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What do I get?  
When you collect an iPad from the school, you will be given the following items:  

Å An Apple iPad mini in a Case 

Å An Apple lightening USB lead  

Å A mains Charging plug  

 

  

  

When you collect your iPad, we will have already put it in the case and started the setup for you.    

Switching on your iPad  

Your iPad will already be charged and ready to work. You can switch it on by pressing and holding 

the button at the top of the iPad until the Apple logo is displayed on the screen.   

 

Your iPad must be kept in the protective case at ALL times. The iPad 

and protective case must not be vandalised in any way ς I.E drawn 

on, ripped, attach stickers to it etc.  
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Internet filtering  
Each day that you use your iPad, you will need to open Safari and login. When you open Safari you 

will see a Blue screen asking for your username and password as seen in the picture below.  You 

should enter the same username and password that you use to log in to the school computers.    

  

As you can see, I have entered my student 

login HarperG13 and my password.  Once 

you have filled this in, you can click on the 

“Browse the web!” button. 
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Setting up your school email  
Every student at Chesterton Community College has been provided with a Microsoft Office 365 

account, which includes email.  Your teachers will use this account to send and receive pieces of 

work from you and we will be using it to communicate important updates such as when to update 

your iPad. To set this up, start by opening the settings and select the Mail, Contacts and Calendar 

menu option.  

  

With this menu pane open, select the Add Account button 

at the top.   

  

  

  

  

  

  

  

  

  

Students should select the Exchange option, which is the second on the list of email providers.  
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You will see that a pane opens up for you to fill in your account details.  Again, your email address 

uses the username and password that you use to log into the school computers.  These accounts are 

linked so that it makes it easier for you to remember passwords and minimise confusion.  

  

You can see in the picture above that I have filled out my account details with the email address of 

my school username followed by @chesterton.cambs.sch.uk. You will be able to tell if you have filled 

these out correctly when you click on the next button, signified by a tick next to each box as above. 

You will then be able to choose which items you want to synchronise.  Once complete, you will need 

to setup a four digit pin on your iPad, this is a requirement of having your email on your iPad.  

On some occasions the server does not return an account and you are shown another page to fill in 

some more details to identify the account. These details are shown in the picture below.   

  

You can see that the username is the same as the email address and that the server is identified as 

outlook.office365.com The domain should remain blank.   
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Activating your Microsoft OneDrive account  
Alongside your school email address, the school has also provided an online storage facility known as 

OneDrive.  This gives you a large area to store all of your work online so that you can access them 

anywhere in the world from any device.   

Before you can begin saving your work in the OneDrive cloud storage area, you must first activate 

this account.  This can be done by logging on to the office 365 portal, 

http://portal.microsoftonline.com  on any browser.   

   

  

  

  

You will need to use your school email address 

once again, along with the password you use 

to log into the school computers.    

  

   

  

  

Once logged in, you will need to click on the OneDrive link at the top of the page.    

This will show a screen that says your account is being setup.  There is a short video that explains the 

benefits of using OneDrive, but you do not have to watch this.   

  

  

  

Once you see this screen, you can close 

your browser as your OneDrive account will 

now be activated.  

    

Getting started with Microsoft 

Word app  
You are likely to be asked to use the 

Microsoft Word app to complete some of your work. Your school account comes with the ability to 

use the full functionality of this app for free.  Once again you are going to need your school email 

address and your password for logging into the school computers.    

Begin by downloading the Word app and opening it.   

http://portal.microsoftonline.com/
http://portal.microsoftonline.com/
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When you open the Word app for the first time, you will be presented 

with the screen shown on the left.  This talks you through the basic 

benefits of using the Office 365 subscription.  

  

  

  

   

  

The very last slide asks you to sign in or create an account.  As 

we have already purchased and assigned a license to you, you 

can click on the Sign in button  

  

  

  

  

  

When you see the sign in page (left), you simply need to enter in  

your school email address as before.  You will then be asked to 

enter your password once you click sign in.     
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Using Microsoft Word app and saving to OneDrive  
If you have not yet activated you OneDrive account, you should go back to Page 8 of this guide and 

follow the instructions for activation.  If you do not do this, you will not be able to save documents 

to your OneDrive account.   

  

Upon starting the Word app, you will see that it is much like 

opening Word on a computer as you would in your ICT lessons.  

You can select from many templates, blank documents or open a 

saved document. This is shown in the picture on the left.   

  

  

  

  

  

  

  

In the picture on the left, you can see 

that we have opened a blank 

document and added some text. It is 

important to know that unless you 

save this document, it will be lost. To 

save a document, click on the icon 

next to the back button so that the 

save menu appears (right)  

  

  

  

  

Several save options are shown when you name 

your document.  We would recommend using 

the highlighted option of saving to your 

OneDrive account.  Work saved here will be 

available on any device meaning it would be 

accessible if something happened to you iPad.  
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Setting up a new Apple ID Account.   

If you are under 13 you will need your parents do this for you. 
Some of you will already have Apple ID accounts, which you will be able to sign in with. You will be 

able to use this account to download previously purchased or downloaded Apps. For those of you 

who do not have an Apple ID account or for those parents who wish the child to have their own, this 

guide will step through how to do this without needing credit card details.   

The next series of pictures will guide you through each step of the process.    

1.

   

Open the app store and search for any free app  

2.  

  

Select the app you wish to install, click on the  

Get button  

3.  

  

If you already have an Apple ID you can sign in 

here, otherwise click on Create New Apple ID  

4. 

  

Select the appropriate region for your iPad, in 

this case you should select the UK  
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5. 

  

Accept the user agreement.  You may have to 

scroll through it to see the button  

6.  

  

Start to fill out the new account pane with your 

own details including your email address, 

password and security questions.    

7. 

  

Continue filling out the page with an optional 

recovery email address and your date of birth.  

Students under the age of 13 should use their 

parents DoB.   

8. 

  

You can now select your payment option.  We 

would recommend using the highlighted option  

‘none’  
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9.  

  

Fill out your name and address details.  If you 

do not want to use your home address and 

telephone number, you may use the School’s 

address instead. The details are shown in the 

picture.   

10. 

  

The final process of the setup is to verify your 

account.  Apple will send you an email as above 

with a link that you will need to click on.   

  

You should keep you Apple ID to yourself and you should not share this with your friends.  Any apps, 

books or other software will be linked to your new Apple ID so you will need to remember the 

password.    

If you have any problems setting up an Apple ID, a member of the ICT team will be able to help with 

this at the appropriate time.  There is an iPad surgery advert at the back of this guide and also on the 

door of the ICT office. Please do not ask for this during lesson times as we will not be able to help.    
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Problem Solving  
aȅ ƛtŀŘ ǿƻƴΩǘ ŎƻƴƴŜŎǘ ǘƻ ǘƘŜ ƛƴǘŜǊƴŜǘΣ ǿƘŀǘ ǎƘƻǳƭŘ L ŘƻΚ  

You should start by opening Safari and checking that you have logged in to the filters.  In most cases 

this is all you will need to do to fix this issue.   

L ŎŀƴΩǘ ŦƛƴŘ ǘƘŜ ƛaŜǎǎŀƎŜ ƻǊ CŀŎŜ¢ƛƳŜ ŀǇǇǎ  

At the request of staff and a great deal of parents, iMessage and FaceTime have been disabled on all 

school owned iPads. You will not be able to use these features.   

aȅ ŎŀƳŜǊŀ ŘƻŜǎƴΩǘ ǿƻǊƪΣ ǿƘŀǘ ǎƘƻǳƭŘ L ŘƻΚ  

You should return your iPad to the ICT office at an appropriate surgery time.  The ICT team will 

endeavour to fix the issue, and will replace your iPad if necessary.    

The Screen on my iPad has stopped working, what should I do?   

You should return your iPad to the ICT office at Lunchtime. The ICT team will endeavour to fix the 

issue, and will replace your iPad if necessary.  

I dropped my iPad and the screen has cracked, what should I do?   

We know that accidents can and do happen.  If you have damaged your iPad, please return it to the 

ICT office at Lunch time.  You will be asked to fill in an insurance claim form and your iPad will be 

taken from you for repair.  

The charger for my iPad has stopped working  

Unfortunately we do not cover the replacement of iPad chargers, you will need to purchase one at 

the finance office at a discounted price. Please note that spares will not be loaned out from the ICT 

office.   


