[image: image1.jpg]‘Welcome to Windows

@, Press Ciri-Alt-Delete to begin.

Requiring this key combination at startup helps keep your
computer secure. For mare information, lick Help.
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When the computer is switched on, you will see the Welcome to Windows dialogue box. Press CTRL-ALT-DEL 
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The following dialogue box will appear
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Type in your User name and password and click OK
Login name 
There are two derivatives of the user name for the pupil log on, one which is simply the 3 character school code+group number e.g. CCP3 (Internet access is disabled), the other is simply to precede the log on name with an i- e.g. i-CCP3 (Internet access is enabled).
Password

As set (case sensitive – only asterisks will appear) 

Domain

SCHOOL
The desktop background will be blue
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Each user has an area in which they can store their own work on the system. Double click the My Computer icon on the desktop to view the areas which are available to you.
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Pupils have the following drives available to them. Each one has a different purpose.

U: Drive


Personal work space for users. All users can read and write to this area.

T: Drive

Resources area for individual schools. Pupils can only read files from this area. If they work on a file and wish to keep it they need to save it to the U: Drive.

Additional Drives
You may also be able to view drives A:, B:, D: and E: if permission has been granted.

Read Access  

Files can only be read from the drive; in other words you can open files but you cannot save any work to the drive.

Write Access 

Files can be written to the drive; in other words it is possible to save work to the drive. This also implies that work can also be opened from the drive.


Having logged on to a pupil area e.g. CCP2, it is possible to create folders for each pupil in the class or for particular themes of study.

Double-click on My Computer icon and when the U: drive icon appears, double-click to open this pupil area.

Pointing to the blank area, Click the right mouse button to create a new folder as shown below:
over-type New Folder with the pupil name for the new folder 

e.g. Roger Jones 


In this way, repeating this procedure, a folder can be created for each member of the class.

If a folder is need for a theme e.g. Poetry, then the new folder created can be renamed with this theme name.

E-mail is accessed via Internet Explorer and there are three basic methods of gaining access to the email system:

(1) (This method may not yet be available)

Double-click on the Internet Explorer icon on the desktop
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Once Internet Explorer has opened, on the Internet Explorer menu bar, click on Favourites and from the drop-down menu click on E-mail
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( 2 )
Double-click on the Email icon that has been created for you on the desktop
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( 3 )
Double-click on the Internet Explorer icon on the desktop
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Once Internet Explorer has opened, on the Internet Explorer Address bar, type in the following url manually as shown below

http://email/exchange
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Whichever option you use will bring you to the following log-on box – you must type in your allocated username and password (this is the same as the username and password that is typed in to initially log onto the PC)


E-mail is then accessible via Outlook Web Access, as shown in the image below:
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Please note: to check for new e-mail you must click on the Send and Receive button:
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