Edmonton County School

Page: Pagel of 17
Created by: K.Morrissey | Date Created: 2014/04/25
Reviewedby: D. Hylton| Last Revised 2014/05/01

LondonMall




Edmonton County School

Page: Page2 of 17
Created by: K.Morrissey | Date Created: 2014/04/25
Reviewedby: D. Hylton| Last Revised 2014/05/01
Table of Contents
L1 =Yg To = To AU o 1T o (o =T 3
PrEIEQUISIIES. ... ettt e e e e e e et e e e e e bbb e e e e e e e e e nb b e e e e e e e n b nnneeeeenaans 3
(0o [0 Tod 1T o 1 4
P oot =Yt Vo o] g To [o] 11, V1 H PP 5

IS o) I o] o] (XY= 110 o £ TP 17




Edmonton County School

Page: Page3 of 17
Created by: K.Morrissey | Date Created: 2014/04/25
Reviewedby: D. Hylton| Last Revised 2014/05/01

Intended Audience

This document is intended for aliudents at Edmonton County School who will use and access their
email using_ondonMailand any membeof staff at Edmonton County Schawho interacts with
students usinghe aforementionedLondonMail

Prerequisites

It isassumed that the readers of this document meet the following prerequisites:

A Have basic IT literacy
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Understand what is meant by a drajmwn menu
A Have some familiarity withn Internet browser and Internet browsing.
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Introduction

Edmonton County Soll has recently moveids email system to a new hosted service calledndonMail This hosted service also provides additional benefits
to cloud based services:

- Microsoft Office 365
o Word
o0 Excel
o PowerPoint

- Microsoft One Drive
0 25 GB storage

The new email system is provided bizondon Grid for Learning (LGF)d access will be possible throughlaBFL US@Inified Sign On) that will be used to
access all LGFL seesdcincluding.ondonMail( the new email gstem).

To accestondonMailfor email, all students will be provided with théi#SOaccount information (username and passwoaaidschoolemail addressThis will
be communicated to them through their Tutor or Student Manager.

This document will outline the basic steps for actggsondonMail
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Accessing LondonMail

To accesksondonMailand other sevices:

1) Openuhternet Explore€and navigate to the followingieb addressto take you® RY 2y (i2y [/ 2dzyié { OK22f Qa s S

(@]

http://www.edmontoncounty.co.uk/

1 NOTE:
* It is possible to use other browsers diindonMail and Office 365are optimisedfor usewith Internet Explorer

2) On the main web page click on th&{ (i dzR S |ifki ta ke you to the Edmonton County School Student aseshown in the screen shétroceed to
the next step.

e |’@|§ http://www.edmontoncounty.co.uk/ L-28¢ ‘ & Edmonton County Schoal | |

ISl% Edmonton

s County

sy, SChOOI -

Welcome to Edmonton County School - Learning and Achievement for all!
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3) In the Student Area click on the link@%ebmaiQ linkdzy R S NayliS@&Bon,Hs shown in the screenshot

1 This will take you t@loginweb pageshown in the next step.

G(::))‘ & nttp://www.edmontoncounty.co.uk/students 0O~ B¢ || @ students @ Edmonton Cou...

BElm Edmonton
(53] County
=y SChOO!

Students

Welcume to the Student Portal, please select a link from below...

WEBMAIL FRONTER OLD WEBMAIL KERBOODLE
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4) Atthe login page you will need to enter your USO account details protadgali by youlTUTORor STUDENMANAGERENter your USO username
and USO password into the relevant input boxeshownin the screenshoand click¥ [ 2 .Thisyiill take you to younyUSCarea.

T NOTE
* You USO account username will ha@@8at the end.
+ An example USO account for a student with nalolen Smithis :
AUSO Username: ismith979.308@Igflmail.net
AUSO Password myname75
T TIP:
+ Alternately, youmayaccess the email site directly with the following URL:
I http://londonmail.lgfl.net
Q- :|5} https:/fidp3.lgfl.org.uk fidp/authnUserPassword. O ~ @ B & || & Atormmide USO lagin | |

LONDON
GRID FOR LEARNING
Username: (e.g. jsmith.123)
Password: l:|
0

You must close all browser windows once you have finished
accessing these resources, ofherwise subsequent users
of this computer will be able fo access your account.

A service for the London Grid for Learning community provided by: network solutions
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5) In yourmyUSCQarea, click on the shortcut to access all ypandonMail with Office3632ondonMail 22
1 NOTE:
4+ Please feel free to explotbe other aspects of youdSO account at your leisure

Edmonton County School

. This wilkake you to youOffice365 Home

LONDON

GRID FOR LEARNING

Services in collaboration with the

London Grid for Leaming

Welcome, , to myUSO.
Selected school: Edmonton County School
m Library myLinks

1-30i3

\

L T

lfondeonMail-

powered by

Microsoft*

£0.0ffice 365

LondonMai

LGFL Resoures

1-30i3

MANAGED SERVICES

E- | view an ‘c] | sortby | ¢ | [Fitterby Subject | ¢ | | Filter by Key stage [CJ [ searct
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6) The first time you login, you will see a webpage similar to the screen shot below. Please@itnetersas outlinal below. After which you will be
taken to your Office 365 Home.

[ Fy3dz 38 X XXX XBglish KUKk KKingdom)

CAYS %2y SXXXXXMPCXDukin, Edinburgh, Lisbon, London
M XXXXXXXXXXXX@EXXX XD

1 NOTE:
=+You should only see this webpagien you logn the first time you do so

e O~ & C NG mylUSo W don Grid .| & Outlook Web App x [

File Edit View Favorites Tools Help

Outlook'Web App

[ X 5
ad [English (United Kingdom) I

(UTC) Dublin, Edinburgh, Lisbon, London v

9# [
e—@ save
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7) On your Office 365 Home webpage, you will see many options including the following:
9 Links to access your Office 365 from your persd@l& Magand your'Phone & Table®
9 Links to tutoriad and information on Office 365 .
9 Links to Outlook and other services

Click on the link to access yourh dzii f 22 1 Q

=3ENCPPdQqDmIwOyLullgrNZ O ~ @& B ¢ ) Get Started

—
Outlook C:z endar People MNewsfeed OneDrive Sites se=

It's all about you
Go to Office 365 settings to change your

Get started with Office 365 persoral settings or dovenload software

1of3

@ ]

online PC & Mac phone & tablet

Learn what you can do with Office 365 Install software and connect it to Office s is 5 to work on your
365

N Watch the video
welcome email
Welcome to Office 365

What's included in Office 3657 Learn how to use Qutlook Web App or

Outlook, and import your e-mail and i} o
contacts, Learn more about Office 365
Get started with Office 365

Set up your Mac or iPad for Office 365

share documents Change your account settings in Office 265

Office and Office Online

Use Office from your computer or enline. Save documents to OneDrive and use a
team site to collaborate with your

coworkers.
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8 hy @2dzNJ Whdzif 221 Q ¢ S0 ListbGdbe Baildr tasybun Outldok: S 2 LJGA2ya GKI G
1 Navigation pane of entire Outlook
9 Options for viewing emails
1 New Email option

- Outlook We... %

File Edit View Favorites Tocls Help
] Office 365

@ new mail 3 P search Mail and People
INBOX CONVERSATIONS BY DATE +
<« all unread tome flagged

4 Favorites

Outlook Calendar People Newsfeed = OneDrive Sites ...

Inbox
Sent ltems

Drafts

Inbox
Drafts
Sent ltems

Deleted ltems

Junk Email

There are no items to There are no items to show in this view.
Notes show in this view.
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9) To access your OneDrive, click ®meDrive) link as shown in thecreenshot. This will take you to your OneDrive webpage.

\L(- 12 [ hitpsi//outiook.office365.com/owa/realm=lgflmail

Back to Outlook Web App (Alt+Left) Help

B0 - Outiook We.. X ||

1 Office 365

Outlook Calendar People Newsfeed OneDrive Sites s

@ new mail P search Mail and People
INBOX CONVERSATIONS BY DATE v
« all unread tome flagged

4 Favorites
Inbox
Sent ltems

Drafts

Inbox

Drafts

Sent ltems
Deleted Items
Junk Email

There are no items to There are no items to show in this view.
Notes show in this view.
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10) On your OneDrive webpage you can create a new document as shown in the screen skou will be provided a list of options covered in the next
step.

- A

N B hitps/londongrid-my sharepoint.com/ personalfabhali0]_308 Igfimail net/Docume O ~ @ ¢

B> OneDrive for Business X

File Edit View Faverites Tools Help
] Office 365

T8 ?

Outlook Calendar People Newsfeed OneDrive Sites ...

BROWSE | FILES  LIBRARY Ldsmc H
Search everything - P OneDrive @ The London Grid for Learning Trust

Documents

My Documents

Followed Documents

Shared with Me Welcome to OneDrive @ The London Grid for Learning Trust, the place to store, sync, and share your work. Documents are private until shared. Learn more here. Dismiss

(¥ new document or drag files here
Recent Documents
Al ™ 0

We couldn't find any recently
used documents for you.

v [0 Name Modified Sharing Modified By

Shared with Everyone .- Yesterdayat 239 AM &%
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11) Clickone of the options presented to select the type ohew document you wish to creatas highlighted in the screenshot.
1 NOTE:
+ You will have other options such as:
Creating a new folder
Uploading an existing folder

A
A

aaaaa B> OneDrive for Business

File Edit View Favorites Tools Help
Outlook Calendar People Newsfeed OneDrive Sites .-

srowse | Fies  useaa Bemne
i OneDrive @ The London Gric g , x
Search everything bl ol Create a new file
e Word docurnent
Followed Documents { I
Welcome to OneDrive @ Tk & sre, sync, and share your work. Documents are private until shared. Learn more here. Dismiss
ed with Me 1 X Excel workbook I
@& new document ¢ .
Al ee- Find a file
‘We coul find any recently
used documents for you. "
v O Name g; OneMote notebook pdified By
Shared with Every . abhal001.308
Excel survey

Hewriar M
UPLOAD EXISTING FILE H
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12), 2dz Yl & Ffaz2 | 00Saa 20KSINJ 2LJiaAz2ya o0& OftAOlAy3a 2y WCAfSaQ

= =4 =4 4 -4 4

Creating files and foldexsNew

Editing files Wh LISY 3/ KSO1 hdziQ
Managing filegWa | y I 3SQ

Collaborationg; Share & Track

Managing copes of filasCopies
Other optionsg Workflows, Tags and Notes

m OneDrive for Business

Outlook Calendar People Newsfeed OneDrive Sites s

Version History

Send Ta Unpublish

Shared With Manage Copies Approve/Reject
New Upload Mew View Edit Share  Alert  Follow, ownload a jorkflows Publish Tags &
Document . Document  Folder Discard Check Out || [froperties Properties < Delete Document Me - Copy Go To Source Cancel Approva Notes
New Open & Check Out Manage hare & Track Copies Warkfiows Tags and Note:

Recent Documents

We couldn't find any recently
used documents for you.

Welcome to OneDrive @ The London Grid for Learning Trust, the place to store, sync, and share your work. Documents are private until shared. Learn more here, Dismiss

My Documents

Followed Documents (® new document or drag files here

Shared with Me Al e Find a file P

v D Name Modified Sharing Modified By

Shared with Everyone . Yesterdayat 839 AM &8
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13) When you are finished and ready to do suymayW { A 3 yas shaiui iQthe screen shot .
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