)

Aberdeenshire
COUNCIL A

From mountain to sea

Uploading Work to
Teachers through GLOW
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1 Go to http://glow.rmunify.com

O
Sign In @GlowScot Tweets

1 Inverbrothock PS @in
gwXXlastnamefirstname @glow

( G catonscot
B Remember my username o Education Scotland @EducationSco
Last year Natio | Learning

Signin

Only Glow users are allowed to access this service. If you do not have a Glow username and
password then you may be committing an offence by trying to gain access to this service Wellbeing - t 4 Learning

A 13 %

2 Pupil Launch Pad should have the screen set up already.

If not see GLOW and Teams handout.

Some teachers may have added additional tiles to
support home learning.

App Library

My Launch Pad

@ | = " ofice

Microsoft Teams Mail OneDrive Download Office Now

&
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http://glow.rmunify.com/
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3 Click on Mail Tile

My s = ) Q y

tblf‘-

Microsoft Tea"*s O'*-eD tve Downioad Office Now

IE’#

4. If accessing Mail for the first time some set up is required.
If you do not see this screen move on to step 8

[ [ T . e e " - & e .

&% Outlook
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B Outlook

5 Set the language to

English (United Kingdom) v English (United Kingdom)
(UTC+00:00) Dublin, Edinburgh, Lisbon, Lendon ¥ |
® Save 6 Scroll to find the time zone that

includes Dublin, Edinburgh, Lisbon, London

7 Click Save to complete this step.

8 In the emails there should be a recent email to inform pupils that
their teacher has shared a folder.

O 2 9 Click the email from

the class teacher.
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9 This will open a new tab with access to a secure folder belonging to
the teacher that only they and the pupil will have access to.

HH glow OneDrive £ Search o & ?

D Cooper -+ New ~ T Upload ~ |& Share @ Copylink 73 Sync 4 Download Esotv =~ O

B3 My files

Our files
Files > Pupil name

[ Neme Modified Modified By File Size Sharing

Drag files here

Get the OneDrive apps

Return to classic OneDrive

10 Files and pictures can be clicked and dragged into the folder from
a desktop or pen drive or we can follow the longer process using the
upload button.

11 Click Upload

H glow OneDrive - £ Search

D Cooper -+ MNew ~ T Upload ~~ |& Share @ Copylink g Sync | Download
E3 My files
“0) Recent _ ,
Files > Ms. MclLeod

o Shared

Discover
© [ MName Madified
& Recycle bin

Shared libraries
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12 Select the files option.

OneDrive

e
-+ MNew ~ T Upload ~ =¥ Share
Files
) Folder
P o
Fll'C'_‘: LR R T B [y i M ]
D Mame
@ Open X x
A MM s ThisPC » Desktop ~ | | SearchDesktop 2 | /1500
Organize ¥ Newfolder - m @ [
# Quick access e el ™ ": <em e em. _—
B Desktop * L ope
Documen i - Download 4 Download 5 Glow Launch Pad Hand out 1
& Downloads ~ # @aoutook
& Pictures # =
J Music HANDOUT 2 HANDOUT 3 lhanduutb handout 7
8 Videos
5 This PC — * laified
2
handout 10 Handout 11 Microsoft Teams
File name: || <] |AnFies v
Cancel
- g vermeeme pomy
2 Developing Number ...
€ Open X
4 B > ThisPC » Desktop v | D Search Desktop el
Organize v New folder = - @ @
— - = =
3 Quick access HOLES - ; BLISRCIC] | i e« -
[ Desktop *
Download 4 Download 3 Glow Launch Pad Hand eut 1
Documents *
* Downloads - @5 Cutioo
&= Pictures - I —
J! Music ‘
HANDOUT 2 HANDOUT 3 handout & handout 7
B videos
3 ThisPC EEN . — H
-
=W
(o :
handout 10 Handout 11 Microsoft Teams handout 12
File name: | Microsoft Teams v| >
Cancel
Tl CETTTECIE DOy |
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== Developing Mumber 5...

O search

5/1

L

kdlifi¢

Ces Copy lir

13 Select the file wanted.

14 Ensure the
correct file is
highlighted or the
name is in the box
before clicking
open.
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15 The file should appear in the shared folder for both the
pupil and teacher to access.

Files > Ms. McLeod
ame Vodifiec Viodified By ile Size haring
® [0 n Modified Modified By File Si Sharing
(v] _\Mi(rosoﬂ Teams.exe = A few seconds ago D Cooper 1.71 MB Private

Any files shared this way are only visible to the pupil, their
parents and the teachers with access to the folders.

Gordon Primary School - March 2020 v1



