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Student Office 365 & Go4 Schools Setup Guide

Contents:
1. OFfice 365 EMAIl SELUD .eooveriitireiiece ettt s st e ettt st st s bes s et a e e s st st st seesesessenseseneaneanes p2
B CTo Y 3 Yol oo Yo T IR Y =] U]« OO OO PO p5
3. CONTACT US et ettt et et st et et she et ea e she et et et ehe st s £eases eheaue£earen s et seaneeneeeeneenn p8

1 v1.20



L.E.A.D. IT Services

Lead - Empower - Achieve - Drive

Office 365 Email Setup

Under the L.E.A.D. Academy Trust, schools use the Office 365
Email system. For first time email users, follow the instructions below:

1) Open an internet browser (Chrome is recommended for compatibility) and type in: portal.office.com. You
will be taken to Microsoft’s Office 365 website; in the middle you will see a screen that looks like this:

RS Microsoft

Sign in

joebloggs18@noelbakeracademy.co.uk

Can't access your account?

Mo account? Create one!

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

Year 7’'s — forenamesurname21@noelbakeracademy.co.uk
Year 8's — forenamesurname20@noelbakeracademy.co.uk
Year 9’s — forenamesurnamel9@noelbakeracademy.co.uk
Year 10’s — forenamesurnamel8@noelbakeracademy.co.uk
Year 11's — forenamesurnamel7 @noelbakeracademy.co.uk

3) Now enter your password in the box like this:

BE Microsoft

¢ joebloggsl8@noelbakeracademy.co.uk

Enter password

Forgotten my password

The password for your e-mail address will be the same as the one you use to log into the school network. If you have
not logged onto a computer in school before or forgotten it, please visit the IT office on the ground floor opposite the
Library whilst you are at school or refer to the ‘Contact Us’ page for IT Support assistance.

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

2 v1.20



L.E.A.D. IT Services

Lead - Empower - Achieve - Drive

3a) When this screen appears, click on NO:

a5 Microsoft
janedoel 1 @noelbakeracademy.co.uk
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[:| Don't show this again

[ o

5
LA

4) The next screen you should see is this:

B® Microsoft

Welcome, Jane
Let Office 365 help you get your
classwork done

a & 2 @ @

Click on the X to close the box.
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5) You should now have this view, Click on ‘Outlook’ to access your inbox.:

Offi % |+

& office.com/Fauth=2 3 Incognite.

Reading

. Office 365 £ Search janedoe (.

Good afternoon, Jane Install Office

Al Myrecent Shared  Favourites ype o filter st Y T Upload

D Name Modified Shared by

Type any word or name to filter your list

-

¢ B B ® 2

No content activity

Share and collaborate with others. Cre: document or upload and open one 10

7 uptoadandopen.. [N

-
[y
= ]
i

M Feedback

. Qutlook 2 J g jane doe

| - Your browser supparts setting Outook on the Web as the default email handles. Try it now Ask again later Don't show again %
& ~ Favourites A ;
- ] Welcome to Outlook! Let's get you setup
B i Q Make this space your own with customissd themes, layouts 2nd pref

Add favourite

4 Inbox 7 Filter
Folders

a
£ Inbox

|
& Drafts

@ B Sent ltems

ol

Ll Motes ‘\ /

Conversation His.

All done for the day

folder

Enjoy your empty inbok

~ Groups

&r groups
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Go4Schools Setup

Go4Schools is 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 a student Go4Schools account:

1) Open a new tab in an internet browser (Chrome is recommended for compatibility) and type in
www.go4schools.com

R/

@ godschools.com

GO’ 4 Schools Starter version Modules™ MIS Engoge/CPD --

G0 4 Schools would like to place caokies on your computer to help us make this site better.

To find out more about the cookies, see our privacy policy.

[l accept cookies from this site. | Continue |

Welcome to GO 4 Schools

Your school can make better decisions with
information that is accurate, up to date, complete,
at the right level of detail - and at your fingertips.

GO 4 Schools helps you achieve this,
It's the efficient, joined-up,

smart way to work.

Find out how we are helping schools:

» Teacher assessed grades

e COVID-19 strategies

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

Modules ¥ MIS Er 'C Login m Contact us

Schools login

il R
e to place cookies on your computer to help us i
p s P T make o Parents login

out more about the cookies, see our privacy policy.
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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 vet, 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? I
please contact your school. OrgotLen your Sscword?

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

Sign in

3b) You should now enter your Noel-Baker academy email address (e.g.,
JoeBloggs18@noelbakeracademy.co.uk) into the first-time user field, and click on ‘New password’:

First-time User?

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

Email address: icebloggsid@noelbakeracademy co uk

Please note, if vou 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 your student inbox there should be a password reset e-mail from Go4schools, please follow the link
(shown in red below). The link will need copying into a new browser tab, OR highlighting and then right-
clicking, and selecting ‘Go to...":

This is & message from GO 4 Schools. To ensure our emails reach you every fime, please add no-reply@godschoois.com to your address book or safe-fist.

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 belenging toi y ademy.co.uk

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

id=3c3cdct3-8e0b-4a05-9d5-8025334ac fbd I

The link is valid only for the next 1 hour.
Ifyour email software does not allow you to click the lirk, please capy it into the address bar of your browser,
Ifyou 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 browser window opens, you will be asked to change your password. Once this is complete,
you will be able to login to Go4schools normally by repeating steps 1, and 2.
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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, Go4schools login, or anything about this guide, contact the L.E.A.D. IT
Services helpdesk using the following email:

ictsupport@Ieaditservices.co.uk

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

01332 572026
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