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Year 7 IT Induction 
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This guide will help you get started with using the STRS school computer network. 

Keep this guide safe in case you want to refer back to it. 

Ensure you read each section carefully. 

 

Write your name and tutor group in the relevant boxes at the top of this page. 

 

 

 

 

  

Name:  

Tutor Group:  

Username:  

School Email:                         @my.strschool.co.uk 
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1. How to log in  

You should see a screen like this: 

 

You may need to wake the computer up by wiggling the mouse or tapping a key.  

Check the Username field is empty – you may not see a space so delete anything in the Username field. 

 

STRS usernames look like this: 22SMITJoh 

This is the username for a fictional student called John Smith who joins STRS in 2022 

 

Your username is made up from the following information: 

• The year you entered Y7   22 

• The first 4 letters of your last name  SMIT 

• The first 3 letters of your first name  Joh 

If your names are shorter than this then just use the characters you have.  

For example: Xi Cho would be 22CHOXi 

 

Work out your username.  

Check it with the list on the board, then write your username on the front of this booklet. 

 

Everyone starts with the same password. We will change this later. 

The starting password is: 

 

Tommies2022 

 

To log in to the school network: 

• Enter your username in the “username” field 

• Enter your password 

Then click the arrow at the end of the password field, or press ENTER on the keyboard. 

When you are logged in you will see a normal computer screen. 

At the bottom left of the screen you will see these icons: 
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From left to right these are: 

• Windows Icon 

• Microsoft Edge  (internet browser) 

• File Explorer   (for finding files in your user area) 

• Word 

• Outlook  (your school email) 

• Teams   (will be used for some lessons, including Computing) 

 

2. Passwords 

Passwords are important – they are the equivalent of the front door lock on your house! 

You will need to choose a password that is secure. This means it is: 

• At least 10 characters long 

• Not easy to guess 

• Is not a dictionary word 

Length is probably the most important security feature, but remember: 

a) you have to type this password every time you to log in 

b) you have to be able to remember this password 

 

You can use numbers, letters and some special characters (*&^%$£!<>) 

 

We recommend you think of a colour, animal and food item (in any order) and use this as your password. 

 

An example of a strong password is:  

 PurpleUnicornBread 

 

IMPORTANT:   NEVER tell anyone your password. 

 

Decide on a strong password. You can use the space below to write a clue to help you remember your 

password if you wish to. 

 

3. Changing your password 

In school: 

a) If you know your password and want to change it: Log in and press CTRL and ALT and DEL all at the 

same time. You will see a blue screen with several options. One is Change Password. 

b) If you can’t remember your password:  

a. You can ask your teacher to reset your password for you using ClearSky. 

b. You can come to the IT office in the B block and use the password reset computer there. 

At home: 

c) Your parents can change your password for you using their Parent Gateway account. They need to 

log in and click on ICT Details in the left side menu. This will then give them an option to reset your 

password.  
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Change your password now: Press CTRL, ALT and DEL and then select Change Password. 

Make sure you type your new password accurately. 

 

REMEMBER:   NEVER tell anyone your password. 

 

4. E-Safety 

You have probably already learned something about e-Safety already because it is really important. We will 

cover more about e-Safety very soon, but it is worth thinking about every time you use a computer or 

electronic device. 

 

Remember what you have learned and use this knowledge to stay safe. 

 

5. The School Website 

a) From home you can access the school website by opening a web browser and typing the url: 

www.strschool.co.uk  This will open the school website home page. The school website has lots of 

information on it, but perhaps the most useful for us is the little briefcase icon in the top left corner 

– it is the right most icon at the bottom in this image: 

 

Click this icon is for Remote Access and other useful links.  

 

b) In school you can access the school website using Edge. When you start Edge you will get an 

internal school home page that has lots if useful links and looks like the image on the next page: 
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button in the top left. To access the school external website, click on the 

 

The school website has an awful lot of information and links on it. The main page has announcements, 

upcoming events, a link to the school calendar. It will even tell you if the school is closed for a snow day! 

 

There are also some other areas you should be aware of. For example, every workplace that uses computers 

will have an “Acceptable Use” policy that says what you are allowed to do and what you must not do with 

the computers and internet connection.  

 

The school Acceptable Use policy is on our website. It is found by clicking About Us (middle top) and 

looking down the left side menu for Governors and Policies. Scroll down until you get to the ICT policy 

(the school has a lot of policies so you will need to scroll a fair way!). Like many official documents, this policy 

is long and full of information. You should read section 7 which is the bit about pupils, but you can read it 

all if you wish. 

 

 

6. Remote Access 

This will allow you to use a school computer from home. This is really useful because it gives you access to 

your normal user area and all your files in school, even though you are at home! 

The remote access page looks like this: 

 

 

The first time you use remote access from home you may need to set things up so it works properly. Click 

on the icon for your operating system for full instructions on how to do this. 

Please follow these instructions carefully. 

 

7. Using your School email 

Every pupil at STRS has a school email. This is the email you should use for school things, for example: if 

you want to email work to a teacher or ask them a question. 

 

Your school email address is: 

 yourusername@my.strschool.co.uk 

 

Notice the “my” and the dot before the school domain name “strschool.co.uk”. You MUST include these. 

Also, there is only one “s” in the middle of the domain name – it is STR school but without the space. 
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So, our example Y7 user called John Smith would have the email address: 

 22SMITJoh@my.strschool.co.uk 

 

Note: for security reasons Year 7 email accounts cannot receive email from email addresses outside of 

school. Nor can you send email to an external address in Y7 either. 

 

You can access your school email in school by clicking on the Outlook icon at the bottom of the screen. 

This will log you in automatically. 

 

To access your email from home, open the school website, click on the Remote Access icon and pick Email 

Access from the left side menu. Click Login To Outlook in the Pupil Emails section. 

 

 

Write your email address on the front of this booklet in the space provided. 

 

8. Show My Homework 

Show My Homework is an external service that the school uses to help you track and manage your 

homework. We have also used it for Learning From Home when the school was closed. 

 

Click the Show My Homework option in the Remote Access menu. You should see a screen like the one on 

the next page. Read the text carefully. 
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You can also access Show My Homework in school from the internal home webpage – the icon is near the 

bottom of the useful links. 

 

When you log into Show My Homework you will see a page like this: 

 

 

You will use the option to Sign in with Office 365  

 

This will use your school email address and school account password. 

 

You do NOT need to fill in any details in the top part of this web form! 
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Your homework will be recorded by your teachers on Show My Homework. SMHW will track what work has 

been set and when it is due in and will remind you of deadlines. This will help you manage what to do and 

when to submit work. 

 

Teachers will also set classwork on SMHW. This is very useful if you are away for any reason – you can check 

SMHW to see the work the class has been doing so you can keep up to date. 

 

 

9. Teams 

Microsoft Teams is a collaborative working platform that we use to set and submit work. You will learn more 

about Teams as we use it in Computing lessons. 

 

To open Teams, click the Teams icon at the bottom of the screen. Teams will start and will show you the 

Teams you are a member of.  

 

For example, this student is a member of the Y7 PE team: 

 

 

 

 

More E-Safety information: 

In addition to what you learn in school you may find these websites helpful: 

• www.thinkuknow.co.uk/ this has a good section for young people 

• www.net-aware.org.uk/ this has some good information for young people 

• www.internetmatters.org/   this is more for parents but has some useful information 

 


