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New Student — Home Setup Guide GRAMMAR
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This guide will cover all relevant information as to setting up your laptop for use at Mentone Grammar.

Topics covered by this guide include setting up:
e Your own password
e School Wifi
e Microsoft Apps
e Adobe Creative Cloud

If you have any of the applications already installed on your laptop (e.g. OneDrive), you can sign-in to
them using your Mentone Grammar student account once you set your password.
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Attention for Windows 11 Laptops

s Windows 11

Windows now requires a backup phone number or email address in addition to the student’s personal
email when performing the initial setup of a brand new or reset laptop.

For younger students, it is highly recommended that a parent phone number is used as the backup
contact to ensure that passwords can be reset promptly in the future if needed.
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IT Support

The IT Helpdesk team is on-hand to provide technical support for your Mentone Grammar login and
accessing school websites.

If you have an issue with software or logging in to a website, contact | TAssist@mentonegrammar.net

If you have an issue with your laptop, discuss with your mentor about visiting the IT Helpdesk outside
of class time.

The IT Helpdesk can be found in the Greg Fish Library (GFL) on the Senior campus (Frogmore).

Your Mentone Grammar Student Account

Your student username is the first 4 letters of your surname + 3 numbers
All school email addresses are a student or staff’'s username followed by @mentonegrammar.net
E.g. Jason Stanley’s username would be STANOO1 and email STANOO1@mentonegrammar.net

Usernames and emails are not case sensitive, but passwords are case sensitive

First 4 letters of Mentone Grammar email ending
your surname (All Mentone Grammar emails end with this)

| |
NAMEOO1@mentonegrammar.net
1

3 unique identifier numbers
(e.g. Siblings may be NAMEOO1 and NAMEQO02)
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Setting Password + Setup School Wifi
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You can setup any of your devices at home to join the wifi automatically when you arrive at school.

As part of this process, you will also set a password for your student account.

1. On the laptop you will use at school, ensure you are connected to a Wifi

o If you are at school, connect to MGWiFi-Setup

2. Go to https://wifi.mentonegrammar.net/

3. Open the Windows/Macbook instructions in a new tab, then press the Click to Continue and
follow the prompts — referencing the guide as required.

Click Here for the Windows MGWiFi Guide

Click Here for the Macbook MGWiFi Guide

Open the guide

Eor Help ...then press
Select your device below. CIICk to Contlnue
“ |

4. When prompted to sign-in, enter your Mentone Grammar student email

(Username@mentonegrammar.net) followed by the temporary password provided to you and
press sign-in

BS Microsoft

% MENTONE GRAMMAR
Slgn in & STANOO1
to continue to Outlook @mentonegrammar.net
STANOO1@mentonegrammar.net Enter password

Can't access your account?

Sign in with a security key (7)

Forgot my password
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5. The following window will ask you to set your own password his password will be what you
use to login to your student account on all school websites.
o Enter the temporary password in the top “Old Password” box
o Set your own custom password in the 2 boxes below

Your password must contain:
e 8 characters or more
e An uppercase letter
e A number of symbol
e Doesn’t contain a banned word
o Banned words: Password, Student, Mentone, Grammar, School, 3194, Welcome

i MENTONE GRAMMAR

STANNOO1@mentonegrammar.net

Update your password

You need to update your password because this is
the first time you are signing in, or because your
password has expired.
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Once you have set your own password, you will be asked to setup a self-service password reset
(SSPR) method. This will allow you to use the Forgot My Password feature if ever needed.

Note: If skipped, this will pop-up every time you open a school website until it is setup

1. When you reach the below prompt, press | want to setup a different method

Microsoft Authenticator

0 Start by getting the app
On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose “Next".

| want to use a different authenticator app
| want to set up a different method (— Skip setup

2. From the drop-down list, select Security questions then press Confirm
You can use any method, but Security questions are recommended as it doesn’t

(@)
require access to a mobile or personal email if you need to reset your password.

Choose a different method b

Microsoft Authenticator

@ Approve sign-in requests or use one-
time codes

Hardware token

@ Sign in with a code from a hardware
token

% Phone
Get a call or text to sign in with a code

E Email
Receive a code to reset your password

-’? Security questions

Answer these to reset your password

3. Select 3 questions and provide 3 answers, then press Done to finish the account setup

4. Complete the Wifi setup — referencing the instructions as required
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All Mentone Grammar students have a Microsoft Office 365 licence through their school account.

@D R E A ST H e

If you do not have Microsoft 365 apps installed:

Go to http://portal.office.com/account and login with your student account

Press the Install Office button

{ Office apps & devices

You can install Office on up to 5 PCs or Macs, 5 tablets,
and 5 smartphones.

Install Office

View apps & devices

Open the downloaded Office installer
OfficeSetup
Microsoft 365 and Office
Microsoft Corporation

The Microsoft Office apps will install with a licence from your Mentone Grammar account
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If you already have the Microsoft Office apps installed on your laptop, you can sign-in with your
student account to licence the apps

We

Sign-in Microsoft Office Apps

1. Open any Microsoft Office app (e.g. Word)

2. From the Home page:

If you are already signed in with another

Click on the Sign-in button, OR account, click on your account icon then
Add an account

B o
q Sign in ,.5:? WA
(Windows) Sign Out
O View account
< r ’ Office user info
Sign in
,Q\ Add an account R
(Macbook) i e

3. Sign-in with your student email and password

BT Microsoft
Sign in

NAMEOOT1@mentonegrammar.net X

MNo account? Create one!

4. When prompted with the below, untick the box and press Next to complete sign-in

Use this account everywhere on your device

Windows will remember your account and make it easier to sign in to apps and
websites. You won't have to enter your password each time you access your
organization’s resources. You may need to aliow them to manage certain settings on
your device.

u Aliow my organization to manage my device
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Microsoft OneDrive
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1. Go to the Start Menu (Windows) or Applications (Macbook) and open OneDrive
o If you don’'t have OneDrive installed, search “OneDrive Download” on Google and
click the first link to download and install the app

OneDrive

I a App

2. Click on the OneDrive cloud icon in the bottom-right of the toolbar (Windows) or
the top toolbar (Macbook)

EMNG
us

3. Press the Settings Cog > Settings (Windows) / Preferences (Macbook)

& OneDrive ﬁ £33
ﬁ £83 Settings

& Send feedback
4. From Account tab, press Add an account

3 Sync and backup

| & Account ﬁ + Add an account

f.:l. Motifications

5. Enter your school email when prompted and follow the prompts

Email address

| NAMEOD1 @mentonegrammar.net ~ ‘
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Microsoft Teams
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Microsoft Teams does not install as part of the Microsoft Office 365 installation in previous steps
You can download and install the Teams app by clicking this link

If you only have Teams Personal (Free) installed, you won’t be able to login with your school account —
please install the Microsoft Teams app from the above link

q. ® ®
Teams Personal Microsoft Teams
Can’t login with school account Can login with school account

You will be prompted to sign-in when opening the app

If you are signed in with a previous school account, click your name in the top-right and sign-out

Microsoft Edge

Microsoft Edge is the school’s recommended internet browser and is very similar to Google Chrome.

You can download and install Edge here: www.microsoft.com/edge/download

Once installed, you can login with your student account which will automatically save bookmarks,
passwords and history to your account.
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Microsoft My Apps is a shortcut site that provides students links to school websites for their classes.

My Apps

&

You can login to My Apps with your student login via https://myapps.microsoft.com/

All student should bookmark this page for daily use.

" Apps 35 Settings
A r g o I
SYSTEM
Atlas
Rubicon Atlas PaperCut Student To Do Teams
Performance...

Student Café — Timetable & School Events

sk STUDENT CAFE

Gt My Classes ~  eDiary ~  School Links ~ MyResources ~ My Activities v Collaborate v My History -
School Calendar Events €» 9-12 Timetable 2023/2 - Tue 10 Oct (Day 7)
Today's Notices Period Subject Room Teacher
My Details ® Roll Mentor C [MENTORC] 10 FA ® C014,R @® Ms Sharon Chance, Mr Peter Zerman
®© Lesson 1 Unit 3/4 English Language [EL013] 12 A ® F109 ® Mrs Terry Matthew

The student café gives you access to various information such as your timetable and school events.

This website can be accessed via the Student Cafe tile on My Apps

Papercut Printers

o
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Papercut printers allow you to login to any printer at the school and print your work from there, rather
than sending to one specific printer.

School printers can only be added when on MGWiFi, please complete this at school

Click here to find the Papercut installation quides for Windows & Macbook
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Adobe Creative Cloud f¢

Students in Year 7 and above are assigned an Adobe licence to their student account.
Adobe Creative Cloud is an app that allows you to install Adobe applications.
Some subjects use Adobe applications as part of course work, such as Photoshop.

To install Adobe Creative Cloud, go to www.adobe.com/au/creativecloud/desktop-app and press the
Download button.

Follow the prompts and enter your Mentone Grammar email and password when prompted.

00 @

Creative Photoshop [llustrator InDesign Adobe XD

20D @

Lightroom  Acrobat Pro Animate  Dreamweaver Spark

Premiere Pro Premiere Rush InCopy Audition After Effects

VPNs

At Mentone Grammar, using a VPN will prevent you from accessing the internet and other processes.
Even if the VPN appears to be turned off, it is often still running in the background and can interfere
with your connection.

Please ensure any VPN is exited/quit before coming to school.
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