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LOGGING INTO THE
COLLEGE SYSTEM AND
OPENING APPLICATIONS

This guide includes the following topics:

e Devices overview

e Log into the system from your own device
e Locate the main college applications

e Open Teams

e Open Outlook

e Open Word

THIS DOCUMENT COVERS THE SAME CONTENT AS THIS VIDEO:
‘Getting started with the College systems’
INSERT NEW LINK HERE



https://youtu.be/3MkTLiOCyEA

Welcome OAL students!

To fully participate in your course, you will need to be able to log into the
college website and work with a number of applications found there. This
guide will get you started.

Devices for accessing your course

There are three main types of devices students use to access college systems.
You will need at least one of the following devices...

A LAPTOP usually provides the best learning experience as
it has a large screen, a ‘proper’ keyboard and a built-in web
camera. This can be useful when you are creating
documents and participating in TEAMS lessons.

A WINDOWS laptop or CHROMEBOOK is recommended. Apps also work on
MACS but the college is unable to provide support for Apple laptops (including

brand new ones)

r . o

—

A TABLET (including iPADS) can be used to access the
college website and college applications. You may find it
difficult to type using a tablet, and cheaper tablets can run
the apps slowly. TEAMS will work on most tablets.

Note that TEAMS and other Microsoft apps do NOT work on KINDLE FIRE

devices.

A mobile PHONE can be used. You will need an iPHONE or
an ANDROID phone to be able to download current apps —
Windows phones are not supported. It is recommended
you use a phone that is less than 2 years old to avoid issues
with running the latest versions of apps but some older
phones continue to work well.



LOG INTO THE COLLEGE SYSTEM ON YOUR DEVICE

To log into the College system, go to the following web address in your
browser: www.abingdon-witney.ac.uk

If you are using a laptop, it is recommended you use CHROME or EDGE as your
browser as other browsers may not work correctly. On an Android device you
will be using chrome. On an apple device you will use the Safari browser.

1: Tap on the ‘person’ icon towards the top right of the window.

2: Tap on ‘Office 365’:

School Leavers

Undergraduate & Professional

Part Time & Evening

Apprenticeships

College Guide



http://www.abingdon-witney.ac.uk/

3: You will be asked to sign in.

Start by entering your full college email address:

BY Microsoft

Sign in

a.clark@stud.abingdon-witney.ac.uk

4: Next enter your password:

BT Microsoft
€ a.clark@stud.abingdon-witney.ac.uk

Enter password

EXTRA INFO HERE TO AVOID CONFUSION WITH LOGIN INFO BEING SENT



5: Once you have signed in successfully you will see the screen below. You
are now logged in.

Home | Abingdon & Witney Coll X @ Newsfeed X @ Documents - OneDrive x | @ MyHub Student Responsive x4 - a x

C & https//awcollege-my.sharepoint.com/def:

E%Q?g:” | SharePoint

This page displays updates for sites you're following. To connect with people, use Yammer. Learn I'm following
Newsfeed more

About me O

o Following Everyone Mentions o

Apps It's pretty quiet in here. Follow more sites to see activity in your newsfeed O

Recent

userActivityFeedHiddenLis
tF4387007-BE61-432F

8BDB-85E6B9679E48 86

# EDIT LINKS

Trending #tags

Tagging's been quiet lately. No trending tags right now.

Locate and open the TEAMS app

1: Tap the ‘waffle’ icon at the top left of the window. This icon looks like a
square made up of 9 dots:

B Home | Abingdon & Witney Coll X € Nevwisfeed X @ Documents - OneDrive X | @b MyHub Student Responsive x | 4+ = o X

%C @ hitps//awcollege-my.sharepoint.com/default aspx R e | @

This page displays updates for sites you're following. To connect with people, use Yammer. Learn I'm fO”OWiﬂg
Newsfeed more

About me O

oo Following Everyone Mentions

people

Apps It's pretty quiet in here. Follow more sites to see activity in your newsfeed O
Recent

documents

userActivityFeedHiddenLis
tF4387007-BE61-432F-
8BDB-85E6BI679E4B 86

sites

0

tags

# EDITLINKS

Trending #tags

Tagging's been quiet lately. No trending tags right now.




2: The list of available apps opens. To open an app, just tap on it. Below we
are opening ‘Teams’, which is used to meet online, deliver lessons and
contact your tutor and other students. Nearly every course uses Teams:

Home | Abingdon & Witney Coll X Newsfeed X @ Documents - OneDrive x MyHub Student Responsive x| + =
o
C & https//awcollege-my.sharepoint.com/d: QU x O -
Office 365 — Q & 2?2 D
Apps B ; : . ;
1ys updates for sites you're following. To connect with people, use Yammer. Learn |'m fol |OW‘”9
ﬁ Outlook @ OneDrive o

Everyone Mentions

m Word a Excel
Q PowerPoint
o SharePoin w Tean]
m Class Noteb

ﬂ;?f Forms n) Admin
Calendar ’> Stream

All apps —>

here. Follow more sites to see activity in your newsfeed 0

Trending #tags

Tagging's been quiet lately. No trending tags right now.
Documents

New v

3: Teams opens. It includes a ‘conversations’ tab for messaging others and a
‘files’ tab which can be used for storing files. Other tabs may show for your
specific course:

B8 Home | Abingdon & Witney Coll X & Chat | Microsoft Teams X € MyHub Student Responsive X | @ Documents - OneDrive x |+ = a

< C @ hitpsi//teams.microsoft.com/ #

Of7-573¢

s/19:2a6fe0

84e4-bBc

e = it il s m

Recent  Contacts rk Breedon
Recent i\v
Files Organization Activity -+
. Mark Breedqn 731 July 10,2019
O You: You surprise me!
Suggested lark Breedon v
< (o] You okay Mark? Just going up to Common Leys for a while to see someone
Q Alice Snell
= 7/10 11:41 AM
‘* Darren Bailey Fine thanks Mark. Will head out for lunch 12-1. Saw Audrey here earlier and she'll also be in the
room after lunch.
&5 Di Batchelor
Mark Breedon 46 AM
HV. Heather Vickery ’o Okay then catch you later
July 30, 2019
e Jeannette Dunwoody
Mark Breedon 12 AM
& Jenni Ellaway 'o Morning Mark. How are you? Did you have a good long weekend?

’G Jenny Craig 7/30 11:13 AM

LR Louis Rudman
[Type a new message

MD. Michael Dalton A ' @ @ @ B B - B




We have video guides which demonstrate Teams functionality
and how to participate in Teams meetings. Please see the OAL
welcome page below:

https://www.abingdon-witney.ac.uk/welcome-oal-students

(If this page is no longer available, please speak with your tutor and they will
guide you towards the latest resources).

Locate and open the OUTLOOK app

The OUTLOOK app is where you send and receive email. You also have
access to a calendar which can be useful.

1: Outlook is opened from the Apps list:

&~ @) 5 https://awcollege.sharepoint.com/_layouts/15/sharepoint.aspx

Office 365 > £ Search in SharePoint

Appsl

lews from sites
Outlook | . OneDriva
a Excel

m PowerPoint u OneNote
Q SharePaoint $ Teams

News from sites Teaching Skills Academy 2020/2021 Library and Learning Centre
@ Class Notebook a Sway Here you'll see news from sites you test news july 2020 The new LLC pages are livel
follow or visit frequently and other news
suggested by the Microsoft Graph.
i Forms ’ Stream Mark Egan - Mark Egan
6/29/2020 0/24/2019
All apps - 11940 views 19458 views

Documents


https://www.abingdon-witney.ac.uk/welcome-oal-students

2: By default, Outlook will open your email inbox (Emails that have been sent
to you). Tap on an email to view it in full. (Below, a message about updated

COVID guidance has been selected):

<~ O &  https://outlook.office.com/mail /inbox/id/AAQKADhmNjk3IMWIILTM3MztNDIS My ThNJMOLWYONjhjNzY4Y2jNgAQAF38hRg%2BY0q2tI0pj... 3
Outlook R Search m D [l 2

= ]E[ Delete = Archive ® Junk v Sweep 51 Moveto g Categorise ~  (©) Snooze v ] ::r:
~  Favourites © Inbox * Filter ~ Updated COVID guidance (but no change for now)
[= Inbox 2181 € Greg Rendell L) Jacqui Canton o

> Wed 16 December 10:52 Thu 03/1 -
B Sent ltems What would be a goed time, do arrive af... To: All Staff
il  Deleted ltems 71 O Jacqui Canton (=] @ CO\{\D—W College Guidance ...

Updated COVID guidanc... 10:44 ¢

Add favorite Hi all, We have now agreed the arrange...

) COVID-19 Calle...
~olders

Greg Rendell )
» Online qual
Following government guidance I'm still ...

i 2181 €

Inbox 10:36

AN Drafts 35
Mark Breedon; Emma Briggs
B Sentltems . » Query about videoing 1033
Qkay, Mark is happy to come over and h...
W Deleted ltems 71
@&, RasaRinkeviciute
O Junk Email 15 W Menu 1003
Good morning, Come and join us for Chr...
= Archive
Mark Breedon 1]
& Notes ' Additional teams info 0947

No preview is available.
Conversation Hist...
@] Additional team...

Hiall,

We have now agreed the arrangements that will be in place on our premises whilst we are in Tier 2. In sum
continue to apply the same guidance as we did during Lockdown 2. | have updated the language in the att
and attach it for your information, but there are no changes to how we will work for now. This arrangement
until 31" January 2021, unless government advice changes or circumstances alter significantly.

Some of you will have heard that after Christmas we will be bringing a small number of additional students |
face to face lessons. The ESFA has asked us to make sure that 50% of Study Programme lessons for 16 — 19+
delivered face to face. This slight increase in student numbers will make sure that we are meeting that requ
Campuses have been very quiet indeed, so we have risk assessed the requirement to have more students or
not believe there to be a significant risk. We will, of course, keep this closely under review when we return
We will still only have approximately 40% of our students on campus at any one time, so | am confident that
will still be possible.

As always, thank you for everything that you are continuing to do to keep us safe. | am truly amazed at all t
everyone has put in this term......soon be Christmas! A

Kind regards

Jacqui

3: Switch between EMAIL and CALENDAR using the icons at the bottom left of

the window:

h's roiaers [ ]
Greg Rendell
£ Inbox 2181 € > Online qual
Following government guidance I'm still ...
& Drafts 35
Mark Breedon; Emma Briggs
B Sent ltems . > Query about videoing

Olkay, Mark is happy to come over and h...

Deleted ltems 7

We have now agreed the arrangements t
& continue to apply the same guidance as

10:3 and attach it for your information, but th

&

until 31% January 2021, unless governme

Some of you will have heard that after Ct
face to face lessons. The ESFA has asked
delivered face to face. This slight increas
Campuses have been very quiet indeed, ¢
not believe there to be a significant risk.

10:33

@& RasaRinkeviciute We will still only have approximately 40%
Junk Email 15 b Menu 10:03 will still be possible.
Good morning, Come and join us for Chr...
= Archive As always, thank you for everything that
Mark Breedon i everyone has put in this term.....soon be
Notes . Additional teams info 09:47

No preview is available.
Conversation Hist...
@ Additional team...
RSS Subscriptions
. Mark Breedon

Asessment Sheet - Unit 1...

No preview is available.

=

Type here to search

Kind regards

Jacqui

Jacqui Canton

Principal and Chief Executive
Abingdon & Witney College | Woottor
01235 216 252




Locate and open the WORD app

1: The WORD app is often used to view documents and create your own files.
You may be sent links to Word documents from inside Teams. To open
Word, just tap on it from the Apps list:

& O & https://awcollege.sharepoint.com/_layouts/15/sharepoint.aspx

Office 365 — /O Search in SharePoint

lews from sites

‘ OneDrive
a Excel
u OneMNote
Q SharePoint w Teams

News from sites Teaching Skills Academy 2020/2021 Library and Learning Centre
mé Class Notebook X Sway Here you'll see news from sites you test news july 2020 The new LLC pages are live!

follow or visit frequently and other news

suggested by the Microsoft Graph.
ﬂ Forms * Stream Mark Egan £ Mark Egan

6/29/2020 0/24/2019

All apps > 11940 views 19458 views
Documents

2: If you want to create a new document, just tap ‘blank document’:

logging in and finding your apps OAL version 1 - Saved

New

Open

Info

Save a Copy

Print
Blank document
Share
Export
Search for online templates gl

Transform

Suggested searches:  Business Cards Flyers letters Education Resumes and Cover Letters  Holiday

Aa _'1 NAME
§if/ HERE

Close

Take atniir



3: A new blank file is created. Just start typing!

AutaSave = - S D Search _

File Home Insert Design Layout References Mailings Review View Help
o " av = - A _ A Find
En[l |:|}| Calibri (Body) ~ 16~ A A Aa~ -"30 =TF B ZJ, T AaBbCeDe, AaBbceDe AgBbCi AaBbCcl /_\a B &, Rep
h c hepla
Paste 2 Bl = = = = v . . —
B T U~ ~ LA BEl=== 1=~ &~ D~ TMormal | TNoSpac.. Heading1 Heading 2 Title =
v <¥ Format Painter U~ x x| A — - - — =Y == P g g [ Selec
Clipboard [ Font N Paragraph N Styles [ Editing
L |‘2‘|-L-|-§-|‘1‘|‘1-|-3-|‘4-|-5-\-6-|‘?-l-a-\-9‘|-10-|-11-\-11‘|-13-|-14-|‘15-|-0-|-17-|‘18-
~
d Just start typing!
"
-
w
~
»
&

4: To SAVE your document, tap the FILE menu at top left of screen then select
SAVE from the menu that pops up:

P o

AutoSa}\t:. ) 9~ = Document] - Word O Search _
Insert Design Layout References Mailings Review View Help
N y _ o o LFind
'\ Calibri (Body)  ~16  ~|A" A" Aav Ao T naBbcede asBboede AaBbCy Aasbcer AQB | <&, Repi
C
Paste ] 7 i i -
I U~ - £ A T e T Mormal | TNoSpac.. Heading1 Heading 2 Title =
«  <¥ Format Painter Uva x XA - - " g £ [ Select
Clipboard ] Font ] ] Styles ] Editing
L |‘2‘|‘1-|-§-|‘l‘l‘2-|-3-|‘4‘|-§-\-6-\-7‘|-8-\-9‘|‘10-|-11-\-ll-l‘13-|-14-|‘15‘|-Q-|-17-\-18‘

4 Just start typing!

10



Good morning

~ New
Take a tour
pu— -
\ Blank document Welcome to Word
k Save
\\\S%
Print £ Search

Share

Recent Pinned Shared with Me

Export
MName

Transform

Close

Additional teams info

OneDrive - Abingdon & Witney College » 2020 » dec 2020 » oal resources

Document3 - Word

Single spaced (blank) Blue grey resume

i
% basic info from existing team - will be replaced with new guides
(WE

5: You may be shown a lot of locations to save your file. If this is the first
time you’ve saved a file, the easiest place is likely to be your College
OneDrive (which is just space reserved for you as part of your college
account). It is highlighted below. Tap the ‘cloud’ icon:

Documentd -

Pinned

Pin folders you want to easily find late

Abingdon & Witney College

mark.egan@abingdon-witney.ac.uk

Personal

OneDrive - Personal
mark_egan@yahoo.com

‘ ‘OneDrive - Abingdon Witney...
ark.egan@abingdon-witney.ac.uk

Sites - Abingdon Witney Colle...

Today

oal resources
OneDrive - Abingdon 8 Wi

D Downloads

This Week

D abwittraining help vid
OneDrive - Abingdon 8 Wi

mh learndash
OneDrive - Abingdon 8 Wi



6: Enter a name for your file — Below it has been named ‘my first document’.
Tap the Save button to save the file:

Document5 - Word Mark Egan @ @ ® ?
[~ OneDrive - Abingdon & Witney College
@ Recent
my first document
Abingdon & Witney College Word Document (*.docx) (& save
More options... ¢
a OneDrive - Abingdon Witney... N
mark.egan@abingdon-witney.ac.uk [ New Folder
& Sites - Abingdon Witney Colle... Name T Date modified
mark.egan@abingdon-witney.ac.uk
Personal
D 2019 04/07/2019 10:11
OneDrive - Personal
mark_egan@yahoo.com
7 2020 25/11/2019 08:55
Export Other locations
R — EIQ This PC T Apps 18/11/2020 10:51
Ch
%€ @ Add a Place D archive 02/08/2019 12:37
[ Browse ] Attachments 22/00/2020 08:49
D Class Notebooks 23/07/2019 14:16
E logins for tested software etc 02/07/2019 14:30

Your tutor / course may need you to save files to a different
location, including into Teams. Please speak with them.

If you would like help with the content in this guide, in the first instance
please speak with your tutor. If you have a more general question you can
email the digital learning team digital.learning@abingdon-witney.ac.uk

Digital

Learning




