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[image: image13.jpg]Log On to Windows

i

User name;
password:

Logonto:

[seroots

o (ol

Shut Down.

Options <<





[image: image14.png]


[image: image15.png]i ComctngToansccen ||| 5 1

5 e Fots nd oo T ———

B —_—/
e G 0w & e Q8
O i S| |

B T om Sttt





When the computer is switched on, you will see the Welcome to Windows dialogue box. Press CTRL-ALT-DEL 
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@, Press Ciri-Alt-Delete to begin.

Requiring this key combination at startup helps keep your
computer secure. For mare information, lick Help.





The following dialogue box will appear
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Type in your User name and password and click OK

Username
***-staff2 (where *** is the school code e.g. ygb)                

Password
as set by school (this will be case sensitive)

Domain   
SCHOOL              

The desktop background will be green
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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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Staff 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. The T: Drive is available to all users on a Managed Service System and has a few specific functions. Its primary use is for staff to place files which they would like pupils to access. However, pupils can only read files which are in the T: Drive, they can neither replace them nor delete them. 

This is called having Read Access to the files. Staff have Read and Write Access to files on the T: Drive so they can freely open, edit and re-save work which is stored there.

M: Drive

Central Resources area containing files and documents licensed for use by all schools. No-one has write access to this area, i.e. it is not possible to save work to this drive.
K: Drive

***-Group work area, containing shortcuts to each pupil group’s work area, from where staff can gain access to any pupils work folders. As shown below.
[image: image4.png]= tllp-groupwork on ‘primary-nas4\tilp’ (K:)

Edt Vew Favortes Tools Hep

O - O 3| rows

address [ Ky

File and Folder Tasks

£ vake anew folder

@ Pubish thisFlder tothe
web

Other Places

iy Computer

Details

fipi
Shortcut
ke

tps
Shartzut
Tke

to7
Shartzut
Tke

tpio
Shartzut
Tke

tpta
Shartzut
Tke

tpts
Shartzut
Tke

tpts
Shartzut
Tke

[
Shartzut
Tke

tlps
Shartcut
Tke

tlps
Shartzut
Tke

tpt1
Shartzut
Tke

tptd
Shartzut
Tke

tpt7
Shartcut
Tke

tp20
Shartzut
Tke

tp3
Shartcut
Tke

tips
Shartzut
Tke

tlps
Shartcut
Tke

tpiz
Shartcut
Tke

tpis
Shartzut
Tke

tpi
Shartzut
Tke





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.

Your personal work area is designated as the U: Drive (think of U: for User) and will already contain a few folders by default. 

These include:

Favourites: A special folder that contains a collection of web site addresses which you may have added from the web browser Microsoft Internet Explorer.
Staff-*** Music: A folder that contains a collection of music files in a variety of formats (MP3, MIDI, WAV etc.)
Staff-*** Pictures: A folder that contains a collection of image files in a variety of formats (BMP, JPG, GIF etc.)
You do not have to keep your music and image files in these folders, but it makes sense to do so as it would make them easier to find. Also, any images saved in the Staff-*** Pictures folder can be displayed as a slide show by using the View as a slide show icon                          which appears when the folder is opened by double-clicking. 
(N.B.  this feature is not available within Windows 2000, only Windows XP).

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:



Please note: to check for new e-mail you must click on the Send and Receive button:
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