This guide aims to provide technology support and information for you as students

REMOTE LEARNING
STUDENT TECHNOLOGY
SUPPORT AND INFORMATION GUIDE

during any period of remote learning. This includes:

How to get IT support.
Teams, One Note and Class Notebooks.

Resource Centre resources like World Book Online, audiobooks and Pearson
digital textbooks.

SIMON uploading documents.

OneDrive for saving documents.



IT SUPPORT DURING REMOTE LEARNING

The IT Department has developed a webpage where you can access information
and help, if you require any assistance.

This includes:
* Program Installers — Pearson Reader+, Teams, OneNote 2016 etc.
* Support Guides
* Web Links — SIMON, TCC homepage, Edrolo etc.
* Live Chat to IT Staff

Where to find it?

The IT Support page can be found in SIMON under Trinity Student Resources in the
School Links tab

* https://simon.tcc.vic.edu.au

School Links

* Click the link IT Support and you will be
. * Resource Centre - Audiobooks
d|rected to the page_ » Resource Centre - Digital Media

= Resource Centre - Werld Book Online
« Staff Webmail

* You can also go to the page directly by
the following link:
http://itsupport.tcc.vic.edu.au e

Trinity Student Resources

c2oiglirtal - Office 365
» PAT Testing
+ Resource Centre - Audiobooks
» Resource Centre - Digital Media
+ Resource Centre - World Book Online
* SIMOMN Communicator
» Student Web Mail
« Trinity College Newsletier
« Trinity College Website
+ VCE Subject Information Videos
« VEA



https://simon.tcc.vic.edu.au/
http://itsupport.tcc.vic.edu.au/

LIVE CHAT IT SUPPORT

If you are having any Information and Communications

Technology (ICT) issues, you will have the ability to John
message the IT Department instantly through the chat
function on the IT Support page.

This is open during normal school hours and can be
accessed by clicking on “Chat with us” in the bottom
right corner.

Hi! How can we help?

With this Live Chat system and the ability to remotely

control your computers, we can help assist you with

resolving any technology issues you may be James Newcombe ha joine the cht
experiencing from wherever you are. Hi John,

Certainly! How may | assist?

James Newcombe is typing

<} [4 POWERED BY PURE CHAT
Chat with us n

3
. - . - v . H . - -
Jamie Guarracino is enline ﬁ James Newcombe is online Riley Hayes is online ﬁ
-

During a period of remote learning, it remains important to Restart your device
every day, as this often resolves many issues you may experience.

EVERY NIGHT!




FOLLOWING YOUR CLASS TEAMS

e Teams is the main way that teachers will communicate with you during remote

learning.

e Make sure to follow all your Class Teams

1. Click the 3 dots next to the General
channel.

2. Then select Channel notifications.

3. Choose Banner and Feed for all options.

4. Then click Save.

. To do this:

<’ Reply

: 1.
General @

n 12 Business Management 2 qchannel notifications > ¢
[ ]
42 Pin
a Staff

£33 Manage channel
(=}

.E. Resource Centre Get email address

P .
@ NEXUS Resource Centre Group @ Getlink to channel

Channel notification settings X
2020 Yr 12 Bus Man > General

All new posts X §foe D
Notify me every time there is a new post in this channel anner and ree

o —
(O Include all replies 3 R

Banner and feed v

4,
Reset to default Cancel @

Channel mentions

Notify me each time this channel is mentioned




COMPLETING WORK IN CLASS NOTEBOOKS

Class Notebooks and OneNote

OneNote is the place to take notes and complete class activities and assignments
in a digital form, via your Class Notebook. This is where you will provide evidence
of your learning during any remote learning period.

Teachers will invite you to a Class Team which contains a Class Notebook.

OneNote can be accessed by typing couo il OneNote 2016
. move y App

“One Note” into the Windows search.

To get |

to the | Apps
Click on OneNote2016 and it will open. B OneNote >
Search the web
R one note - See web results >
Folders (1+)

File  Home Insert Draw  Histoy  Review View Help  Class Notebook

o e e .
B |5 bk 3 @ LS
e Spreadsheet | Screen Pictures Online | Online Link Recerd
et - Cipping ictures | e

Documents - This PC (14+)

& v 5 e [vous ) zem P e a3 nge  7Im.Ch1 | @Im.Che  NewSection1 | NewSection2 . + S (s P-
o add Page

Watch the video,  Making people do the same thing over and over fi
what does this

suggests

demotivates staff?

what does this When the staff have meaningful work that is chall

suggests motivates appreciate the tasks better |

staff? Page 59

Does this agree Both of the videos agreed that money doesn’t cor H £ one hote E
with or conflict

with the last video
on motivation?

b
n B Type here to search

If you do not have OneNote 2016 installed, the OneNote 2016 installer can be
found on the IT Support page:

http://itsupport.tcc.vic.edu.au

Lo

Onenote 2016



http://itsupport.tcc.vic.edu.au/

RESOURCE CENTRE RESOURCES

Students can access a wide variety of digital learning resources in a remote
learning environment. The passwords can be changed once logged in.

e For Pearson digital textbooks (Year 7-10) click on the following link (which may
work better in Chrome):

https://www.pearsonplaces.com.au/

Username: full email e.g. 24SMITJO@tcc.vic.edu.au
Password: tcc2020

e For audiobook/ebooks, in SIMON click:

Resource Centre — Audiobooks

Trinity Student Resources

Username: full email e.g. 24SMITJO@tcc.vic.edu.au + Curriculum Handbook

* Firewall
Password: password + Google Search

* |T Support

* Microsoft Portal - Office 365

» PAT Testing

e For Digital Media Library, in SIMON click: * Resource Centre - Audiobooks
. . . Resource Centre - Digital Media
Resource Centre — Digital Media

-

* Resource Centre - World Book Online

¢ SIMON Communicator

Username: full email e.g. 24SMITJO@tcc.vic.edu.au + Student Web Mail
* Trinity College Newsletter
Password: Password + Trinitv Golleoe Website

e For World Book Online, in SIMON click:
Resource Centre — World Book Online
This provides you access to the digital encyclopedia.


https://www.pearsonplaces.com.au/

1. On your SIMON Homepage
you will see “Class Resources”

Class Resources

Classes Due (5)

Show 10 v entries

Due Date

Fri 27 Mar 2020
in 3 days

Fri 27 Mar 2020
in 3 days

Fri 27 Mar 2020
in 3 days

Fri 27 Mar 2020

Overdue (2) Results (2)

1f cClass

Year 9 Mathematics
(109MA33SE)

Year 9 Mathematics
(109MA33SE)

Performing Arts (109PA31SA)

Wood and Function

Submitting Assessment Tasks in SIMON

Task

Maths Pathway Test 4

Maths Pathway Term 1 Folio

Script Performance

Steo Ladder

Trinity College

Fi127 Mo 2020 Woos ane Funeion Ste0 Lagser

i SunSmen | G Weamer

Tenetable: 8 A

Hotays (No Cixsses)

Tk Tree

Scrot Peoranca

s

Search:

Type

Classwork Submit
Assessment
Assessment Submit
Assessment Sshmit

3. Click on “Start Submission”

Topic: Course Overview
Description: practice

Task Details

Instructions for Task Submission

2. Find the Class you are looking
for and then click “Submit”

Submit

= To start your task submission process please click the Start Submission button below and begin uploading your

submission files.

« Once you have confirmed that all the files are correctly listed under Uploaded Files for Submission, click the
Submit Task button to submit your task.

* Once you click the Submit Task button, you will be unable to submit additional files, so please ensure all files
are listed prior to submitting the task.



4. Click “Browse”

A window will open.
Locate where the file
is stored and select
the file and click
“Open”.

The file will instantly
start uploading. A
blue bar will appear
to indicate the
upload progress.

5. Once the blue
status bar is full,

File Selection

EC:\Users\eryan\Deskto. Browse...

Target words.docx

Uploaded Files for Submission

Target words.docx  58.29 KB

Submission Notes:

Submission notes are optional, and allows you to supply feedback to your teacher regarding the task.

Submit Task ancel Submission

click on “Submit Task” to submit the file for assessing.

This task was submitted on Monday,

6. The page will refresh, and 23rd March 2020 at 1:54 PM. It is

currently waiting to be marked by the

a blue box will appear to Class Teacher.
notify you that your task has

been submitted.

Task Submission Files

The following file(s) have been uploaded as part of the submission.
Submitted File File Type Time Submitted File Size

@ PRACTICE TASK NOT REAL (Submission) docx File  23/03/2020 1:54 PM  58.29 KB



SAVING TO ONEDRIVE

Saving to OneDrive
Please note: Files will only sync with OneDrive if you have an internet connection

Saving documents from Office 365 Apps (such as Word documents) to OneDrive

1. Click “File”.

File

Save As

@ Recent

Trinity Coll

2. Click “Save As”.

3. Select “OneDrive — Trinity College Colac Inc”.

. OneDrive - Trinity College Cola...
jn u

ewcombe @tccvicedu.a

Sites - Trinity College Colac Inc.
jnewcombe@tccvic.edu.au

Other locations

E‘: This PC
@ Add a Place
B Browse

4. Give your document a name S

(optional) select the folder to save © =

Trinity College Colac Inc.

.
the docu ment Ino -~ OneDrive - Trinity College Cala...
jnewcombe@tcevicedu.au
Name T Date modified
a Sites - Trinity College Colac Inc.
jnewcombe@tcevicedu.au
Other lacations D Attachments 12/04/2019 8:32 AM
. E‘* This PC
5 L] CI I c k Save o === D Device Backup 17/03/2020 3:59 PM
) Addablace
D Documents 4/12/2019 11:46 AM
[ Rrawca

The document has now been saved to OneDrive.



MOVING A FILE TO ONEDRIVE

Copying a file from the Desktop to OneDrive

1. Locate the file you would like to copy.

Test

document.do
Open
Edit

New

2. Right click on the file, highlight it and i

@& Move to OneDrive

left click the mouse to select “Move to -Zip >

@ >
OneDrive”. - 2.

This will move the document into OneDrive.

ey . i
. . * REY . X =i || o™
Alternatively, you can drag a file oo =0 v w2
Clipboard Organize New
into OneDrive by opening a i .5 SRR VLG L
HelpDesk Ticket A [0 Name Status
OneDrive window from File Explorer i . = ;
Screenshots Documer ©
and clicking and draging the file into  «cucene foega :
. @ OneDrive - Trinity College Colac Ir USB Backup ) :
OneDrive g o
s “ & Capure NG 9]
Lenova Device Vids S
Le ja Documents )

This will also move the document into OneDrive



