure you have spelt
LoDty @students stb academy . .
1 it correctly and included
3000UN? Create one the ‘s’ on students.

Then click on the blue,
next box.

Your email address is you b number, they all begin with b20_ _ _ and then have 3 digits after this.
This is what you use to log in with at school. You then need the following after your b number to
make your email address @students.stb.academy.
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This pop up box will now\

appear, it will have the
United Endeavour Trust
logo at the top as shown
here and your email
address.

bO0O0stuEstudents stb acadenyy

Enter password Here you need to enter

your password.

eraee

This is the one you use to
log on in school with.

Then click on the blue,
Sign in button.

Have you accepted our AUP policy? Do you have

SSues Signing in? Speak 1o the IT department al your

school it you are unsure

Make sure that you type in your password correctly, remember any capital letters that you have.
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This pop up box will now\

appear, it will have the
United Endeavour Trust
logo at the top as shown

s s here and your email
p000stu@students.sth.academy
. . address.
Stay signed in?
DAt b et A6 nir b of s Yok sre ackat Here you need to enter

1o sign in

your password.

Con't show this 2gamn

This is the one you use to
log on in school with.

.

Then click on the blue,

Have you accepted our AUP policy? Do you have Sign in button.
gning in? Speak to the IT department at your
| if you are unsure
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Stay signed in?

Do thes to reduce the number of 1

1o sign in

Don't show this again
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signing In? Speak to the IT department at your

chool if you are unsure
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This pop up box will now\

appear, it will ask you if
you want to stay signed in.

It would be a good idea to
click yes.

This means you will not
have top type in your
email address and
password every time you
want to access your email,
you will be taken straight
to the homepage.

Ipload and open

More in OneDnve

NO frequent sites

Your screen will now look like this, as you can see there are a range of
icons down the left-hand side of the screen that give you access to
different applications that can be used and accessed online.

Any documents that you have recently accessed will be shown in the
\ middle of the screen as you can see above. )
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You can access you other folders here by
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To access your email, you now need\
to click on the Outlook icon, this is the
4 one down on the left hand side of
the screen, is blue and looks like an
envelope with a piece of paper
coming out of it. It also has the letter
o in a blue square to indicate outlook.
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Once you have clicked on the Outlook icon, a new tab will open in your web browser, and this is
what your email page will look like.

S— When you click on an email to read it, it
- will appear on the right hand side of
= your screen. Here you can read the
[ —] email, and if you want to send a reply all
e e Mo ) you need to so is click on reply at the
| R o bottom of the message. y
s o
L
L This is your Inbox and here it will show \
P all the emails that have received.
o If you have a new email this will appear
o at the top and in blue, so you know its
' new. When you have clicked it and read
° it the text colour will change to black. )
°

clicking on them, so if you have sent an
email and want to check it just click on
the sent folder.

Just remember to always click back on

the Inbox. )




Sir Thomas Boughey Academy

If you want to
send an email,
click on, new
message, the
blue box at
the top of the
screen.
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Your blank email will then appear on the Ieft-hand\
side of the screen.

In the “to” box this is where you type in the email
address of the person you want to send the email
to.

Subject is where you describe what the email is
about, it might be Technology Homework. )

You will then need to write your email. \
Make sure you say Good morning/afternoon

Then write your message. Use full sentences with capital
letters, and do not use text talk.

Always finish your email with, thank you and then your full
name.

Then click send.
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