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How to access your email in School
Step 1 on your desk top you will see the Icon below:

Your Username is the same as your network username you just need
to add @netherstowe.com and the password is also the same as your
network password. An example of this would be
15rotchellC@netherstowe.com

Once Logged in you will see the following screen

Jearch r“"-’ﬂ.‘l F‘-‘“‘f . p

@ New|v Q Mark all 3 read
A Folders
Inbox

Filter v
Clutter

n 50 min 9 A ond
Sent ltemg Gonds

You will then see a tool bar at the top where you can create new
email and there is a folder structure on the left hand side.
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Creating an Email
Select New from the menu and the following screen will appear

From ¥ CRotchell@netherstowe.com

E ' This is where you type the recipients email address.
« "To" will open the address book where you can search

»' Add a Title here

Mr C. Rotchell
Head of ICT

Nether Stowe Scheol . .
st Crads Road This is where you can type your message
Staffordshire

M A B I U & A = v

=< ¥ Once complete you can click Send

Keyword Recipient the person who revives the email

Adding Attachments

s 5 If you selected attach this will
From = CRotchel@nememmle, allow you to find a file that you
" want to link to the email,
remember that a file must be
smaller than 10MB

Cec

Bec

Mr C. Rotchell
Head of ICT

Nether Stowe School
St Chad's Road
Lichfield

Staffordshire
WE132 TNR

AA A B I U & A = v

Discard @v w © ré
4 * ]
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Replying to an email

When you open an email, a reply option will appear in the top right
hand corner.
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“g platform@parentpay.com
- * D Replyall | v

MrC hell & [
r C Rotchell ¥ | More action

®/P protect your privacy, some content in this message h
been b To re-enable AT NS

the blocked features, click here.

To always W co
/ dlways show content from this sender, click here,

E.'Paren tPay

ParentPay Payment confirma

Reply

Reply a
Forward
Change default >

Reply all by meeting

Delete

Delete all messages from platform@parentpay.com
Move to Clutter

Mark as junk

Mark as phishing

Unsubscribe

Mark as unread

Flag

Assign policy >
Print

Show in immersive reader

If you click this arrow you
can get a range of options
= from reply, reply all and
forward. If there are
multiple people in the email

1\

if you “click reply all” it
will go to all recipients
reply will only send it to
the person that sent it
you.

Forward allows you to send
copy of the emails to
someone else and all
attachments.

| Delete allows you to

delete the email
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Downloading and Saving Attachments

When you receive an email you will see that attachment at the top of
the email

If you then click the arrow there will be |

a list of options where you can either

SN CRCRERIER T L1 preview the attachment or download it.
USB Drive - Guide

Remember if you open the attachment
i M A Dicken @4 no changes will be made.
STAFF ALL ¥

R‘.‘ How to use Bitlocker on...
=Em 206 KB

v

¥ Show all 1 attachments (206 KB C:vi How to use Bitlocker on a USB.pdf

Save to OneDrive - Nether Stowe School

Dlaaca find attarhad 2 miida tn nicina Ritl arbar +a nacawunrd

Accessing Email from Home
Visit www.netherstowe.com and click student’s tab. Select student
email from the menu

ther Stowe School

“ Aspir&p Excellence

Home Admissions v Vision & Values Student Parents v Sixth Form v Staff v AboutUs v =

Once clicked it will then ask you for your user name and password (Same as your
network user name and password) you will need to ad @netherstowe.com to
username

Installing Web App on your Phones and Tablets

In the App Store or Play store search for Outlook 365 app and
download the app. You will then be asked for your user name and
password for your email.
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Accessing Files from your Subject Teachers (Stella)

On the Menu in your email you will see a square this will allow you to see other
programs within your emai

XX
’é‘ Qutlook

Once clicked you will see a range of options

Office 365 If you then click SharePoint you will see a
New Site Called Stella. Each of your
A q 5 q .

v subjects will be uploading files for your
@ owosk @ OneDrive subjects. Click on the site There is a
@ wors @ o shortcut on your desktop
n‘ PowerPoint W OneNote Stella

Sioapie % Teams Under construction - A new
B st @ - star is born
Y 12 nours soc
All apps > o o
Documents [

If you then click documents from the left hand menu you will see there is a
folder for each of your subjects where you can access any class materials for
your subjects. From here you can download files.

X-XW Stella
'0* Public group

0O Search -+ New T Upload o Sync @ Export
L2 oY

Home

Documents
Conversations
™ N "
Documents Ll lame
Shared with us B At
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