Home Access, Learning
Resources and emaill
Pupil Edition

This booklet contains instructions for accessing
your “My Documents” from home, accessing your school
email from home and how to access learning resources

from home.
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Home access to email

C2K has added the facility for staff and pupils to gain access to their email from home. This facility
is the same as the web based email that some staff and all pupils use in school. However, there
are some important differences between the web based email and the version of Outlook that staff
are using in school. To access the web based email follow the instructions below.

1. Open Internet explorer and enter the following F.:.mne.;t to maill.learningni.net @E
web address: P y
2

this will only work when you type ‘https’ WA

2. You will be presented with a log in box. Use : G
. . maill.learningni.net
the following details:
username: schoollusername123 — replace User name: {.ﬁ schoclifbloggs3sa |

--------------------------------------------------- EaSSWI:IrIj: LLL L L L L Ll ]}

password: enter you C2K password for school
[“]Remember my passward
3. If there is unlikely to be a security risk with
others using your computer at home then you
may tick the ‘Remember my password’ box. -
This will save time next time when you log on. o< J[ cone
However, if you cannot be sure that you home
computer is secure then leave this unticked.

@ Microsoft Outlook Web Access - Microsoft Internet Explorer E]@@

Ele Edt Yiew Favortes Tools Help

4. You will be presented with the 2 P et O | &
p /z ) Iﬂ ﬂ (4 | / garch ) Favorites { = R Lo .4‘;

fO”OWIng Screen' Address ‘@_;'Ih_ttfi,ifmai\l.Iearningni.netfexchange.i_ I" g4 Go  Links ™ @MCAFBBVWSSCE"‘ T

“(‘ji‘i’ilook

leb Access

5. Down the left hand side are the IR - TP e _
shortcuts to the common self | R — T

8 BT Brown

explanatory icons needed for © Catentir

B Contasts

email \ (3 Detsted Ttems
N oo

6. Across the top is the main toolbar g o
which is explained in detail ... J.. e anafaannnnnnnnnnrannnns

Sent Items

below D Tasks

B punic Folders

&) 2 @ Intermet

Empty Deleted Items

Check for new messages Move emails
g '/ MCony (staff only)
5 New ~ | ©¢ Reply €% Replyto all 4% Forward | 155 @ % . ﬁ.ﬂ = View ?:Messages H

Search for emails Delete emails Change view

Show hide preview pane
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Simple Email operation

Sending email @hltps:h’mai”.Iearningni.nel-Unlilled -- Message - Microsoft Internet Explorer E]@
1. Click on the ‘New ’ option OR click on an = S| Bl Swe W speticheck & 0 B | !4 | Options. Help
Wormal [v| A |&sial vig v Tg B I UE = = i= I {E &=

email and press ‘Reply’ in the main screen

2. If you have chosen ‘reply’ then the ‘To’ box
will already be completed.

3. If you know the email address of the recipient
then type this into the “To’ box.

4. If you do not know the recipients email
address then click on the ‘To’ button (staff
on Iy) g Done T i é | B Internet

5. When you press the ‘“To’ button you will see the ‘Find =@ Find Names -- Web Page Dialog
names’ box. You can use this to search the school

directory for staff or pupils email addresses (staff only).

/

You need to enter either: the display name, the last name
or first name and press find.

If the correct person is found then click on their details

and then press the ‘To’ button to add the name to the =<
email. Repeat this process until all the recipients have
been added. Press ‘Close’ when finished.

N
6. Type your message and then press: Attt 0. [ T2 ][ €2 ][ e |

'Send’ if you want to send the email Straight away. hitps: {fmaill Jearringri.net/exchange) /4 Internet
’Save’ if you want to send the email later

’Spell Checker’ if you want to spell check your email

’Attachments’ button if you want to add an attachments (see below)

Attachments — web based email

There is a very strict filtering policy in place for emails with attachments. Emails with attachments
sent using the web based system obey the following rules:

Will not work!

o Staff sending an email with attachments to other members of staff from outside school using the
web based email

¢ Pupils cannot send emails with attachments to either staff or pupils from outside school

Will work!

o Staff can send emails with attachments to either staff or pupils within school
o Staff can send emails with attachments to pupils from outside school

e Pupils can send emails with attachments to staff or pupils within school
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Adding an attachment

To add an attachment to an email using the web
based email complete the following steps.

&7 Attachments -- Web Page Dialog

. L: 1 \nit "Task1_Letterhead and business letter\Te:
1. Click on the ‘Attachment’ button after R

gcr:?s:ir?g the ‘New’ button from the main S

| DUsing Styles.doc

2. Click on the ‘Browse’ button and locate the
file you want to attach from within your own
folders

3. Click ‘Attach’. The file will upload*

https:fimaill learningni.netfexchange ftbrown3537Cme ﬁ Internet

4. Follow the steps above if you want to attach
more documents OR press ‘Close’

5. Click ‘Send’ on your email
*Note: If you are sending an email with an attachment from home the time it takes to upload your

attachment depends on your connection speed to the internet. Large attachments will take a long
time even if sent through broadband.

. . . H
Creating folders in your inbox 2 2 ke

It is considered good practice to create folders for storing common emails in your EESEWFDM“
inbox. To do this right-click on your inbox folder > Choose ‘New Folder’ >Choose | gpen inHew...

a name for the folder.

Wlovwe
. L &
Once you have set up a new folder you can drag emails from the main window ek
and drop them into your new folder. Alternatively you can use the ‘Move’ icon. Delete
Fename
Wew Folder

Deleting Emails

All staff and pupils have limited storage space for their emails. To delete an email in the web
based version of the email you must first click on the email and then click the X’ icon.

Contacts (staff only)

Contact details stored in your school version of Outlook can be viewed through the web based
interface by clicking on the contact button. However, they cannot be used to send emails to your
contact groups using the web based interface.

Sent Items

When you click on the ‘Sent’ icon in the left-hand shortcuts bar you will see the all the emails you
have sent whether from within or outside school. Remember, you have limited space and it is good
practice to delete these regularly.
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Home Access and Learning Resources
C2K has provided the facility for all staff and pupils to access their ‘My documents’ and the learning
resources from home. These instructions should provide you with all the help you will need to
access these services. Please note that the speed you can upload / download to your my
documents depends on the speed of your connection at home.

Home Access

You can access your “My Documents” folder that
you normally use in school from home. To do this
follow the steps below:

1.

2.

Log onto the internet

Click “Learning services for schools”

A C2k Services Portal - Microsoft Internet Explorer

Gle Edt View Favorites Tools Help
2
el

Ow - O 2

sdress [ i <2minet/

o /"Searm .7 Favarites ) -k H -

DELIVERING TECHNOLOGY FOR LEARNING

Welcome to the C2k Gateway

This currently allows access to general information about C2k and its
online services for schools.

Please select from the menu below:

General information

On the next screen click on “School Access"\

.ea\ ning services for schools

] http: w2kl netfe2k_services,

Select “Southern SELB” as the board

The page will refresh and you should then be able
to select “St Louis Grammar School Kilkeel’ as
your school

Click on the “Connect to School” button

If you receive a security warning click OK \

DELIVERING TECHNCLOGY FOR LEARNING

Learning Services for Schools

e3ce select from the menu below:

Outlook Web Access
(OWA)

Email Service

Personal files and
folders

School Access

online learning
resources

Security Alert

wchange with this site cannot be
& else on the Wab

School Access

Please select from the drop down menus below:

| Southemn SELB.

|5t Louis Grammar School - Kilkeel
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Enter your C2K username using the prefix school\
e.g. school\smith365

Connect to myfolders.learningni.net m@

9. Enter you C2k password

10.Click OK W&L
User name: ) ﬂ school\smith381 w

Password: iill&l.il.&

Once you have completed these steps you will see the '
school homepage [Jremember my password

OK ][ Cancel ]

] Welcome to RM EasyLink - Microsoft Internet Explorer

Elle Edit Wew Favorites Tools Help

. . . @Eack b > | |ﬂ \El 7;\ ) search \;ﬂl\]l*Favontes Q‘} - _'; =]
From here you can use the left hand side links to view: s '

. #idivess | @] hitps: ffmyFolders.Jearringri. net fstouisgrammar [kkeelideFault2.htm [+]
e The schools intranet . I
% Establishment Name
RM EasyLink

¢ Any notices set up on the system
Welcome schoolitbrown353, pleas:
following option:

e Any links set up on the system

Select this icon to show your
Home Directory

Problems Opening Your Home Directory?
Click Here For Help.

T

e A Help link that has troubleshooting for common
problems experienced with use of the system .

In the main section of the screen you can choose to look
at your home directory OR the learning resources =g cuiiicss

. o7
i%g Select this icon to show your
Learning Resources

Home directory

You can save to, delete from or edit the documents that
are stored in your ‘My documents’ folder in school.

e To Edit: Drag and drop a file from the My Folders d
window to the desktop

e To Save into the My Folders window: Drag and
drop the file from the desktop to the My Folders
window

e To Delete: Click in a document and press delete on your keyboard

=
@Eadc A > ? 5 | ) Search  |{= Folders v
= D)
Address :“ https:/, ‘mw‘o\ders.leammgm.netfba\academv,tba”rmEﬂawa.34200ll-chE.tﬂs’mﬁEa 1f
=~

u @_’-“'(....---’

My Pictures Testing a
document

Other Places

ol Aiak Sl

Please note: Caution is advised when deleting files from your ‘My documents’ folder from home. If
you delete a file by accident then attempt to recover it by clicking on the ‘Edit’ menu and choose
‘Undo’.

If you are unable to recover a document in this way then please contact the C2K administrators
immediately on returning to school. They will attempt to recover your work. If you do not report any
accidental deletions within 5 days of them happening then they will not be able to be recovered.
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Learning Resources — pupil access

To view the learning resources from outside school click on the learning resources icon on the

main page.

If you want to access the learning resources from within school choose ‘Start’ - ‘Learning

resources’

When view the learning resources from home
or within school the following screen will be
presented.

In this example you can see there are already
resources set up for the school.

Each resource has a subject, an owner,
usually the teacher who has created the
resources, and can be made available to all
pupils or pupils in a particular year group.

As more and more resources get added it may become difficult for you to find the resources you

&) Learning Resources - Microsoft Internet Explorer

SE)

file Edt Vew Favortes Took  Help

Address (@] hetps:iimyf I

7 Favorites {04

Kikeelirtf

3

Unks ** [McAfes WirusScan -

v B

T3 Learning BesRASRn v u e

Subject: e “1 Create aLearning Resource

@) Learning Resources Help
Member of Staff:

1) Getting started

All ears v

.
.
.
= [ Al Teathers v
oE
.

Year: [ ]

.

F LR RN R RN L
Resources Available

Critical Material for Poetry &nthology
foCE Applied 1CT)

GCSE ICT Resources

Literacy Materisls

OF Mice and Men

€] Dane

Description

Destription: Resources For GCE in Applisd ICT
Subject: Information Studies
Year: Year 13

Member of Staff: T Brown

lllllllllll'zllllllll'

0..
.
‘0
*

S B Internet 5

need. You can filter the resources by Subject, by member of staff or by Year.

In the example above the selected resource is for GCE in Applied ICT. This is available to all
pupils but is targeted at year 13. It has been created by T Brown and belongs to the subject

‘Information studies” (ICT).

Viewing learning resources

*
. .*
LT TP TEL L

.
summns®

To view a particular learning resource double click on it from the main learning resources window.
Once the new window appears navigating around the files involves you either double clicking on
the file OR if the file has a “+” symbol next to it, clicking on the symbol to open the file.

Rules for using Learning Resources

If you need to use the documents from the learning resources more than once then save

them to your computer. This will speed up the viewing process. Some of the documents may
have a large file size and can take a long time to download particularly if you DO NOT have

broadband

Do read all of the error messages you get when trying to view the resources! If you do not

understand what the error message says then take a note of it and ask your teacher

Any abuse of the learning resources system can be easily traced as you have to use your

C2K login and password. Any pupil who attempts to deliberately upload inappropriate files
will be have both their internal and external access removed.

T Brown 2005
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Uploading your homework

e Your teacher may have set up a folder for you to
upload your homework electronically.

€] https://myfolders. learningni.net - Learning Resource for ‘GCE Applied ICT - Microsqd
5~ GCE Applied ICT

2 Resources for GCE in Applied ICT
Information Studies, T Brown, Year 13

If your teacher has set up a folder for you to submit Shesllesinets sheslinky
your work electronically then use it! Before you start | . )
. . pplied ICT
you must save the file you are working on onto o 0 et
your computer at home and include your name in L el i e

20 Cours=work_Introduction and Evalisge
. — = ] Mew Falder

® [ Examples of business letters abe Rename Folder

the title of the document. E.g. ‘jane doe homework”

_1 Comrmon Proofreading Symbols.doc & Delete Folder

Right-click on the special folder set up by your _; et i
3 - H exmaple unformatte: locument.dot ——mM———————————————
teacher and choose ‘Add files’. TR S0 cpen s b Fler
_1 Letterhead examples.doc Refresh

|1 Persanal profile autine. doc Properties

You will need to use the ‘Browse’ button and find B o sttt e
the file you have saved on your own computer to 3 \\

be uploaded. 13 Add Files \

If you only need to upload one file then press Frovse fahe fleyeu ot wloe?
3 ’ - Orverwrite existing files

o K“. If you n”eed to ad d more flles th en press i files below will be uploaded to ‘Coursework_Introduction and Evaluation Task 1'
th e B rowse b u ttO na ga n. “\Documents and Settingst Administrator, SOMICMy Documentsicalen

Your upload may take a long time depending on
the size of your document. If you DO NOT have N

broadband it may take so long that you may N

receive an error message saying that your upload \,

has “timed out”. If this happens then you will ‘Elhttps:nmyfulders.Iearn... E]
need to bring your work into school on disk or <]

memory stick and complete the upload in school. \

hittps: fimyfolder:

N
To avoid this happening do not upload work that Uploaded file 0 of 1
contains lots of picture — Pictures in a document have a
large file size and will take a long time to upload!

Remember: Once you have uploaded a file it cannot be

deleted by you! Only your teacher can delete it. ————
S D Interret
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NOTES:

e Browser: IE 5.4 or later is required (Internet Explorer)

¢ Email Icon — The Email icon on the school homepage can only be accessed if it has been
made available to student(s) by the school

¢ File Association: At home you may get a “File Association” error message if your desktop
does not have Windows XP and Office XP installed. In school on the C2k network, Word
and Excel files can be saved to a lower version. The opening and editing of files may also
depend on the software or version being available on the local desktop.

o File Size: In Word documents, use the option compress images to reduce the size of a file
and increase downloading speed (in Word click on any image, and select
Format>picture>Compress>All pictures in document).

e Home Access Speed: the downloading speed of files will depend on (i) connection type:
PSTN 56kps, ISDN 128kps and Broadband at least 512kps and (ii) the size of the file.

e Library Transfer of Data— As libraries have no local desktops saving permissions, users will
be required to use either a floppy disk or a USB pen for transferring data between their
school C2k systems and the local desktop in the library. It is important to be aware that
some files may be too large to save to a floppy disk.

o Computer Specification — your computer specification (e.g. the size of memory, hard disk
and processor) will have an impact on speed of access.
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