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Adding a Passcode to your iPad

Problem or Question

How do I add a passcode to my iPad to ensure that it is secure when it is

Solution

locked?

1. On your home screen, select the Settings button displayed below.

2. In the left pane, scroll down and select Touch ID & Passcode, then select Turn Passcode

On.

iPad =

Settings

Aeroplane Mode

Wi-Fi iDET
Bluetooth On

Notifications
8 Control Centre

Do Not Disturb

Ea General
Display & Brightness
Wallpaper

Sounds
Siri & Search

i Touch ID & Passcode

= Battery

M A

Kepnock State High School

2:01pm < % 39% @ )

Touch ID & Passcode

USE TOUCH ID FOR:
iPad Unlock
Apple Pay

iTunes & App Store

FINGERPRINTS

Add a Fingerprint...

Turn Passcode On
Change Passcode
Require Passcode Immediately

ALLOW ACCESS WHEN LOCKED:

Today View

Darmant Matifinatiane
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3. You will be asked to input a passcode twice. Please choose something that you will

remember easily but will be difficult for others to guess.

This Passcode Can Be

Easily Guessed.

Your passcode will be used to unlock
this iPad and to protect access to your

personal data.

Use Anyway

Choose New Code

L]

Settings

Aeroplane Mode
Wi-Fi

Bluetooth

Qoa

Notifications

Control Centre

Do Not Disturb

GD®

General

>
>

Display & Brightness
Wallpaper

m Sounds

B siri & search

Touch ID & Passcode

a Battery

2:03pm

Touch ID & Passcode

iD Set Passcode Cancel

Verify your new passcode

OO0 OO0 O0O0

1 2 3
5

GHI JKL MNO

7 8

pars Ty wavz
0 €3]

Require Passcode

ALLOW ACCESS WHEN LOCKED:
Today View

Drnnnt Matifinatinne

¥ % 39% M 1

Immediately

4. You have successfully created a passcode and your device is now secure. Next time you
unlock your device, you will be presented with the screen below.

Enter Passcode

Cancel

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to

access in-house help with your issue.
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Adding a Fingerprint to your iPad

Problem or Question

How do I add a fingerprint to my iPad to ensure that it is secure when it is
locked?

Solution

1. On your home screen, select the Settings button displayed below.

2. In the left pane, scroll down and select Touch ID & Passcode, enter your passcode
(if prompted) and then select Add a Fingerprint... (you can add multiple
fingerprints by repeating this process)

iPad = 2:40 pm < % 36% @ )
Settings Touch ID & Passcode
7=
Aeroplane Mode | m\ﬁ
B wiFi iDET
USE TOUCH ID FOR:
Bluetooth On iPad Unlock
Apple Pay

Notifications .
iTunes & App Store

@ Control Centre

. FINGERPRINTS
Do Not Disturb

Add a Fingerprint...

@ General

Display & Brightness
Wallpaper
Sounds

Siri & Search

- ALLOW ACCESS WHEN LOCKED:
i  Touch ID & Passcode
-

Turn Passcode Off

Change Passcode

Require Passcode Immediately

Today View
n Battery

Danant Marifinatiane
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3. You will be given a series of onscreen instructions to help you to add your

fingerprint.

Cancel Cancel

Touch ID Place Your Finger

Use your fingerprint in place of your passcode Lift and rest your finger on the Home button
or Apple ID password for purchases. repeatedly.

Start by placing your finger or thumb on the
Home Button.

//\“ﬂ\\

Ne—=
—

—— ALLOW ACCESS WHEN LOCKED:

e—— W ACCES: LOCKED:

Complete

Touch ID is ready. Your print can be used
for unlacking your iPad.

Oops, You Clicked = ==
7\

Rest your finger on the Home button

Continue

(] ALLOW ACCESS WHEN LOCKED:

You can edit the name or delete a fingerprint by selecting it from the list

Optional.
under Settings - Touch ID & Passcode — Fingerprints
Settings < Touch ID & Passcode
Aeroplane Mode iz Frigecd
B8 v IDET .
p— o Delete Fingerprint

[® wotifications

a Control Centre

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to

access in-house help with your issue.
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Understanding the Dock Controls

Problem or Question

What can my dock controls do?

Solution

1. From your home screen, double click the home button (located at the bottom
middle of your device).

2. You will be presented with the below dock display. To learn more about clearing the
apps on the left of the dock, please find the How To Clear Apps Explanation
document.

safari

& App Store

— 00

Ue "0D= 3@
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3. On the next page you will find an explanation of each dock control.

JON 14

U0 "Omw 3@

4. To change the options which display on your dock control (adding and removing
items, please go to Settings, Control Centre, Customise Controls, (select the
items which you would like to add or remove from the dock). For example, the
Screen Recording (14) control has been added to this tutorial device.
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1 Airplane Mode When on, this turns WiFi, Bluetooth and other data off.

2 AirDrop It's advised that you set your AirDrop to Everyone. This
allows you to send and receive items to other Apple
products.

3 WiFi Turns WiFi on or off, disconnecting or connecting to

wireless internet.

4 Bluetooth This allows your device to communicate with other
devices. This must be on for AirDrop, screen mirroring
and the classroom app to work.

5 Music Control Allows control of music and gives music details if you
have music on your device.

6 Screen Brightness Allows you to increase or decrease the brightness of your
screen.

7 Volume Adjustment ~ Allows you to increase or decrease the volume of your
device.

8 Screen Mirroring This links to devices such as Apple TV, where you may

mirror your screen onto the screens of other devices (e.g.
for projection in class).

9 Lock/Unlock When you turn your device, your screen will turn to level
Orientation itself. You can lock the orientation to portrait or
landscape by selecting this option when the screen is at
its desired position.

10 Silent Mode Mutes the noise on your iPad so that it becomes silent.
Perfect for meetings, etc.

11 Do Not Disturb Your device will remain silent and with its screen off,
despite any incoming notifications.

12 Timer Quick access to the timer application.
18 Camera Quick access to the camera application.
14 Screen Recording Once pressed, this will count down from 8 and begin

recording your screen. To turn it off, you will need to
access the dock again. Your screen recording will be
saved in your camera roll.

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Saving Safari Log-In Information and Allowing Pop-Ups

Problem or Question

How can I allow auto-fill of usernames and passwords on Satari (internet)
pages so that I don’t need to constantly input them?

This will also allow pop-ups in Safari (internet).

Solution

1. On your home screen, select the Settings button displayed below.

2. In the left pane, scroll down and select Safari.

Pad = 12:17 pm % 21%m )

Settings Safari
loucn IU & Passcode

ALLOW SAFARI TO ACCESS

Battery
Siri & Search
Privacy Search & Siri Suggestions
SEARCH
iTunes & App Store
Search Engine Google

Wallet & Apple Pay
Search Engine Suggestions

Safari Suggestions
Accounts & Passwords

1E00 @B COE

Quick Website Search On
Mail
Preload Top Hit 0
Contacts
About Search & Privacy...
s Calendar
GENERAL
~ Notes )
AutoFill
Reminders - .
Frequently Visited Sites O
Messages
u © Favourites Favourites
] FaceTime .
Open New Tabs in Background
$w Maps

Show Favourites Bar

EEN ...

News

ololSle

Block Pop-ups
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3. In the right pane, switch the Block Pop-ups option to the oft position (displayed
below). This will now allow pop-ups.

Block Pop-ups

4. Navigate to the AutoFill section and select to enter the sub-menu (displayed below).

Settings £ safari AutoFill
TOUCH IU & Passcode
a Battery Automatically fill out web forms using your contact info, previous
names and passwords or credit card info.
m Privacy
Use Contact Info
iTunes & App Store My Info None
@ Wallet & Apple Pay
Names and Passwords
View and edit passwords in Accounts & Passwords settings
B Accounts & Passwords
Mail Credit Cards
| Contacts Saved Credit Cards

-. Calendar
Notes
Reminders
Messages

[P
w FaceTime
L)

5. Switch the Names and Passwords option to the on position (displayed below). This
will now remember your names and passwords.

Names and Passwords @

View and edit passwords in Accounts & Passwords settings.

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Using AirDrop

Problem or Question

How can I use the AirDrop tool to send and receive items between devices?

Solution

N.B. Before starting, ensure that your AirDrop is switched on and set to Everyone. This can
be completed via the dock controls (please see the How To Dock Explained document if you
are unsure of how to do this).

N.B. You will also need to ensure that your device is named appropriately. You can access
this through Settings, General, About, Name and editing the name. The test device is
named Spare-08, but we suggest that you name your device with your teacher code or last
name.

[
iPad & 2:35 pm 3 94% )
£ General About
L]
Settings
Name Spare-08
This iPad is supervised and managed
by Kepnock State High School. Learn more
about device supervision... Songs 0
Videos 1
Sign into your iPad
Set up iCloud, the App Store and... Photos 52
Applications 1
Aeroplane Mode .
Capacity 32GB
= Wi-Fi IDET .
Available 27.42 GB
Bluetooth On )
Version 11.2.5 (15D60)
Model MNV22X/A
Notifications
Serial Number DMQSQFEBHG5D
5| Control Centre
Wi-Fi Address AB:99:9B:DC:Q4:AA
Do Not Disturb
Bluetooth AQ:99:9B:DC:04:AB

SEID

General

B

a8 Display & Brightness
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1. In most applications, you will find the Share button, where you can choose how you
want to share items from your device. If the share button is not visible, please see
step 4.

iPad = & 2:39 pm + % 87% mm)

< All Photos TR v @ Edit

2. Once you have selected the Share button, you will be provided with a number of
options for sharing. Share With AirDrop will appear, from here you simply find
and tap the device which you would like to send the item to. In the photo below, the
Spare-08 device is the only device available to receive (devices need to be unlocked to
receive an AirDrop).

ck Kyrgios press conference (1R) |
sstralian Open 2017 - YouTube
psi/fm.youtube.com » watch

0

Spare-08

Mail iCloud Photo Add to Notes Save PDF More
Sharing to iBooks

Tap to share with AirDrop

B » @ a [ E m o

Copy Slideshow AirPlay Add to Album Use as Hide Save to Files Duplicate
Wallpaper
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3. Once you have tapped on the device/s which you would like to send the item to, the
icon will inform you that it is waiting for the other device to accept or decline the
item.

Below is the Waiting icon.

Spare-08
Waiting...

Below is the display screen which the receiving device will show.

The owner of the device can choose to either Decline or Accept the item.

AirDrop

"Havers' iPad"” would like to share
a photo.

Decline

If the receiver selects Accept, you will see the Sent icon shown below.

0

Spare-08
Sent

[f the receiver selects Decline, you will see the Declined icon shown below.

0O

Spare-08
Declined
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4. If the Share option is not visible, you may need to select the ... button, which then
displays sharing options. This is shown in the Keynote app below.

iPad =

Presentations

N

iPad 7

N

Presentations

2:38 pm

7 % 87% (W

Nominalisation year 8 explanation P

o

TRY TO NOMINAL.
wd

080 oe®

« I’ll give you some time, let’s seq
n the time limit!

(¢

+ Remember, you're tuming the Vi

+ (verbs are doing words, nouns are’

2:42 pm

Nominalisation year 8 explanation

More
Collaborate With Others
Use Keynote Live
Share
Export

Print

Slide View
Light Table View

Show Presenter Notes

Transitions and Builds

7 3} 86% mm

S Y

Nominalisation year 8 explanation

iCloud Drive

+Tag

Spare-08

Tap to share with AirDrop

=

Add to Notes

Copy to
FileExplorer

Copy to
OneDrive

« I'll give you some ti
in the time limit!

+ Remember, you're t

@

Add People

= (verbs are doing

+ Keep this listas an e

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Setting up my Email Account

Problem or Question

How do I set up my email account on my iPad?

Solution

=

The native email app "~ should be used for your email as other apps such as Outlook and
OWA are not supported by the department.

=)

1. Click on the mail "= app icon.

2. Choose Exchange from the following screen

iPad ¥ 10:23am < % 100% -

Welcome to Mail

% iCloud

38 Exchange

Google
YAHOO!
Aol.

[% Outlook.com

Other

3. Type your department email address (e.g. dreyn20@eq.edu.au).

NB the description will populate with the word “Exchange”, you may type a different
description.
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4. Choose Configure Manually on the next screen.

Sign into your “eq.edu.au”
Exchange account using
Microsaft?

Your email address will be sent to
Microsaft to discover your Exchange
account infarmation

Configure Manually

Sign In

5. Type your Password.

Cancel

Email dreyn20@eq.edu.au

Password

Description Exchange

Exchange Device ID

E4DIKFKAMS3CRESHROANOBD180

6. Select Server and type outlook.office365.com

dreyn20@eq.edu.au

Domain

Username

Password eesesssssss

Description Exchange

7. Leave Domain blank. Select Username and type your department email address.
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Cancel Account

Email dreyn20@eq.edu.au
Server outlook.office365.com
Domain

Username

Password essssssssess

Description Exchange

Advanced Settings

8. Turn off the Reminders & Notes.

Exchange

Reminders

Motes

£) mai

% Contacts

888

«i Calendars

: Reminders

Notes

9. Tap Save and you mail will open and start to download

To set your school email signature as a default, please follow the following steps:

1. In your Mail app, select the Sent folder.
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iPad 7 12:48 pm % 12% 0

¢ Mailboxes Edit P B @ <« D/

Sent
Q Search Hide W

u1096229@umail.usq.e... 11:42am
Oneschool entry
imagel.png] Regards Kelsie Kelsie

Havers | English Teacher | iLearning Co

Riah Mason 8:04am

Re: 5 on/5 off lesson

This is the perfect amount of text each

slide. Remember to reinforce that if the..

Riah Mason Yesterday

RE: Mix n Match - Orientation/Climax d...

Allgo Regards ing Coach

Kelsie Kelsie Havers | English Teacher |... ;‘d | Bundaberg QLD 4670

Havers Kelsie Yesterday 20.edu.au IW http://kepnockshs.eq.edu.au
RE: 12 Mon )munity of learners prepared for the future

Regards Kelsie Kelsie Havers | English

Teacher | iLearning Coach Kepnock St... Printing this email

2d for the addressee named above. It may also be confidential,

Recipients Undisclosed  vesterday |y fonward this message to athers, you must first abtain the

12 Mon essee named above, you must not disseminate, copy, communicate

Regards Kelsie Kelsie Havers | English on this message. You understand that any privilege or confidentiality
r have received this m in error, If

Teacher | iLearning Coach Kepnock St... destroyed because you have received this message in error. If you

fy the sender and delete from any computer. Unless explicitly
. ige do not necessarily represent the official position or opinions of the
Jodie & Paul Yesterday  ment of Education. Whilst all care has been taken, the Department of
RE: Riah ge to person or property arising from this message being infected by

2. Navigate to any email which you have sent from a device that has your signature set
up (you can tell this because your signature will show at the bottom of the email).

3. Select the body of text that you would like to set as your email signature (this
usually starts with your sign-off, e.g. Regards, and ends after the Department of
Education policy text. Once selected, choose Copy.

iPad = 12:48 pm 4 % 12%0 )

{sent A F B I &«

From: Recipients Undisclosed

To: Recipients Undisclosed

12 Mon

%egards

Kelsie

Kelsie Havers | English Teacher | iLearning Coach

Kepnock State High School 143 Kepnock Rd | Bundaberg QLD 4670

PO Box 4310 | Bundaberg South DC 4670

T 4131 1888 | F 4131 1800 | E khaveO@eq.edu.au IW http://kepnockshs.eq.edu.au

A creative, confident and resilient ity of | s prepared for the future
An Independent Public School

Please consider the environment before printing this email

This includit ttach: ts) is intended for the addressee named above. It may also be confidential,
privileged and/or subject to copyright. If you wish to forward this message to others, you must first obtain the
permission of the author. If you are not the addressee named above, you must not disseminate, copy, communicate
or otherwise use or take any action in reliance on this You ur d that any privil or iality
attached to this message is not waived, lost or destroyed because you have received this message in error. If you
have received this message in error please notify the sender and delete from any computer. Unless explicitly
attributed, the opinions expi in this do not i the official position or opinions of the
State of Queensland or the Queensland Department of Education. Whilst all care has been taken, the Department of
Education disclaims all liability for loss or damage to person or property arising from this message being infected by
computer virus or other conlaminaﬁon‘

4. Exit the Mail app by clicking the home screen button.
5. Open the Settings app and scroll in the left pane until you find Mail. Select this.

Kepnock State High School Date and Version: 5/2018 V1



iPad =

Settings

iTunes & App Store

g Accounts & Passwords

B4 Mail

@' Contacts

6. 1In the right pane, scroll down to the bottom option, Signature. Click on this option.

COMPOSING

Always Bcc Myself L
Mark Addresses Off
Increase Quote Level On
Signature Sent from iPad

7. Delete the text within the box (this usually reads “Sent from my iPad”).

iPad = 12:50 pm 7% 12%0 )

Settings < Mail Signature

. Sent from iPad
iTunes & App Store

ﬂ Accounts & Passwords

= .

8. Hold your finger on the blank box and release. Then select Paste. Your copied
signature should appear in the box.
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iPad = 12:51 pm ¥ % 12%0 )

Settings < Mail Signature

Regards
iTunes & App Store °
Kelsie
ﬂ Accounts & Passwords Kelsie Havers | English Teacher | iLearning Coach

Kepnock State High School [43 Kepnock Rd |

PO Box 4310 | Bundaberg South DC 4670
| Contacts T41311888 | F 41311800 | E khaveO@eq.edu.au
|W http://kepnockshs.eq.edu.au
ju— A creative, confident and resilient community of

=52 Calendar
""" learners prepared for the future
An Independent Public School

Notes . . - .
Please consider the environment before printing this
. email

Reminders

M This message (including attachments) is intended for
u essages the addressee named above. It may also be
— . confidential, privileged and/or subject to copyright. If
s FaceTime you wish to forward this message to others, you must

J’ first obtain the permission of the author. If you are not
& Maps the addressee named above, you must not
disseminate, copy, communicate or otherwise use or

@ safari take any action in reliance on this message. You
E understand that any privilege or confidentiality
News attached to this message is not waived, lost or

destroyed because you have received this message in

9. Click out of this section to complete the process.

iPad = 12:51 pm ¥ % 12%0 )

Settings Signature

10. Your email will now automatically create this signature on your iPad.

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Adding Daymap to your iPad

Problem or Question

How do I add Daymap to my iPad so that it can be easily and quickly accessed?

Solution

1. On your home screen, select the Safari icon.

@

2. In the web address bar, type in the following web address:
kepnockshs.eq.daymap.net

iPad = 11:36 am 7 % 22%m )

kepnockshs,eq,daymap.netl

 TopHi
&Queem S

Department of Education, Training and Employment
kepnockshs.eq.daymap.net

ption and Training

Google Search
Q_ kepnockshs.eq.daymap.net

Ronkmarks and Histarv

3. You will then arrive at the Daymap login page displayed below. Please enter your
Daymap login (remember, this uses a different password).

iPad = 11:38 am 7 ¥ 22%@ )

< M & kepnockshs.eq.daymap.net © m : [l

%‘g KEPNOCK

STATE HIGH SCHOOL
“l} J
s O

Kepnock State High School

Username; [UW&VEU ]

Password: [ """" l

Forgot your password?
Cant access your account?

Remember me
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4. You will then be shown the below screen, please select Desktop Site.

iPad ¥

<

l'/' Messages

R

Diary

j Tasks
:to Desktop Daymap

11:38 am ¥} 2%

@ kepnockshs.eq.daymap.net < m * @

5. Please navigate to your preferred home screen via the tabs at the top. For this
tutorial, the selected navigation is Day Plan and Feed View.

iPad =

>

11:38 am % 22%@

& kepnockshs.eq.daymap.net c U —|— @

Kelsie Havers (kepnockshs) hDay

DEVRLELN Classes

Feed View
Timetable

Homewaork B

Mobile Daymap

Assessment Communications

Find Attendance Calendars Tools Help

Week 6,26 Feb- > @

6. Once at the Daymap homescreen of your choice, click on the share icon at the top
right of the screen. The following options will display. Please scroll across in the
lower section until Add to Home Screen is visible. Please select this.

11:39 am < 3 22%@ )
‘pnockshs.eq.daymap.net ¢ m : @
w Tap to share with AirDrop
ications
(=

Mr Reynolds

-]

O

Reminders Add to Notes Save PDF 1

to iBooks

7. Once you have selected this option, you will be presented with the opportunity to
name this Home Screen shortcut. You may edit this to suit your preferences. The

Kepnock State High School
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name that you give this shortcut will appear under it’s icon on your home screen, so
please be mindful of this when naming. Click Add when finished.

iPad =

< 1] @& kepnockshs.eq.daymap.net

— Kelsie Havers (ears

Day Plan Classes Assessment Communications

1

Diary

From: | 27/02/2018 & @ &

139 am

v % 22% @ )

el 1 + [

Find Att

Mes —

Add to Home Add

Day Plan

https://kepnockshs.eq.da...
L]

Re..Aninanaullha nddnd taymas bopan ceroan.an - oy

8. You will now find a OneSchool option on your home screen. Please note that the
image in the icon may change or go blank. Despite this, the icon will still work.

©)

Podcasts

Find iPhone

(9

11:40 am

L

Photo Booth

CNA
N

Meraki MDM

Find Friends

OneSchool

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to

access in-house help with your issue.
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Adding OneSchool to your iPad

Problem or Question

How do I add OneSchool to my iPad so that it can be easily and quickly
accessed?

Solution

1. On your home screen, select the Safari icon.

2. In the web address bar, type in the following web address: oslp.eq.edu.au

iPad = 10:20 am % 26% @ _)

oslp.eq.edu.au (]

& Top Hit
Queen:

Department of Education, Training and Employment

oslp.eq.edu.au

tion and Training

Google Search
Q_ oslp.eq.edu.au
On This Page

Find "oslp.eg.edu.au” No matches

3. You will be taken to the page shown below, please enter your school login details.
n & fed.education.qgld.gov.au ¢ M +

& Queensland Government

Department of Education and Training

Logon ID (khaveo il
Password [eoonses cene ]
Change my password
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4. Once at the OneSchool homescreen, click on the share icon at the top right of the
screen. The following options will display. Please scroll across in the lower section
until Add to Home Screen is visible. Please select this.

iPad = 10:22 am

< & oslp.eg.edu.au

< % 26% W)

B h + O

OneSchool

Student  Curriculum & Assessment  Behaviour Support  Finance  Schi

; Welcome Kelsie. Last login: 26-Feb-2018 04:51 PM. Last PIN |

Change PIN

B My Favourites

To add a favourites link, click on Manage on the top of this panel.

B4 My Messages

Save the date: Indi: ion C

Mail

Training
9:00PM on Tuesday 27 February.

OneSchool Unavailability

1

AirDrop. Share instantly with people nearby. If they -
turn on AirDrop from Control Centre on iQS or from

Finder on the Mac, you'll see their names here. Just

tap to share.

Add to Notes Save PDF

to iBooks

Reminders

OneSchool will not be available from 5:00PM to |

March.

o) Training

o
E OneSchool Training Environment will not be aval

’ Open in News

Add to
Home Screen

Request
Desktop Sitt

NAnaCrhnanl Trainina Enviranmant will nat ha suailahla feam 4 AEDM #a

5. Once you have selected this option, you will be presented with the opportunity to
name this Home Screen shortcut. You may edit this to suit your preferences. The
name that you give this shortcut will appear under it’s icon on your home screen, so
please be mindful of this when naming. Click Add when finished.

iPad & 10:22 am

OneSchool

Student Curriculum & Assessment Behaviour Support Finance School Management

& oslp.eq.edu.au

< % 26% @

g O + O

Add 1

Cancel Add to Home

‘ Welcome Kelsie. Last login: 26-Feb-2018 04:51 PM. Last PIN u

Change PIN

H My Favourites

To add a favourites link, click on Manage on the top of this panel.

OneSchool ‘

https://oslp.eq.edu.au/osl...

an arddad toovnir hamn cornan on

6. You will now find a OneSchool option on your home screen. Please note that the
image in the icon may change or go blank. Despite this, the icon will still work.
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10:23 am

® n

Podcasts Photo Booth Find Friends

?) = ™

Find iPhone Meraki MDM OneSchool

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.

Creating an Apple ID

Problem or Question

How do I create an Apple ID on my iPad without using my credit card?

Solution

NB: This process can’t be completed on a State Schooling Wi-Fi network, so this process
can only be completed on a private/home.

1. Open the App Store app.
2. Choose any free app, song, video, or book.

3. Tap +GET next to the item and tap again.
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4. When asked to sign in with an Apple ID, tap Create New Apple ID.
5. Enter your details on the following screen — Apple ID should be your EQ email

address.
~
Canci Create Apple ID Next
Email
Password
Verify
Australia
Agree to Terms and Conditions
4

6. Continue filling in the details.
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Back Create Apple ID Next
PERSONAL INFORMATION

Title

First Name

Last Name

Date of Birth

SECURITY QUESTIONS
Question 1 hoOSH >

Answer

Question 2 ( e »

Answer

Question 3 N0OSH >

(N.YYIYS o

7. When prompted choose None and complete Billing information (this is still
required).

Back Create Apple ID MNext

PAYMENT METHOD

¥ou won'l be charged until you make a purchase

Credit/Debit Card 4
PayPal

Number Regir (0]
Expires

Cwv

BILLING NAME
First Name Darmien

Last Name Reynolds

BILLING ADDRESS

pora—— al

8. After you have set up a new Apple ID, you must verify it via email. Verification is
required before you can use your Apple ID.
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e Check your email

e Enter verification code

r b |
Back

DA
Email Verification

Enter the verification code sent to
dreyn20@eq.edu.au

Code

Resend email

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Downloading Apps

Problem or Question

How do I use the App Store so that I can download apps to use on my device?

Solution

1. On your device, locate the App Store icon and select this.

2. You will be presented with the App Store home page, from here you can see the
banner at the bottom of the screen with the following options: Today, Games,
Apps, Updates, Search. To browse from a selection of apps, you can scroll through
the Today, Games and Apps sections of the App Store.

iPad = 12:20 pm < % 76% mm )

WEDNESDAY, 7 MARCH

Today )

WHAT WE'RE PLAYING

Real princesses help themselves: e

L AR

APP
OF THE

DAY

Tandem - Language
GET Exchange
- App Purchase Speak any language

Once Upon a Tower
Action

NOW TRENDING
Fresh off the runway

@ Today f Games g Apps l?dpda?cs Q Search
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3. To search for a specific app, select Search. Some Trending suggestions will appear
or you can type in a specific name or category of app which you would like to
download.

4. Once you have searched, a number of apps will appear. To download an app, simply
press Get and the app will begin downloading to your device. If the app has a price
in the Get section, this means that the app is not free and by selecting it you are
choosing to pay for the app.

iPad F 12:22 pm < % 75% .

Filters v Q. mathletics Done

TVOKids Tumbletown Mathletics Mathletics Baby - Shapes
(6-11) GET Education $2.99
Education = Fedo i

¥,

GET

In-App Purchase:

&) b ToplQ Kids Math & Phonic Games cer
@ x Fun learning for young minds

PRACTICE MATH
WHILE HAVING FUN

PROBLEMS THAT ADAPT
TO YOUR CHILDS ABILITY.

‘?Updates Q Search

5. You will be presented with a confirmation screen from the app store, where you will
be asked to enter your account password, or use touch ID to install it you have
approved this in your settings.

App Store Cancel

TVOKIDS TUMBLETOWN MATHLETICS (6-11)
TVO APPS
APP

RATING 4+

ACCOUNT  HeuSNemEnesse s ennEe ey

~

7

Him

Touch ID to Install
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6. Your app will now begin to install. Once it has installed, you will be able to open the
app and use it.

Below is the app before it has begun installing, it is labelled “Waiting”. This may take a
minute.

&

Below is the app during installation, it is labelled “Loading”. You can see that it is almost

halfway done.

Troubleshooting — it you select Get and the icon continuously circles with no progress,
please restart your device by holding both main buttons. Then repeat steps from step 1,
once your device has successfully restarted.

...l TVOKids Tumbletown Mathletics
~ (6-11)
il Education

T e e

You may notice that the App Store icon in the example image has a red 6 on it. This means

that there are 6 available app updates. App updates are improvements on the app. These
don’t take long to download and can be done individually or as a whole.

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Moving and Deleting Apps
&

Creating App Folders

Problem or Question

How can I remove, move and organise my applications into folders and then
name these folders?
Solution

1. Navigate to the home screen where you can see the apps you would like to work
with. Place your finger on any of the apps and don’t remove your finger.

2. After a few seconds, the apps should start to wriggle and have a close icon at the top
left corner of each app. This is displayed below. (At this point, you can select the
close icon if you would like to delete any of the apps from your device.)
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3. Once the apps begin to wriggle, they can be easily moved around the iPad screen.
Simply hold and slide the apps into the location of your choice. The other apps will
shuftle around and make way. The more you experiment with this feature, the easier
it will become.

To place apps into folders, select an app and drag it over the top of another app.
You will find a folder is created, you can then add other apps. If you make a mistake,
simply move the app by selecting it from the folder and dragging it out of the folder.

12:45 pm ¥ % 100% (.

Podcasts Find Friends Find iPhone

Bookmarks
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4. To rename a folder, make sure you are still in the wriggle app screen, then click into
the folder. The name will appear at the top of the folder, as shown below.

Bookmarks

Notices

5. You can edit the name in the top of the folder. For example, the Bookmarks tolder
above has been changed to Management below.

Management

- h.

Notices OneSchool Day Plan

-

“Management" Managements

6. To finish editing app locations, simply click your home button and they will cease to
wriggle. Please note, this screen will also cease after inactivity, so you may need to
re-enter the editing stage (Step 1) if this occurs before you are finished.

12:46 pm

1L

Podcasts Photo Booth Find Friends Find iPhone

A

Meraki MDM L 7 Management

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.

Kepnock State High School Date and Version: 5/2018 V1



Clearing App History

Problem or Question

How do I clear/close my apps from my iPad until I need them again?
N.B. Closing apps can conserve battery life and improve overall iPad processing speed.
Closing an app will not delete its contents.

Solution

1. From your home screen, double click the home button (located at the bottom
middle of your device).

2. You will be presented with the below dock display. To learn more about the
functions of the dock, please find the How To Dock Explanation document.

D0
‘00

Ue 0w 0@
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3. Your current opened apps will be displayed in the four panes. To clear these apps,
place your finger on the app of choice and swipe it up towards the top of your screen.

=1

) Photos

& App Store

Lo "QDw 3@

4. Continue to clear all apps until your list is clear, this is shown below.

Qo "0Ow 8@

5. Click the main button to return to the home screen. You may reopen any apps from
this screen.

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Understanding Keynote, Numbers and Pages

Problem or Question

What are the Keynote, Numbers and Pages apps on my iPad? How do they
compare to Microsoft PowerPoint, Excel and Word?

Solution

e These apps are simply the Apple version of the Microsoft products of PowerPoint,
Excel and Word. Your iPad will automatically convert Microsoft documents to the
Apple version if you choose to open them in these apps. Not much will change —
sometimes the font is slightly different.

e You can download the Microsoft apps of PowerPoint, Excel and Word, so if the
Apple versions are worrying you, just use the Microsoft apps.

e However, please be mindful that apps such as Keynote can utilise the Keynote
remote control — a useful tool in your classroom environment. Please see the How
To Keynote Remote document to learn more about this.

e Please remember: You do not need to recreate documents, these will translate
across on your device.

Microsoft PowerPoint translates to Apple Keynote

T

Microsoft Word translates to Apple Pages

xE

Microsoft Excel translates to Apple Numbers

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Using the Adobe Acrobat PDF App

Problem or Question

Is there an application which allows you to read, edit and share PDF
documents in an organised and user-friendly manner?

Solution

1. Before beginning, please download the Adobe Acrobat application.

As a default, your iPad will have iBooks as an application that allows you to save and read
PDF documents. However, the Adobe Acrobat application can be used_far more effectively.

2. You may share a PDF document with yourself or other iPad users in a number of
ways (please see relevant How To guide for AirDrop or Email). You can also create
PDFs through the Reader View option on most websites. Please see the How To
guide for Reader View. When you open a PDF that has been shared with you, you
will be prompted with a screen of options. Please choose Open with Adobe
Acrobat.

AirDrop
Open with...

Adobe Acrobat

iBooks

iTunes U

DocScan HD

Chrome

FileExplorer

Files
OneNote
AirDrop

“Spare-08" would like to share “Who's
That Boy - Boy Actors....pdf".

myMail

OneDrive

Decline

Cancel

Kepnock State High School Date and Version: 5/2018 V1



3. The document will open in Adobe. To view the list of documents in your Adobe app,

click Back.
iPad = 1:44 pm ¥ % 59% )
Who's That Boy - Boy Actors....pdf =)
. , 1
ReadWorks Who's That Boy - Boy Actors and Other Strange Things on the Shakespearean Stage

Who's That Boy - Boy Actors and Other Strange
Things on the Shakespearean Stage

by ReadWorks

4. You will be presented with your Adobe screen, which shows individual documents
and folders (if you have created them). In the image below there are two folders of
documents and one individual document, the one which has been received for this
task. Click the circled tick to see options for this screen.

iPad = 1:44 pm < % 59% [
/|_|\ Local v
Q Search

- Who's That Boy - Boy Actors....pdf
= 20 Apr 2018, 103 KB

5. Select the item that you would like to work with.

iPad = 1:44 pm ¥ % 59% W )

1 File Selected Cancel

— Lesson Documents

Psychology

o . Who's That Boy - Boy Actors....pdf
20 Apr 2018, 103 KB

@ 5 3 © W
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6. You can duplicate or move your selected document.

@ 5

Duplicate

Move

7. You can rename the selected document.

& O

Enter a new name

Reading and Comprehension

Cancel Rename

Reading and Comprehension.pdf
20 Apr 2018, 103 KB

8. You can delete the selected document.

@ 5

[

©®

Delete

©

9. You can also create and rename folders by selecting the folder icon.

iPad =

P

L

Q Search

1:44 pm

Local v

@ Lesson Documents

E Psychology

7i7 Who's That Boy - Boy Actors....pdf
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10. You have a number of options within the individual document. These are shown in
steps 11-14 and all stem from the below tab.

o O O i

11. You can change the reading view of the document. Please play with these options to
turther investigate them.

Yes. imaaine Ladv Macbeth with a hint of a moustache or Desdemona with a lower voice, and male
theatre regulations of the time prevented women from
ted with theatre work in any other way. In fact, if some

y, there would be no theatre at all!

~

°m Continuous

{% Single Page

[l

Reading Mode j been dead. But what do we know about his life? We

er to be Shakespeare might not be the writer of the plays

Night Mode now that this man came to London (many people believe)
L enann o eoanawssnan it hecalise pven hefore he was 21 vears nld he was the

S Jo fh

1

12. Mark/edit in a number of ways. Please refer to the legend below the image for a
brief explanation of each. We strongly urge you to play with these features on your
own device.

o 0 t

famous people who is believed to have dled on his blrthday Aprll 23- at the age of 52. And if you

J\
ReadWorks.org - © 2013 ReadWorks®, Inc. A\Inghts reserved

) V T T T Va
A B C D E F

o

Select an area of the document and create a sticky note of text.

Highlights the selected text. Use one finger and drag to select desired text.
Strikes through the selected text. Use one finger and drag to select desired text.
Underlines the selected text. Use one finger and drag to select desired text.
Adds text to the document. Tap on the document where you desire this.

Allows pen-style drawing on the document.

Create and place a signature on the document.

CEEUOEE

Please note: By selecting the item once you have created it you may edit the location, size,
colour, etc. of it by tapping on it. A small menu will appear.
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18. Search the document for a specific word. The app will find each instance of this word
within the document. Use the arrows at the bottom of the document to navigate to
each instance of the searched text.

s s ® o

iPad ¥ 2:11 pm < % 58% W )

Q. Shakespeare €@ Cancel

ReadWorks’ Who's That Boy - Boy Actors and Other Strange Things on the Shakespearean Stage

Who's That Boy - Boy Actors and Other Strange

Things on the Shakespearean Stage
by ReadWorks

14. Share the document in a number of ways. Click on Share File to be presented with
your sharing options. Please note: We are currently working on the possibility of
printing.

it e 0 @

William Shakespeare gave theatre some of its most famous her
Desdemona. But who was playing them on stage in his lifetime” Share File
Yes, imagine Lady Macbeth with a hint of a moustache or Desd
actors both playing Romeo and Juliet! But theatre regulations o
acting, writing, producing, or being associated with theatre work Share Link
people in Shakespeare's time had their way, there would be no

T—
Q?Tlng will Shﬁ'l?e?pjje) |
First off, we all know Shakespeare has long been dead. But wh
know, for example, that the man we consider to be Shakespear
and sonnets we attribute to him. We also know that this man ca .
not to become an actor or a playwright, but because even befor Openin...
father of three children, and couldn't afford to look after them ar

naople-wh balieved-tg e-died-on

Save to Document Cloud

Print

ReadWorks.org - ® 2013 ReadWorks®, Inc. All nghts reserved

o ) Jo 0

15. You may undo any action by selecting the Undo button at the top right of the
screen.

iPad = 2:11 pm < % 58% @ )

< Back Reading and Comprehension.pdf @
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Using Reader View with Webpages

Problem or Question

How do I easily view a webpage without any of the annoying advertisements
or extras? How can I save this document as a PDF to my iPad to share and use
in future?

Solution

1. In the safari app, type your desired topic in and navigate to a relevant web page. For
example, burger recipes has been googled for this tutorial.

iPad F 1:37 pm 7 % 100% =)

< m Q @& burger recipes ] ﬁ + DJ

s Y

burger recipes X n

ALL IMAGES VIDEOS SHOPPING NEWS MAPS BOOKS FLIGHTS SEARCH TOOLS

Directions
1. Preheat an outdoor grill for high heat and lightly oil grate.

2. In a medium bowl, whisk together egg, salt and pepper. Place ground beef and bread crumbs into the
mixture. ...

w

. Place patties on the prepared grill. Cover and cock 6 to 8 minutes per side, or to desired doneness.

The Perfect Basic Burger Recipe - Allrecipes.com
https:/fwww.allrecipes.com : recipe : the...

@ Aboutthis resut B Feedback

PEOPLE ALSO ASK

2. Please note that Reader View is not available for all pages, you will only be able to
use this if the selected webpage displays Reader View Available with the Reader
View icon, once loaded. In the images below, allrecipes.com does not have reader
view available, whilst geniuskitchen.com does.

1:38 pm 7 % 100%

& allrecipes.com ¢ m + O

“ % 100% (wmm)

0+ O
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3. On the webpage, select the Reader View icon to enable reader view for the text. This
will remove all irrelevant features of the webpage display.

1:39 pm 7 % 100% .

iPad = a¢
< M e geniuskitchen.com & N+ O

(A KITCHEN Q  siGNIN

() STREAMING NOW: EDEN EATS

THE PERFECT BURGER

132)

Recipe by CountryLady

“Here are the ingredients & the
instructions to make the perfect ~ ,,.“
burger! Although it may ... More

m’k} !E4OiE DISCUSSING

Join In Now

Top Review by stinsniper ..

| have no idea why the first
review said they couldn't get

4. Once Reader View has been selected, your webpage will convert to a different layout.

iPad = 3 1:39 pm < % 100% ()

< m E geniuskitchen.com AA ﬁ = DJ

The Perfect Burger
4.64 (132) Recipe by CountryLady

Recipe by CountryLady

“Here are the ingredients & the instructions to make the perfect burger!
Although it may ... More

144

people discussing
Join In Now

Top Review by
stinsniper ..

I have no idea why the first review said they couldn't get this to stick together on
the grill. Be gentle with the meat and leave it alone while it is on the grill. Don't
pat, poke, or flip it more than once. | did this recipe as stated with no extra add
ins. The result was simply burger heaven. This was the first time | attempted to
prepare my own patties. ... More

See all reviews

Kepnock State High School Date and Version: 5/2018 V1



5. You can alter the font choices by selecting the aA option in the top right of the pane.

iPad = - 1:39 pm < % 100% .-

< [_:: s geniuskitchen.com AA L JL J

£ A
The Perfect Burger O o0

4.64 (132) Recipe by CountryLady piela

Recipe by CountryLady Charter
Georgia

“Here are the ingredients & the instructions to make the perfect

Although it may ... More lowan

144 Palatino

people discussing San Francisco v
Seravek

Join In Now

Top Review by Times New Roman

stinsniper ..

| have no idea why the first review said they couldn't get this to stick together on
the grill. Be gentle with the meat and leave it alone while it is on the grill. Don't
pat, poke, or flip it more than once. | did this recipe as stated with no extra add
ins. The result was simply burger heaven. This was the first time | attempted to
prepare my own patties. ... More

See all reviews

6. From this view, you can select the share button (displayed below) and choose from a
number of options for this document. Scrolling across the bottom of these options
will allow you to choose Create PDF. Select this if you would like to create a PDF
of this document.

“ % 100% =)

iPad = 3 1:39 pm
< H_l a geniuskitchen.com AA @ = @

AirDrop. Share instantly with people nearby. If they
turn on AirDrop from Control Centre on i0S or from
Finder on the Mac, you'll see their names here. Just
tap to share.

The Perfect Burger

4.64 (132) Recipe by CountryLady
Recipe by CountryLady S—

@
"Here are the ingredients & the instructions to make ® u

Although it may ... More Mail Reminders Add to Notes Save PDF
to iBooks
144
- - a
people discussing E Q PDF eoe
JOln |F"l NOW Request Find on Page Create PDF More

Desktop Site

Ton Review bv
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7. 'This will create a PDF document of your webpage. You can choose to save this
document to iBooks or Adobe Acrobat (if you have this app). The document will save
under the title of the time and date. You can edit this in Adobe Acrobat. There are
also a number of other capabilities for editing PDF documents within Adobe
Acrobat. Please see the relevant tutorial for Adobe Acrobat if you would like to learn
more.

iPad ¥ 1:39 pm ¥ % 100% (w—m

Done Safari - 15 May 2018 at 1:39 pm @ i—l

The Perfect Burger

4.64 (132) Recipe by CountrylLady
Recipe by CountryLady

"Here are the ingredients & the instructions to make the perfect burger!
Although it may ... More

144

people discussing
Join In Now

Top Review by
stinsniper ..

I have no idea why the first review said they couldn't get this to stick together on
the grill. Be gentle with the meat and leave it alone while it is on the grill. Don't
pat, poke, or flip it more than once. | did this recipe as stated with no extra add
ins. The result was simply burger heaven. This was the first time | attempted to
prepare my own patties. ... More

See all reviews

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to
access in-house help with your issue.
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Using Class Notebooks on iPads

Problem or Question

Once your teacher has a Class Notebook, how can you open this on your iPad
for quick access?

Solution

1. On your iPad, open the OneNote app. You will need to sign in if this is the first time
using OneNote on your device. Please use your departmental log in details.

2. In the left pane, you will need to scroll to the bottom and select More Notebooks
(please don’t select + Notebook as we advise that you only create a Class Notebook
through the steps outlined earlier in this tutorial.

8:49 am Wed 21 Nov

B U  abe A i« f— = &= = = [~] 77 ? ')
— = i= [v]
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3. Once you have selected More Notebooks, a list will appear. If you can’t find the
notebook you need, you may need to select Open more from OneDrive. Once you
have found your desired Notebook in the list, click on it to open it.
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Cancel

Open More Notebooks

RECENT

General School 2018

qedui-my.sharepoint.com » p...cuments » Class Notebooks
7 Science 2019
Gedu-my,sharepoint.com » Class Notebooks

Science 7X 2019
qedu-my.sharepoint.com » p..cuments » Class Notebooks

111CJ 2018

GEtiU-my.Sharepoint.com » p...cuments » Class Notebooks

10A English Publications
qedu-my.sharepoint.com » p...cuments » Class Notebooks

IPT

qedu-my.sharepoint.com » p...cuments » Class Motebooks

y gy Senior Syllabus
Gedu-my.sharepoint.com » p...ocuments » Staff Notebooks

11PSY 2019

gedu-my.sharepoint.com » Class Notebooks

Bundaberg District English Cluster

eciu-my.sharepoint.com » p..ocuments » Staff Notebooks

Open more from OneDrive

4. After a brief loading screen, your Notebook will appear in the left pane. If your
Notebook is large, it may take some time to sync for the first time. You can speed

this along by opening individual sections and waiting for them to load.

Calibri 20
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B iPad Development
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B Psychology Senior...
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[J 7 Science 2019

+

Notebook

Welcome

+ Section

> __Teacher Only

i > _Read Only Content

£ = =
7 Science 2018 Edit

Welcome tothe.. (© &

OneNote is your very. =

OneNote for Teachers t...

> _Class Sharing Space

OneNote for Students t...

OneNote Basics

FAQ : OneNote Class N...

Try out a Staff Notebook

+ Page

Welcome to the OneN

OneNote is your very own ¢

Your OneNote Class Notebook is ¢
1. Student Notebooks -- a private nc
while students can see only their ¢

2. Content Library - a read-only not:
3. Collaboration Space - a notebook

Content Library Stu

If you are having issues with this process, the following steps may help you: Google the specific
problem for a solution, call Apple on 1300 321 456 for any Apple-related issues, or book a time to

access in-house help with your issue.
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