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Quick Links:

Woodcrest State College Website: https://woodcrestsc.eq.edu.au/

Student Homepage: https://gedu.sharepoint.com/sites/0456/WSCStudent/
Webmail: https://outlook.office365.com/mail/

Office365 including Word, Excel, and OneNote Online: www.office.com
Password Change: https://fed.education.qld.gov.au/passwordchange/
Adobe Account: https://creativecloud.adobe.com/apps/all/desktop
Learning Place: https://learningplace.education.gld.gov.au/

Contacts:
student_IT@woodcrestsc.eq.edu.au

Please be informed that we are not able to help you troubleshooting hardware, operating system,

third-party software and internet problems at home.

Any questions or problems regarding student’s assignments, assessments, class OneNote contents,
Class OneNote access and learning materials need to be send to the student’s teachers.

Accessing OneNote

Class OneNote files may not work correctly in Windows 10 OneNote App. For this reason it is
recommended to use OneNote Online (www.office.com) or alternatively “OneNote 2016” instead.

Instructions on installing Office 365 and OneNote 2016 outlined below.

(] @& Filters ~

Best match

Eﬂ OneNote 2016
Desktop app

O onenote 2016|
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Download, update to and install Office 365

Important Information: This is not available to download from the School or Corporate networks, it
must be done from home.

1. Openinternet browser and navigate to http://www.office.com/

2. Inthe top right corner click on "Sign in"

3. Inthe Username field, type in your DoE email address (e.g. name@eg.edu.au) and click
"next".

BY Microsoft

Sign in

Email, phone, or Skype

Back

Can't access your account?

No account? Create one!

4. You will be prompted for your username and password on the online authentication page.
Type your username and password.

Adobe Web/Design CC installation

Named User licensing is a License for each and every User that is going to access the Adobe Suite of
Products. Depends on the subject you study at school you might be eligible for an Adobe Student
Licence. If you are eligible, your teacher will request a licence for you and you will receive an activation
email from Adobe.

To activate your license:

1. Checkyourschool email inbox. If you are eligible you will receive an Email from Adobe Creative
Cloud with the subject line of “Access is granted. Enjoy All Apps for K-12 now”
2. Open the email.
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3. Click “Get Started” link in the Adobe CC email.
@ Adobe Creative Cloud H

Woodcrest, you now have access to All Apps for
K-12.

Your administrator at Department Of Education - Queensland has given you
access to All Apps for K-12. You are now ready to explore, create, and share
your best work with Creative Cloud.

To start using your membership, please complete your profile.

Get Started

With a Creative Cloud plan, you can:

+ Instantly access your apps and receive updates on new versions

+» Work, save, and access your files anytime, anywhere with Cloud
services

» Create wherever inspiration strikes with connected desktop and mobile
apps

» Share exceptional content for any screen, in any format

« Collaborate more effectively and maintain version control

» Access hundreds of online tutorials to make the most of your experience

If you have guestions about installing the apps on your desktop or mobile
device, email your administrator.

4. In the browser window that appears, enter a password of your choice. Try to keep this
password different than your school password for more security. Email will be pre-filled. If not,
entre your school email address (username@eq.edu.au)

F.1 Enterprise ID

Complete your account

Woodcrest 5C

Your new password must have at least 8 characters (mix of
lower/uppercase) and include a number and a symbol. It
cannot match your username or your previous 5 passwords.

Australia W

Complete your account

5. Click “Continue to Australia” option in pop-up following completion of account details.
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Are you visiting Adobe.com from outside the US.? Visit your regional site
for more relevant pricing, promotions and events.

Continue to Australia

United States

Note: At this point you have successfully finished creation of your Adobe account. If your preferred
Adobe products are already installed on your machine, open them and sign in with the same
credentials.

E 2dobe Acrobat Pro DC
File Edit View Window [T

Home Tools Online Support F1

Getting Started
File Lists

About Adobe Acrobat Pro DC...
About Adobe Plug-Ins...

Storage

My Computer Smlie
Add Account Generate System Report...
Repair Installation
}g Print.pdf
}g Factsheet-Rem-Additional-Rem-Payments.pdf ﬂ:-
A ddsPOF
J

L o ON1NNEAAEZ0209700 nof

You are also free to select any of the options for download below after signing into the Adobe
website:
https://creativecloud.adobe.com/apps/all/desktop

Please remember to choose “Company or School Account - Enterprise” at the time of siging in to
Adobe Creative Cloude.

Working with OneNote and accessing emails

Option 1: Go to school email (https://outlook.office365.com/mail/). Enter your School email address
(username@eq.edu.au). Then on the next page enter your school username and password:

Queensland Government Department of Education

Managed Internet Service

T ————
Sign in with your username and password
ollabor. \ Usemname *

w‘«b
=y
Rl

testaccount

Password *  sesessse

4 1agree to the conditions of use and privacy statement

% Calendar
L U S~

71 K=
MIS G mw., L <} /
oy & { . > & Change my password
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Check OneNote email in your inbox that gives you the link that teachers have shared when they
added the students to the OneNote. If you don’t have the link in your email inbox, contact your
teacher and ask to send you the link.

Queensland Government Outlook

= 2 Mark all as read

~  Favorites @ £ Focused = Other 7
Inbox 315 e > Group Work

B Viet 2020 1 Today

Option 2: Login to your office365 account (www.office.com ) using the same method as above. Click
One Note from the list.

<« c & office.com/?auth=2

Office 365 — ﬁ

[; Qutlook ‘ OneDrive
m Word !t Excel

@ roverroint [ oneNote h

a SharePoint m Class Motebook

All apps
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Go to tab “Shared with me” in OneNote

Recent Pinned My notebooks  Shared with me  Class notebooks  Discover

Woodcrest SC Student Notebook

- Tue at 37 am A Shared
B/ Sharepoint - Department of Education and Train g s o ets ° °

You can access all the OneNote that has been shared with you. There are resources in content
library. Copy that resources into your Class Note tab

New Section 1 Lesson Sequence
? _Collaboration Space Week 1
~ _Content Library Week 1: Introduction to...
Using the Content Li... Week 2: GPE and Kinetic
Term 1 Week 3: Transfer and Heat

Class Motes
Handouts
Homework
Quizzes

You can copy relevant section from the content library to the relevant section under your name and
work on it.

To access OneNote from the desktop application click on “Open in app” tab on the top of the menu
bar. This will sync you with the desktop OneNote. When prompted open with OneNote 2016/2019

OneNote Woodcrest SC Student Home Page » Woodcrest SC Student Noteba... Woodcrest SC Student .. Saved

in app 2 Tell me what you want

v [Flv Calibrilight v 20 B I U &+ A | 1S = =~ fr sylesv B Tagsv v Qv
Woodcrest SC Student Notebook o
e secion Untided Page ‘
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Change password - Forgotten password

If you have forgotten your school password and you are at school, please see your teacher to have it
reset. If you are at home, contact your teacher or send an email to:
student IT@woodcrestsc.eq.edu.au

IMPORTANT: We can only reset student’s passwords when we are at school. We can’t reset
student’s passwords over the school holidays, public holidays or mandatory schools closure. Try
your best to remember your password and if your password is expired, change your password using
the link below.

If you remember your old password and you want to change it you can click the link below to reset
your password:
https://fed.education.gld.gov.au/passwordchange/

How complex does the password need to be? What are the complexity requirements?
e New passwords cannot have been used during the previous 13 password changes.
e The length of the password must be at least eight characters.
e Not contain all or part of the user's account name.
e The password must contain characters from three of the following four categories: °English
uppercase characters (A through 2)
o English lowercase characters (a through z)
o Base 10 digits (0 through 9)
o Non-alphabetic characters (for example, |, S, #, %)

BYOD - Internet access troubleshooting (only at school)

1. Restart computer.
2. Ensure Wi-Fi is not disabled, select the Wi-Fi icon on the taskbar.

¢ ueensland

W ed - No connections are available

12:10 PM
=

) ENG
D) 15/10/2018
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3. If Wi-Fiis disabled, click the Wi-Fi tile to enable it (A highlighted tile means Wi-Fi is enabled).

(73

DETE-BYO:

ecured

4. Connect to DETE-BYOx.

DETE-BYOx
fﬂ Secured

/ Connect automatically

Flight mode

12:19 PM I:I
15/10/2018

h B ¥ =
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5. Recurring credentials prompt.

| Windows Securily *®

iexplore.exe

Warning: Your username and password will be sent using
basic authentication an a connection that isn't secure.

Dsematne

Fassword

Remember my credentials

oK Cancel

6. If you keep receiving this prompt in your browser (3+ times) followed by the “access denied
authentication failed” error, your username or password is incorrect. See your teacher to have
your password reset.

Queensland Government

Department of Education and Training

Access Denied

authentication_failed
Your credentials could not be authenticated: "Credentials are missing.". You will not be permitted access until your credentials can be verified.
This is typically caused by an incorrect username and/or password, but could also be caused by network problems.

For assistance, contact your MIS administrator or the DET Service Centre.

© The State of Queensland (Department of Education and Training).

Queensland Government

7. You may also receive a similar error message when you exceed your allocated internet quota
for the month. Instead of “authentication_failed” you will see “access_suspended”. Upon
seeing this notification internet access will be suspended till the beginning of the following
month, when the quota is reset.

Queensland Government

Department of Education and Training

Access Denied

access_suspended
Download Quota Exceeded
You have been blocked from accessing the Internet because you have exceeded your monthly download limit. Your usage will be automatically reset at the start of the next calendar month.

Please contact your MIS Administrator if you require access before then.

@ The State of Queensland (Depariment of Education and Training).
Queensland Government

11| Page



BYOD- How to connect G:/H: drive and printer (only at school)

Note: Both G:\ and H:\ drive are only accessible within the school network!

1. Check Internet/wireless connectivity (Refer to Internet Failure).
2. Check the BYOx application is running on your machine.

Department of Education

Services Catalogue Online: gldde!

Enter your DET network username and password

Domain:  MTN v
Username:

Password:

Connect

Not connected

%@Queensland
L Government

Department of Education

Services Catalogue Online: glddet.service-now.com/scc

Enter your DET network username and password
Domain:  MTN -
Username: | test17]
Password: eessssse

Connect

Not connected

2 Queensland
I’ Government
113
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4. A printer dialogue box will appear within a minute of connecting, click install driver.

Department of Education

Services Catalogue Online: glddet.service-r

Enter your DET network username and password

Domain: | MTN @ Printers

@ Do you trust this printer?

rt.

[ nstai driver |

28
.z? Queensland
gl Government

Department of Education

Enter your DET network username and password

ue Online: qlddet.servic
Domain: MTN

o Connections - o X

2 drives mapped

+ G: mapped to
+ H: mapped to

1 printers mapped
v

drives connected, 1 printers connected.  View

S
fg) Queensland
I Government
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Go Formative — Primary School Students

How to access ‘Go Formative’ on your COMPUTER

Step 1: You will receive an email
from your child’s teacher with a
CODE - select the link

(T4 2 gotot manove. 4w

ONVAXA

Step 3: Enter the CODE
¢

E

Step 5: Select ‘Create Account’

Student Sign Up Select
M (only the first
time — next
T time just sign
in)

Step 7: Fill in details

s FIRST NAME:

< Write your
<::Iflr.st name

with the first
letter of your last
name.
LAST NAME:
Woodcrest

EXAMPLE:
First Name: KatrinaD
Last Name: Woodcrest

- »
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Step 2: Select I'm a Student’

{ oot )
m~
o

v

Step 4: Select ‘Join Class’

e

Step 6: Fill in details

Student Sign Up

Use your
aER®  scHoOL
<: email
address
...@eq...

Step 8: Open and Complete

OPEN and
Complete each
question - you
can go in and
out (it saves
automatically)

—



How to access ‘Go Formative’ via your phone

Step 1: Search ‘Go Formative’

: -
S (o Select

Step 3: Select ‘I'm a Student’

Q

~ ] Select

Step 5: Select ‘Create Account’
= e
Select
" — <: (only the first
time — next
time just sign
in)

Step 7: Fill in details

oo FIRST NAME:
< ——— ¥Vrite your
|r'st name
with the first
EXAMPLE: letter of your last

First Name: KatrinaD
Last Name: Woodcrest

o »

name.
LAST NAME:
Woodcrest
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Step 2: Select ‘menu’

Step 4: Enter CODE

R — Your

| ' <: teacher will
email you
the CODE

Step 6: Fill in details

&
Use your
- SCHOOL
<: email
address
e ...@eq...

Step 8: Open and Complete

OPEN and
Complete each
question - you
can go in and
out (it saves
automatically)

—



Student Online Etiquette

We have created some simple guidelines to help students understand how to behave
appropriately in an online environment.

Please note: The Etiquette Guide adheres to the Woodcrest State College Code of Conduct.

Etiquette for Email

1. lunderstand that all emails from my school account MUST be related to school work and
that these emails are closely monitored by the schools Administration staff.

2. | have used a polite tone and have explained the reason for my e-mail.
3. I haveincluded a greeting and name of the recipient e.g. Dear John, Hello Mr Smith.

4. If I have included an attachment | have clearly labelled it and explained the purpose for
including the attachment.

5. lhave included a salutation and my name at the end of the email. E.g. Kind Regards, Sam
Smith or Thank you, Sarah Smith

Etiquette for Online Lessons

| will be courteous and respectful to my teacher and peers.
| will be in school uniform and with appropriate background if taking part in a video lesson.

1
2
3. I will provide a greeting to my teacher and class members at the beginning of the session.
4. 1 will be in the online lesson on time. If | am late | will give my teacher a reason via email.
5

| will make sure | have a working and charged computer and it is ready for each of my
lessons.

6. | will listen to the teachers and student contributions respectfully and follow instructions
while in the collaborative environment.

7. lam aware that there are other students and teachers in the environment who will see my
response and | will be considerate, take turns and give positive feedback when appropriate.

8. | will interact with the Class One Note in an appropriate manner.
9. 1 will not type in ALL CAPITALS — it is the equivalent of shouting and is considered rude.

10. | will ensure my language is appropriate at all times and | will be considerate of differing
opinions.

11. I will not draw/ write/ add an image unless instructed to do so.
12. | understand the difference between social chat and an educational chat.

13. | will never use personal information that will fully identify my address or phone number or
those of classmates.

14. 1 will make a positive contribution to the discussions and collaborative space.

15. If | have technical or connection issues and cannot get into the session or back into the
session after access, | will contact my teacher via email or phone call as soon as possible.
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