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Office 365 Email Setup

Allhomework assignments for students willbe set using ‘Go 4 Schools’. This system needs to be linked to a
student’s schoolemailaddress before use. Underthe L.E.A.D. Academy Trust, schools use the Office 365
Email system. For first time email users, follow the instructions below:

1) Openan internetbrowser (Chrome is recommended for compatibility) and type in: portal.office.com. You
will be taken to Microsoft’s Office 365 website, inthe middle you will see a screen that looks like this:

BT Microsoft

Sign in

joebloggs18@noelbakeracademy.co.uk

Can't access your account?

No account? Create one!

2) Enter your school email address as perthe examples listed below and click ‘Next’:

Year 7's — forenamesurname20@noelbakeracademy.co.uk
Year 8's — forenamesurnamel9@noelbakeracademy.co.uk
Year 9’s — forenamesurnamel8@noelbakeracademy.co.uk
Year 10’s — forenamesurnamel7@noelbakeracademy.co.uk
Year 11’s — forenamesurnamel6@noelbakeracademy.co.uk

3) Now enteryour password in the box like this:

B8 Microsoft

& joebloggsl8@noelbakeracademy.co.uk

Enter password

Forgotten my password
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The password foryoure-mailaddress will be the same as the one you use to log into the school network. If
you have not logged onto a computerin school before oryou have forgotten it, please visit the IT office on
the B floor corridor between the two sides of the building whilst you are at school, or refertothe ‘Contact
Us’ page for IT Support assistance.

Please note: If a student has not logged into a computerand changed the password already, then access
to email will not be possible until this is done, unless IT explicitly changes the password manually.

4) The nextscreenyoushouldsee is this:

o Set your time zone %
N

profile photo and receive reminders, go to

B2 Microsoft X

Get classwork done
with Office 365 tools

4a) You needtoclick on ‘Setyourtime zone’, and choose the options highlighted below:

d Outlook

;-Er;gil-islvw (United Kingdom)

U:J'C-»OOOCJ\ Dublin, Edinburgh, Lisbon, London

(® Save

4b) Click on ‘Save’. It will only ask you to do this the first time you log into your account.
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5) You should now have this view:

Office 365

Good afternoon, Joe

Apps
2 o T & @&
Outlook OneDrive Word Excel PowerPoint

Explore all your apps

5a) Click on ‘Outlook’ to access your inbox.

~

>~ Search

E & B &

OneNote SharePoint Teams Sway
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Go4Schools Setup

Go4Schoolsis a 3™ Party platform that enables Parents, Students and Teachers to access data easily, pulled
straight from the schools primary MIS system, in this case SIMS. It is web-based for ease of access. Follow
these instructions to setup astudent Go4Schools account:

1) Openanewtab in aninternet browser (Chrome is recommended for compatibility) and type in
www.go4schools.com

2) Click on the ‘Students’ icon in the top right corner, which looks like the image below:

4 S C H OO I. S . AWARD CATEGORY: 7 ] £ y
e ICT Leadership & Management Solutions ’ g —

Trusts Govermnors  Schools Parents

Home Pupil Tracking School Statistics Case Studies Brochures MIS About Us Partners Hub Schools CPD 'Careefs | Pricing Contact ' Free Demo

Core Markbooks Attendance Behaviour Progress Reports Parental Engagement Homework Seating Plans Mobile App Starter Version Trust View Governor View

GO 4 Schools would like to place cookies on your computer to help us make this site better. To find out more about the coockies, see our privacy policy.

|| T accept cookies from this site. LQoqgipugJ

Work smarter with joined-up data

Mobile App Now
ES ; available...

GO 4 Schools is a powerful, joined-up, online system that supports =

whole-school improvement in a way no other system does. We make

it easy to capture, analyse and share classroom data in real time, ulgh byl

allowing your staff, students and parents to make better decisions -

daily. It's the efficient, smart and agile way to work with school data.

e Send information about )
e attendance, homework,
behaviour, etc., to students

and parents through their
preferred means of
communication - their

smartphone

R )

Management Information System (MIS) The Modules

3) The screen you come to should look like this:

Welcome!

This is the GO 4 Schools login page

for Students Email address:
In order to login, you will need to use the email Password:

address that your school holds for you. - ;
[ Remember my email address

If you don't have a password yet, or have
forgotten your password, you can request a
password reset email using the First-time User?
and Forgotten your Password? links.

If you are having problems logging on, First-time User?
please contact your school. orgotten your assword?

3a) Click on the ‘First-time User?’ tab.

Sign in
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3b) You should now enteryour Noel-Bakeracademy emailaddress (e.g.
JoeBloggsl8@noelbakeracademy.co.uk) into the first-time userfield, and click on ‘New password’:

| First-time User?

If you haven't logged on to GO 4 Students before, type your email address and click the "new
| password” button.

Email address: ioebloggs18@noelbakeracademy.co uk

Please note, if you are having problems with your password please contact your school. For
Data Protection reasons we are unable to divulge or set passwords for students ourselves.

I New password I Cancel

4) In yourstudentinbox there should be a password reset e-mailfrom Go4schools, please follow the link
(showninred below). The link will need copyinginto a new browsertab, OR highlighting andthen right-
clicking, and selecting ‘Goto...":

This is a message from GO 4 Schools. To ensure our emails reach you every time, please add no-reply@go4schools.com to your address book or safe-list.

Dear Dewsbury, Imogen.,
This email is to let you know that someone, probably you, recently asked us to reset the password on the GO 4 Schools account belonging to imogendewsbury16@noelbakeracademy.co.uk

In order to reset your password, please follow the link below:

https://www.godschools.com/students/passwordReset aspx?guid =3c3cdc63-8e0b- 4205-0dl5f-8025334acfod I

The link is valid only for the next 1 hour.
I your email software does not allow you to click the link, please copy it into the address bar of your browser.
If you did not request a password reset, please ignore this email.

This is an automated email from GO 4 Schools, the schools tracking, assessment and reporting system. Please do not reply to it.

GO 4 Schools - Educational Intelligence

5) Once the new browserwindow opens, you willbe asked to change your password. Once thisis complete,
you will be able to login to Go4schools normally by repeating steps 1, and 2.

Please note: your G4S password MUST be at least 8 characters long, contain a mixture of uppercase

and lowercase letters, at least one number, plus a non-alphanumeric character or else
godschools will not accept it.
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Contact Us

For support with student email, Go4scchools login, or anything about this guide, contact the L.E.A.D.IT
Services helpdesk using the following email:

ictsupport@leaditservices.co.uk

For general Go4schools support, such as not being able to see certain data, etc, please contact the schoolon:

01332 572026
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