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Accessing Documents from Home

_ o to the college website portal from main page or click this link - https://northernart.ac.uk/portal/

.| Click the My Documents and shares tab
.

THE NORTHERN MOODLE

VLE ELEE’IRI]HI[:_HEGISTEHS

MY DOCUMENTS & PRINT .
SHARES ACCOUNT OneDrive

2 Log in using your college account credentials - Click on My Files -
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The Northern School of Art Access your School from Home
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You now have access to all your shared drives
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Clicking on a drive will show all your files and folders.

Keep in mind when selecting and downloading multiple files that will appear as a ZIP file on your computer.
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Getting a free copy of Microsoft Office

to install on your PC, Mac, Tablet or Phone

First of all, you need to login to your email account, this has been covered fully in a previous email and | have
attached the PDF outlining this again, however this is a brief reminder.

Go to https://northernart.ac.uk/portal/ then Click on EMAIL

BA [HORS| DERREES  SCHODL LEAVER COURSES  MASTERS DEGREES  STUOY WITH US AHY STUDY WITH US?  OPEMDAYS  RFFLYNOW  ABOUTUS  POATA

TR AN MOSOLE ALl ELECTRONIC REGISTERS Tip: You may need to
: scroll down

MY DOCUMENTS & PRINT :
SHARES acconr DD e

You will then be prompted for your college email address:

For staff it is in the form of firstname.surname@northernart.ac.uk e.g.

Joe.Bloggs@northernart.ac.uk for students it is studentrefno@northernart.ac.uk e.g.

BLOJFA0002 @northernart.ac.uk
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You will then be prompted for your school user name and password.

Outlook Tip: Make sure the box tells

you that:
o crosot http://adfs.nothernart.ac.uk
FEa—— S is requesting your password

® it/ fadfe northemnart 2o uk is requesting your usernarme and password.

Lhzer Marme: |

Password:

You will then be able to access your email.
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http://adfs.nothernart.ac.uk/

However, it's not email we wish to collect, we want to install the freebie Microsoft Office Suite So first
of all you need to click on the square of nine dots in the top left of the Outlook page.

R I

S Favorites

B Sent Items
& Inbox 106

fil Deleted ltems 4174

AR e

Once you've done this then this should drop down:

e

H-H Office 365

ﬁ Outlook ‘ Onelrive

& PowerPoint m OneNote
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Q SharePoint Teams

m Forms H) Admin

Page | 6



Click at the very top on Office 365 and you should be presented with this:

Good afternoon Install Office
+ & o @ & & @ B H L &
Start new OQutlook OneDrive Word Excel PowerPoint OneNote SharePaint Teams Class Sway
Notebook
® ® -
Forms Admin All apps
Recommended

Click on "Install Office” and this should drop down:

Install Office

Office 365 apps

Includes Qutlook, Onelrive for Business
Word, Excel, PowerPoint and more.

w
|€

Ty - =
aint Other install options

—»  Select a different language or install other
apps available with your subscription.

Select the top option (Office 365 apps) if you simply wish to install Office on a PC

Select the second option (Other install options) should you wish to install to a Mac, a tablet, a smartphone
and/or use a different language preference to English.
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Click on the top option and you will get this popup warning you that there will be setup file to install and how
one should go about installing it. Click the second option should you wish to install to anything other than an
English PC.

Just a few more steps...

I] Setup.. - Yes |

",_ -[ =
@ Click Run @ Say "yes" © Stay online
Click the Setup file at the bottom of the Click Yes to start installing. After installation, start Office and sign in
screen, with the account you use for Office 365:

bgoodwin@northernart.ac.uk.

MNeed help installing?
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You then be prompted to save a file to your computer

€ Savens *
1 <« OneDrive - The North... » VPN Link v | D 2 Search VPM Link

COrganize = MNew folder B = 9

j 3D Objects 7 Mame Status Date modi
I Desktop

El Documents
; Downloads
Jﬁ Music

&=/ Pictures

m Videos

== Backups (B:]
i Windows (C:)
- Datall (E:)
- Datal2 (F:)

Ma items match your search,

- Datal3 (G:)
= Home (N:) (YR ¢ >
File name:
Save as type: ;App[ication v
~ Hide Folders Save e Cancel

Click Save (select somewhere convenient to save it should you wish)

In the bottom left corner, you should find:

1 | Setup.Def.en-us_O...exe ~

Click the up-arrow and select the option “open”

If presented with the warning “Do you want this app to make changes to your device” then click “Yes” and
everything should start installing.
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OneDrive for Business

OneDrive for Business allows staff and students access to 5TB of cloud storage space. Please do not
confuse this with OneDrive which is not linked to the Institution and is altogether different.

OneDrive is not a replacement for your home drive but is designed to complement it.

The two primary uses of OneDrive we recommend are:
1. It can be used to move data that isn't used on a daily basis to make space in your home drive if
you are starting to run out of space.

2. It can be used as a Cloud USB stick to transfer data from your network drive/s to it to work at
home and then transfer it back when you come back.

There is a 90 day recycle bin. Once this data is gone, it is gone. Users should be careful what they delete.
The school does not hold its own backup of this data.

When a user leaves they will lose access to their One Drive.

To access your personal Northern School of Art OneDrive, please follow the instructions below.

1. Go to our website https://northernart.ac.uk and click on the portal link, which will bring up the
page below. Then click on OneDrive

THE NORTHERN MOODLE

VIE EL[ETRGHIG_REGISTERS

MY DOCUMENTS & PRINT CRM

"_IIF SHARES ACCOUNT OneDrive For The Northem
o - School of Art

Page | 10


https://northernart.ac.uk/
https://northernart.ac.uk/

2. Enter your username following the example in the screenshot below, then hit next.

Sign in

mccbet0091@northerna rt.ac.uH

Can’t access your account?

3. Enter your password and click Sign In.

< meccbet0091@northernart.ac.uk

Enter password

.ttll¢l¢“‘|

Forgot my password
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4. You will then be presented with the following screen which is your interface to access, your one
drive files. Office files can be worked on, straight from here using the Online versions of the office
Apps. Or they can be downloaded to your local device and worked on offline. Non-office files
such as Adobe Creative Cloud etc would need to be downloaded and worked on offline. All files
once they have been edited and saved can then be uploaded back to OneDrive.

fearch averything L New T Upload I3 Smnc o Flow 1= Sort
BAMBAM MCCONAGHIE [Studen!
E1 My files Files
<) Recent
£ Shared [ Hame File Size Sharing Actiity
F Reqyclebin Aftachments Autust 10, 2077 BAMBAM MCCONAGHIE ([ zems Private
Camera Roll Jarwaary 25, 2018 BAMBAM MCCONAGHIE [ O 2ems. Shan
Edi.Advance.Tdp.Chent,2017-10 B, BAN i rivate
B8 Shared with Everyone Febinuary 24, 2014 BAMBAM MCCONAGHIE |
=] Capturel PNG April 11, 2018 [ 4
Y cover letterdocx ( 355KD \
@ Cv.door Netobar 26, 1016 HE( 25
|5 img20180125 13564103 paf sevaary 25, 2078 BAMELM MCCONAGHIE | 302 K3 Fruste
img201 5597jpg ACHIEL 232 rvate
New T i b
Sl textpsd et B i 100 K t

If anyone has any issues, or wants us to take you through the process or use of OneDrive for
business please get in touch with your IT Dept.
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Accessing email on iPhone

e Click on the App Store
e Search for Outlook in the App store.
e Once you find Outlook Get to install Outlook.

all 02-UK = ¢ 15:28 044 @)
), Outlook © Cancel
amazon Amazon
S Search, compare and buy GET

BT @ axki

Microsoft Outlook
Email and calendar I.\
L & & &
Do more Reply on the go Find everything
Pe0e
CE=—-—
Search
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e Once installed click Open.
e On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk

all 02-UK =
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amazon

=

Da more

15:29

Amazon

Search, compare and buy

Microsoft Outlook

Email

L 6 & GEh

and calendar

b & 6 & &

Reply on the go

@ 40%@ )

& Cancel

GET

OPEN

Find everything

all 02-UK 5 ¢ 15:30 @ 40%® )

Add Account Skip

Enter your work or personal email

majahid.aslam@northernart.ac.ul

Add Account

Create New Account

Privacy & Cookies

@hotmail.com @outlook.com @hotmail.co.



mailto:firstname.surname@northernart.ac.uk
mailto:studentrefno@northernart.ac.uk

¢ You will then be prompted for your school user name and password. Please enter this.
e Then on the Add Another Account screen click “Maybe Later”

all 02-UK = ¢ 15:31 @ 10%e all 02-UK = 15:34 @ 40%@ )
< Not Office 365 (?) Add Another Account
art.ac.uk

1ame and password.

>: [ miaslam ] Ex

[eoseeeed )

Would you like to add
AN\ Done another account?

Maybe i
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Then click “Turn On” on the Enable Notifications prompt.
Then click "Allow” on the Send You Notifications prompt.
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e You then have Access to your School Email Inbox.
e If you click the calendar icon, you can access your School Outlook Calendar.

ol 02-UK =
¢ Inbox

all 02-UK &

¢ March

Today « Monday 16 March WK 12
No events

Tomorrow » Tuesday 17 March

ALLDAY @ St. Patrick's Day (N. Ireland)

(©) United Kingdom

10:00 @® SMS new provider

" L@

(©) General Office

Wednesday 18 March

Thursday 19 March
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e To access other Inbox folders click on your face icon.
e To access Outlook again, just click on the Outlook icon from your home screen.

all 02-UK =
all 02-UK & 16:05
35
m  Office 365
J Majahid Irfan Aslam
B X Outlook
Favourites
© &4 Inbox
2> Sentitems

? Drafts

]  Inbox
B3] _important_
P7 _ToDo_
£ Archived Work
£  Archive
£ BackupExec

P BlackBoard

B wMitel
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Accessing email on Android

e Click on the play Store
e Search for Outlook or Microsoft Outlook in the play store.

Outlook
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e Once installed click Open.
e On the screen you are greeted with enter your school email address, for staff it is in the form of
firstname.surname@northernart.ac.uk for students it is studentrefno@northernart.ac.uk

3:35

Add account

Enter your work or personal email address.

Joe.Newcombe@NorthernArt.ac.uk

G GOOGLE ACCOUNTS

CONTINUE >

Il 8, <
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¢ You will then be prompted for your school user name and password. Please enter this.
e Then on the Add Another Account screen click “Skip”

adfs.narthernart.ac.uk

Type your user name and passward,

User name: | newcambe

Password: [

[ swnin |

I @) <
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e You then have Access to your School Email Inbox.
e If you click the calendar icon, you can access your School Outlook Calendar

336
Inbox

Focused Other = Filters

TODAY » MONDAY, 16 MARCH

Mo event
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