Tynecastle High School
January 2020

iPad Set Up

So that your iPad is set up for you to make the best use of it you MUST follow these
instructions when you first switch on the iPad..

**The City of Edinburgh Council use a system called Meraki to
) manage your iPad. When you first set up your iPad, at some point
Passcode Requirement h .
R e your iPad will ask you to enter a passcode. You MUST enter a
minutes. passcode so that your iPad remains secure at all times. You could
' make the passcode the same as your school login username
Continue (that is your 9-digit Scottish Candidate Number), however you
can make this any number or characters you wish - just make sure
you remember. ™™

Section A - Connecting to your home wifi
*s/eep/wake button

Step 1 Turn on the iPad by pushing the home
button on the front of your iPad. Push the home
button again to unlock the iPad.

Step 2 Tap on Settings > Wi-Fi > Tap on your
wireless network /

iPad 18:41 b 5a% @
Settings Wi-Fi
, irp ‘ -Fi p
= Wi-Fi Not Connected
CHOOSE

Notification Centre

@ Control Centre

Do Not Disturt

isturb Ask to Join Networks

Known networks will be joined automatically. If no known
available,

networks are available, you will have to manually select a
Ea General network.

m Sounds

home button

Step 3 Enter your wireless network password and
tap ‘Join’. Once you see a tick beside your network
press the home button to go back to the home
screen.

Cancel Enter Password Join

Password eeeeeese
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Section B - Setting up your school email address

Step 1 Tap on the Settings App (like you di

dto

connect to the wireless), then tap on ‘Passwords

& Accounts’, then tap on ‘Add Account’.

524 Won 23 Do e

Settings Passwords & Accounts.

Bluetooth
D Website & App Passwords

Notifications AutoillPasswords

@ sounce

Step 2 Tap on ‘Microsoft Exchange’

N

Settings < Accounts Add Account
B suetooth
HiCloud

Notifications
€ souncs Microsoft Exchange J
Do Not Disturb GO gle
B screenTime

AV/N R7aVYaY)

Step 3 Enter your school email address
(this is your 9-digit Scottish Candidate
Number followed by @ea.edin.sch.uk,
e.g. 012345678 @ea.edin.sch.uk) then tap
in ‘Description’ which will change to
‘Exchange’, then tap on ‘Next’

Step 4 Tap on ‘Sign In’

Step 5 The next window will ask you to
sign in to your school account. You only
need to enter your Username (which is
you Scottish Candidate Number) and your
school account password.

Fetch New Data

) control Centre
Display & Brightness
@ Accessibility

) walipaper

siri & Search

Touch ID & Passcode

£ satery

iTunes & App Store

B wallet & Apple Pay

Cancel

Exchange ‘ '

Email

Description

Cancel

Exchange

Email

J@ea.edin.sch.uk

Description Exchange

Adding an Exchange Sign into your or to remotely
manage your device 1e3.edin.sch.uk” Exchange ons and remotely

erase your device.

G

Cancel AA bts.ea.edin.sch.uk &)

Microsoft Office 365 Login

4

[ Learning & Teaching

Type in your user name (payroll number for staff, SCN for students) and password.

LEGAL WARNING: You have accessed a computer managed by The City of
Edinburgh Council and CGI. Unauthorised access or use of this site (and
any connected systems data) is prohibited and constitutes an offence
under the Computer Misuse Act 1990. By accessing this site, you signify
your acceptance of the terms and conditions set out in The City of
Edinburgh Council ICT Acceptable Use Policy.

account using Microsoft?
Your email address will be sent to
Microsoft to discover your Exchange
account information.

Configure Manually

L Sign In )

Step 6 If you
see this
message tap
‘Continue’

B Microsoft
J@ea.edin.sch.uk

Are you trying to sign in to iOS
Accounts?

Only continue if you downloaded the app from a

stoPeemuebsite that you trust.

(=)

© The City of Edinburgh Council. For assistance -
please contact the Digital Learning Team.
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Step 7 The next pop-up should look like this. -
Tap on ‘Save’. Once you tap on ‘Save’ you

will be taken back to Settings, like the

window below.

|

Settings

B) sluetootn off

Notifications
Sounds

Do Not Disturb
Screen Time

(&) ceneral

B control centre
Display & Brightness.
Accessibility
Wallpaper
Siri & Search

[0) Touch ID & Passcode
B sattery

u Privacy

iTunes & App Store

B walet & Apple Pay

% Passwords & Accounts
£) mai

Passwords & Accounts

) website & App Passwords

(&) AutoFill Passwords

ACCOUNTS

Exchange
Mail, Contacts, Calend

Add Account

Fetch New Data Push

Cancel

) mai
!j Contacts

-_
Calendars
Reminders

~ Notes

Exchange

Step 8 To make sure you see all of your email,
and not just the emails for one week, tap on
‘Exchange’ in the Mail settings, then tap on
‘Mail Days to Sync’ and change this to ‘No

Limit’.

Settings

Bluetooth

Notifications

m Sounds

Do Not Disturb
Screen Time

Passwords & Accounts

Off
0 Website & App Passwords

AutoFill Passwords

7

Exchange
Mail, Contacts, Calendars, Reminders, Notes

Add Account

£ wai

@' Contacts
Calendars

° Reminders

~ Notes

olefolele

Mail Days to Sync

1 Month )

( Exchange

Mail Days to Sync

(\ No Limit

1 Day

3 Days

1 Week
2 Weeks

1Month

Step 8 That’s your school email set up. You can now access your school email through the
‘Mail’ App on the home screen. To go back to your home screen press the home button on
the front of your iPad.
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Section C - Creating an iCloud Account / Apple ID

So that you can install Apps, manage documents and back up your iPad we will create an

iCloud Account (also known as an Apple ID) for use in school.

Step 1 Tap on the Settings App (just as you did
for the wifi and Mail) then tap on the top left
setting which says ‘Sign in to your iPad’.

Tap on ‘Don’t have an Apple ID or forgot it?’ And
then tap on ‘Create Apple ID’.

Cancel

A Apple ID

Sign in with your Apple ID to use iCloud and other Apple services.

i¢ Apple ID

| | k Don‘t have an Apple ID or forgot it?
)it >

| «a @3 200086

Your Apple ID is the account you use to access all Apple services.

.
Pl [ 3

) —

Step 2 Type in your First Name, Last
Name and Date of birth and tap ‘Next’

Step 3 Enter your school email address
ending @ea.edin.sch.uk and tap ‘Next’

(

Settings

Q Search

This iPad is supervised and managed by City of
Edinburgh Council. Learn more about device
supervision...

Sign in to your iPad

k Set up iCloud, the App Store and... '

v ‘—‘_—’ ( Create Apple ID )

ot A
Don’t have an Apple ID or

forgot it?

Forgot Apple ID?

! Remember - Your school
email address is your
Scottish Candidate
Number@ea.edin.sch.uk

Date of birth 23/12/2019

Your date of birth is used to determine which services to set up on this iPad.

Cancel
Ji Cancel ' .
Name and date of birth
i
First Name h
I
| Last Name

g! < Back

rvis
eil. |

Email address

®

Email °
n i

_~@ea.edin.sch.uk

th

up i SWITT e your ew AppTeTo:

ol Do not have an email address?

eN Apple News & Announcements

| @)

Stay up to date with Apple news, software updates and the latest information about
products and services from Apple.
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Step 4 Enter an Apple ID password.
You should make this the same as
your school login password and
tap ‘Next’

Step 5 Choose the security
questions and answers and tap
‘Next'.

“*Please make a note of what
questions and answers you select
here. Apple will ask you these
questions from time to time. Keep a
note of them somewhere safe. You
could disguise them in a sentence or
paragraph as if you were writing to
someone.**

;3 < Back ‘ Next '

Password
o

Password ecccccee

ni
pi Verify eoccccoe
Your password must be at least 8 characters long, include a number, an uppercase
letter and a lowercase letter.
2N
< Back ‘ ’
il
Securit ti
Question 1 of 3
N
h . !
Question Choose a question
Answer
ic

Step 6 Agree to the Terms and Conditions twice

o < Back
it

Send by email

respective d and Game Center Terms and Conditions.
IC A.i0S Terms and Conditions

B. iCloud Terms and Conditions

! C.Game Center Terms and Conditions

THE SOFTWARE UPDATE.
o¢

Disagree

& briyriuices

Terms and Conditions

an Cancel Agree
Please read the following terms before using your i0S device. By using your iOS

device, you are agreeing to be bound by the i0S Terms and Conditions. If you
choose to use iCloud or Game Center, or both, you are agreeing to be bound by the

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT ("LICENSE") CAREFULLY
BEFORE USING YOUR iOS DEVICE OR DOWNLOADING THE SOFTWARE UPDATE
ACCOMPANYING THIS LICENSE. BY USING YOUR iOS DEVICE OR
DOWNLOADING A SOFTWARE UPDATE, AS APPLICABLE, YOU ARE AGREEING
TO BE BOUND BY THE TERMS OF THIS LICENSE. IF YOU DO NOT AGREE TO
THE TERMS OF THIS LICENSE, DO NOT USE THE iOS DEVICE OR DOWNLOAD

(ﬁ

;repinm ta ha haiind ki tha iNQ Tarmme Aan A f‘nr\diti
ou . to
ar Terms and Conditions
| agree to the iOS, iCloud and Game
he Center Terms and Conditions.
- q

Agree

*After tapping on the second ‘Agree’ you may have to wait a
few minutes for your iPad to sign in to iCloud. If you have

waited for more than 3 minutes and the iPad appears to be Signing in to iCloud...
frozen, press the home button to return to the home screen,

then open Settings again.

Step 7 You will now have to verify your email address in Verty yourarma aress FEENMG.acinsch.uk” o
Settings. Go back into Settings if you have gone back to the Clout ot the A Stoe anlyour el adess hs been
g gsity g 0

home screen, and tap on ‘Verify your email address’.

Verify your email address

- —verified

i Verify email address

Use a different email
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Step 8 To verify your email address you may be sent a
code from Apple to your email. You have to open your Verification code
email in the ‘Mail’ app, check for the code, then open
‘Settings’ again and type in the code. Your Apple ID An email with a verification code has been sent to

and iCloud account will now be verified. " - _  J@ea.edin.sch.uk
Please enter the code below.

| ! Your iPad may also tell you S —

about “Two-Factor Authentication’. _ o
FOI’ thIS yOU MUST l‘ap on ‘N_Ot Did not get a verification code?

J

Now’.

Section D - Setting up your Apple ID for the App Store

**You must follow these steps to ensure you are not asked for payment details**

Step 1 Press the Home Button to go
back to the Go to the Home Screen .z
and tap on the App Store, then tap on \. .
‘Contl n U e ’ . ’ Allow “App Store" to access
your location?

Allow While Using App )
The App Store will ask you if you want to allow the App Store to accey B oo u
your location while you use the app. Tap ‘Allow While Using App’. . e

Step 2 We’'re going to install the App called Teams.

At the bottom of the App
Store screen, tap on
‘Search’ and type in
‘Teams’

[ ]
E] Today f Games g Apps K Arcade (Q Search '

Filters v Q_ microsoft teams (>} Cancel

Step 3 lnSta" the App Ca”ed ‘Teams’ TO Microsoft Teams Microsoft SharePoint
do this tap on the button beside the App e cwr )iy e ]
that says ‘Get’. This icon will change to
say ‘Install’, so then tap ‘Install’.

One place for your team’s conversations and content
Search & browse SharePoint
[T
- o
N
L 1
. =

Sign In

4 )
m' . Use Existing Apple ID

Cancel

Step 4 Sign In with your existing Apple
ID (the account you just created) —— |

| 4 Remember - Your Apple ID is

your school email address e
Scottish Candidate
number@ea.edin.sch.uk and the . This Apple ID has not yet

password you just made been used in the
iTunes Store.
I Tap Review to sign in, then review your

account information.

Step 5 Tap on ‘Review’ |
m Review
il |
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T

Step 6 Make sure ‘United Kingdom’ is Cancel Complete your Apple ID ( Next ,
selected, tap beside ‘Agree to Terms and
Conditions’ and tap on ‘Next’

. :}@ea.edin.sch.uk

To make purchases with your Apple ID, you need to accept the Apple Media
Terms & Conditions, then add a payment method.

' United Kingdom f
1 Agree to Terms and Conditions () ‘
h
| By tapping Next, you acknowledge that you agree to the Apple Media Services Terms and
Conditions.

Back Complete your Apple ID Next
Cr
b1
e PAYMENT METHOD
You will not be charged until you make a purchase.

Step 7 Make sure that ‘None’ is *  Credit/Debit Card
Selected aS the payment l... Maestro, Visa, MasterCard, American Express
method. | PayPal

- Mobile Phone

; = None v ’

Step 8 Enter the school s
address and phone number for | Back geipete younappici pos
the ‘Billing Address’. (Copy the { Surname
information on the right and
be|OW.) BILLING ADDRESS
| Street 2 McLeod Street
I Street
Address: 2 McLeod Street -
Postcode: EH11 2ND Street
Town: Edinburgh = Postcode EH11 2ND
Phone: 0131 337 3488 5
Town Edinburgh =
ot County
: Phone 013 3373488
I Country/Region: United Kingdom

Step 11 You should see a window that says ‘Apple ID
Complete’.

Step 12 Now go back and search for the app called “Teams’
and install the app. (See section E to sign in to Teams)
Step 13 Select ‘Always Require’ when your iPad asks you

about additional purchases. | % R oo

APP

Apple ID Completed

App Store Cancel

ACCOUNT [ @EA.EDIN.SCH.UK

‘ Install

**Congratulations - you have set up your iPad!** . =
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iPad Set-Up Checklist

HiEINIn

Joined Wifi

Set up school email account

Created an iCloud Account

Installed the App ‘Teams’

Your iPad is now ready to be used!

Some Apps you should install now that we will use in school are (all free) -

« Word (see next Section E)

« PowerPoint (see next Section E)
- OneDrive (see next section E)

- OneNote (see next section E)

. iTunes U

- Kahoot and Quizlet

Apps we do not expect to see on your
school iPad are Snapchat, Instagram,
Facebook and Facebook Messenger.

Your teachers will let you know which apps to install for each class.

Issues

If there are any problems with your iPad, case, charger or wire you MUST let us know. You

should report any problems to Mrs Cochrane the Business Manager in G76 or Mr Penman

the AV Technician in the school office.

*Notifications*

Notifications for apps you use regularly in school,
for example Mail and iTunes U, should be ON.
Notifications for all other Apps should be OFF.

iPad

Settings

Airplane Mode

Wi-Fi
Bluetooth

8 Control Centre

Do Not Disturb

(% Notifications

a1 26% @

Notifications
Swipe down from the top of the screen to view Notification
Centre

NOTIFICATIONS VIEW
Sort Order Recent

Group By App

NOTIFICATION STYLE
('e} App Store
Badges, Banners

o= Calendar

ON for essential school apps.

OFF for everything else.

Pad =

Settings

Airplane Mode
B8 wiri LT_OPEN
Bluetooth o

B control centre

Do Not Disturb

&) ceneral

Display & Brightness
Wallpaper

Sounds

B rasscode

n:41

< Notifications App Store

Allow Notifications

Show in Notification Centre
Badge App lcon

Show on Lock Screen

2%

chchchch
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Section E - Setting up Office 365 Apps

The City of Edinburgh Council gives every student
free access to Office 365, the Microsoft Office suite
of applications. To activate the Apps for use you
need to follow the instructions below. It is the same
process for every Office App. We will use the app
Teams as an example.

Step 1 Install and open the app ‘Teams’.

| -
Step 2 Tap ‘Sign In’ -

Microsoft Teams

5.8

Welcome to Microsoft Teams!
A happier place for teams to
work together.

/- ’
Sign up for free

Step 3 Sign in with your school email address (the one
that ends @ea.edin.sch.uk)

>

Sign in using your work, school, or
Microsoft account.

J@ea.edin.sch.uk

Get help with signing in

Step 4

Then sign in

again using just Microsoft Office 365 Login

your SCN Learning & Teaching

n u m be r and you r Type in your user name (payroll number for staff, SCN for students) and password.
sermame: ()

school account ——p "

password

Step 5 Tap ‘Allow’ to turn on Notifications.

Step 6 Tap ‘Allow’ to turn on the microphone. (You may
not use this but good to have it available.)

Step 7 Say ‘Next’ to the next few screens and then the
main Teams screen will appear. You may not be part of
any class Teams yet, but when your teacher adds you
they will appear here.

“Teams" Would Like to Send
You Notifications

Notifications may include alerts,
_ sounds and icon badges. These can be
configured in Settings.

Don’t Allow Allow

UEL NUITIEWURK UUIIE dHIVWIIEIE.

[ ————

Congratulations - you have signed in to Teams. You will now automatically be signed in to

the other Office 365 apps when you use them.

Settings

! Finally - you may have some ‘Apple ID R TR o .
Suggestions’ in Settings. You can tap ‘Continue’to Apple ID Suggestions )
update your Apple ID Settings. However - always
tap ‘Not Now’ underneath Two-Factor Airplane Morle

Authentication. \ Wi

Bluetooth

Notifications
LW

his iPad is supervised and managed by City of
ncil. Learn more about device

LT_OPEN y

Off

Update Apple ID Settings
Some account services will not be available until you sign
in again.

Continue

Two-Factor Authentication

Two-factor authentication is the best way to keep your

unt secure. It can protect your account even if someone

acco
has found out your password.

When signing in, you will verify your identity using one of
our devices or your phone number.

Turn on

Learn more

( Not now '
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