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Online Learning Access Guide

A Step-By-Step Guide to Access Remote
Learning



Step 1 - Office 365

* Please ensure you use the Google Chrome web browser application. All of the following actions
were completed using Google Chrome. Using other browsers may not yield the same results *

H x4 - 8 X
c sl oK - B
Gral Images 53
Q. Search Google of type a URL s
I3 Tr
Web store add shorteut
7 Cust
G ofice gl Sear x + - 8 x
€ 5 C & googlecom/sesr * @ :
Go g\e office 365 ) Signin
www office.com =
Office 365 Login | Microsoft Office
Coliaborate for free with fons of Microsoft Word, PowerP Office 365
Microsoft 365 Office for Android™ tablet
Coliaborate for f feicome to Office. Your prace to
of mmunicate
More results frorm
—— 1965 + Initial release date: 2
5 with Office apps | Microsoft 365 Operating system: 0S
s all the famillar Office 3pps and mare in one piace Developer: Microsof
h Microsoft 365 Programming language: C-
WWW MICrOSO COm » en-gb » Microson-365 + Pian v
Secure, Integrated Office 365 Apps + Teams - Microsoft 365
Microsoft 366 combines the full Office sulte of Microscft Office 366 apps with Microsoft Team nstaller
aboration software In one. Discover MICTosoft 365
Q) Office 365 Login| Micrasot OF. X o - 8 x
€ C @ officecom * O :

(©) We use cookies to mprove your experience on our websites and for advertising. Pz

B¥ Microsoft | Office roducts

Welcome to Office

Y e, communicate, collaborate, and get
great worl

Get Office

Sign up for the free version of Office >

Accept all Manage cookies

First, open up your Google
Chrome browser.

Next, type ‘office 365’ into
the google search bar and
press enter on the
keyboard.

Once you can see the
result of the search, select
the option for ‘Office 365
Login’.

Now you’re at the landing
page for Microsoft Office
365, select the option
labelled ‘Sign In’.
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Sign in

dan.smith@robertsutton staffs sch.uk
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* If you do not know the password for your school account please email
ITHelpDesk@robertsutton.staffs.sch.uk and request a password reset. *
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You will now be
prompted to enter your
school email address to
log in to Office 365.

Once you have entered
your school email
address, click ‘Next’.

This will now prompt
you to enter the
password for your
school account.

(This is the same
password you use to
log in at school)

Once you have entered
this, click ‘Sign In’.

Once you have
successfully entered
the email address and
password for your
school account you
will be logged in to
Office 365 and should
see a similar page to
the one shown here.

This is where you can
access all the Office
365 Apps in the web.


mailto:ITHelpDesk@robertsutton.staffs.sch.uk

Step 2 — Firefly

Now you have logged
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Once you are at the
school’s website you
need to find and click
on the navigation tab
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You will be directed to a

@ login page for Firefly.
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Step 3.1 —Roll Call
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You will now be on
your Firefly Dashboard
Page. On this page you
will find you
Timetable, Roll Call
room and many other
navigation links.

Scroll down your
Dashboard page to
locate the Roll Call
meeting rooms. These
are designated by year
group. Select the
relevant year by
clicking on it.

Now you are on the
Roll Call meeting
room page, scroll
down until you see
the link to join the
Roll Call in Microsoft
Teams and click it.
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Download the Windows app

How do you want to join
your Teams meeting?

Continue on this browser
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Step 3.2 — Remote Learning
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When you click on the
link to join the Roll Call
you will be directed to
a page asking how you
would like to join your
Teams meeting.

Select the middle
option, ‘Continue on
this browser’.

From your Dashboard
page, select the
‘Resources’ tab and
then click ‘Remote
Learning’. In this menu
you can choose the
Main Assembly Hall or
navigate to the class
teacher meeting
rooms.

To access you live
lessons and
classrooms you will
need to select ‘Class
Teacher Meeting
Rooms’ from the
Remote Learning
menu and then select
the relevant subject
for the lesson you
wish to access.
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How do you want to join
your Teams meeting?

w Open your Teams app

Download the Windows app

Continue on this browser
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Once you have chosen
which subject, you can
then select the
teacher whose class
you need to attend.

Inside the teacher’s
page for your chosen
subject, you will find
links to pages with
tasks and resources
provided by the
teacher. Please ensure
you locate the
relevant Teams
meeting link either on
the page or inside of
the task set by your
teacher.

When you click on the
link to join the live
classroom or lesson
you will be directed to
a landing page where
you can select how you
would like to access
the Teams meeting.
Please select the
middle option,
‘Continue on this
browser’ and you will
be taken to the teams
meeting.



