
 

 

 

 

 

 

 

 

 

 

 

 

 

WELCOME TO 

Digital Learning 
OUR GETTING STARTED GUIDE FOR YEAR 7 STUDENTS  



A Message to Parents/Guardians 
Thank you for being part of the St Paul’s E-Learning Foundation charity’s 
Device Scheme. Your support makes a real difference, giving every student 
the opportunity to access technology for learning, at school and at home. 
 
This guide has been written to help your child understand how to care for 
and use their iPad effectively. We kindly ask that you review it together. 
Please feel free to explore it over several short sessions. 
 
Helping your child understand how the device works, what the expectations 
are, and how to stay safe and focused will make a big difference to their 
success. Your involvement is key, and we truly appreciate it. 
 
If you have any questions or would like support, our IT and pastoral teams 
are always happy to help. 

 

 

 

✨ Guidance for Parents/Guardians 
We're here to support you too. Please don’t hesitate 
to contact us if you have any concerns or would like 
help. 

For clear guidance on how to set boundaries, manage 
screen time, and support healthy digital habits at 
home, you can scan the QR code below or visit: 

stpaulscatholiccollege.co.uk/digital-habits-at-home 

 

 

 
  

https://www.stpaulscatholiccollege.co.uk/digital-habits-at-home
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🌍🌍 Welcome to Digital Learning 

Why Digital Learning Matters 
At St Paul’s, we believe that technology isn’t just useful, it’s essential. 

The world our students are growing up in is digital, connected, and constantly 
changing. We want every young person to be ready to thrive in that world. Not just 
to use technology, but to create with it, think critically, and learn independently. 

That’s why we place such a high priority on e-learning. Every student has access to 
an iPad, not as a luxury, but as a powerful tool for learning. One that supports 
creativity, organisation, collaboration, and curiosity across every subject. 

Digital learning at St Paul’s isn’t just about screens, it’s about developing the habits 
and confidence that will prepare students for life beyond school. We teach students 
not just how to use technology, but how to use it wisely, safely, and with purpose. 

This guide will help you get started with your iPad and understand how we use it to 
support your learning. We hope it gives you confidence and clarity about what to 
expect, and how to make the most of this opportunity. 

Welcome to digital learning. Let’s get started.  



🧰🧰 Looking After Your iPad 
Across the country, many students don’t have access to a personal learning device in 
school, so this is something special. 

Look after your iPad, make the most of it, and use it to go further. This iPad is a 
valuable, high-quality learning tool. Please treat it with respect, care, and pride. 

• Keep the case and screen protector on at all times. If removed, your iPad is no 
longer insured against accidental damage. Even small knocks can lead to 
expensive repairs. 

• If the screen protector cracks, don’t remove it. Replacements are available from 
the IT Helpdesk for £2, and the team will fit it for you. 

• Don’t draw on or decorate your case, especially not the white logo on the front. 
It’s like scribbling all over your exercise book. We wouldn’t allow that, and we 
expect the same respect for your device. Replacement cases are £15. 

• Keep your iPad away from water bottles in your bag. A leaking bottle can be 
catastrophic. 

• Lay it flat in your bag. Don’t rest it on top of your lunchbox, water bottle, or 
pencil case. Pressure can easily bend or crack the screen. 

• Handle your bag with care. Don’t throw it, sit on it, or leave it on the floor at 
break or lunch. Always know where it is. 

• If you misplace your iPad, retrace your steps. If you can’t find it, speak to the IT 
Helpdesk as soon as possible and the team will help you. 

Everyday Expectations 
• Bring your iPad fully charged each day. This is just like bringing your books and 

pens, it’s a basic part of being ready to learn. 

• Bluetooth must be on at all times. We use it for Apple Classroom and other 
teaching tools. If it’s off, your teacher may sanction you. 

• Use your iPad for learning. It’s a brilliant resource. Stay focused, avoid 
distractions, and make the most of what it offers. 

Take Pride. Be Curious. Use It Well.  



🔐🔐 Your Login Details 
Here are your login details for systems at St Paul’s including Office 365, school 
computers, email, EduLink, and other tools that use Microsoft Single Sign-On. 

 

 

 

 

Memorise Your Details 
You should learn your email address, username, and password as soon as possible. 

• Your username and email are usually easy to remember. It’s your first initial, 
surname, and the year you started at St Paul's (e.g. jsmith25). 

• Your password may take a little longer, and that’s fine. You can keep the 
password slip (on the back page) with you until it’s memorised. 

You’ll need your login details for: 

• Using school computers. 
• Accessing Microsoft 365, EduLink, and other learning tools. 
• Reconnecting to the school Wi-Fi if needed. 

Keep Them Safe 

Please remember: 

• Never write your username and password together. We’ve printed them 
separately on purpose. 

• Once your password is memorised, destroy the slip. 
• Never share your password, even with friends. 
• If you think someone else might know your password, or you’ve forgotten it, 

speak to the IT Helpdesk. They can reset it for you. 



🎒🎒Your iPad is Ready for Use 
Your iPad has been fully set up and is ready to go. We've taken care of all the 
essentials so you can get started straight away: 

• A protective case and screen protector have been fitted to help keep your 
iPad safe. 

• All the core apps you need for lessons and learning are already installed. 
• Multi-Factor Authentication (MFA) is set up so you can log in securely from 

home (explained below). 
• You're signed in to your school email, Class Teams, Apple ID, and Office 365. 
• You're connected to the school Wi-Fi. 
• EduLink is installed so you can check your timetable/view ILTs (homework).  
• The LRC printer has been added so you can print if needed. 

Set a Passcode 

Before you can use certain apps like EduLink, you’ll need to set a passcode to 
protect your iPad. 

• You may be prompted automatically to set this up. 
• If we’ve already set a temporary code for you, it will be: 112233. 
• To change your passcode, go to: 

Settings → Face ID & Passcode → Change Passcode. 

You can choose either: 

• A 6-digit PIN (Apple usually prevent very simple passcodes like 123456). 
• A longer password (like your school password if you’ve memorised it). 

Don’t forget your iPad passcode. If you do and your iPad is still connected to Wi-Fi, 
we can remotely clear it. If the iPad is not on Wi-Fi, we can only wipe the iPad. 

If you’ve already set your passcode during the training session, ignore this step. 

 



🌐🌐 Joining your Home Wi-Fi 
To use your iPad at home, you’ll need to connect it to your home Wi-Fi. 

Go to Settings > Wi-Fi, then choose your home network and enter the password. 
Once you're connected, open the Smoothwall browser to get online. 

🕸🕸 Accessing the Internet on your iPad 
Once your iPad is connected to Wi-Fi, you can access the 
Internet using the web browser called Smoothwall. This 
replaces other browsers like Safari or Chrome but it works in a 
very similar way to what you are used to.  

Smoothwall is a safe way of accessing the Internet as it gives the 
same filtered experience at home as you have in school.  

🛡🛡Stay Safe Online: Filtering and Restrictions 
All internet use on school iPads, whether in school or at home, is filtered using a 
system called Smoothwall. 

Filtering helps block inappropriate websites, content and searches. It's designed to 
protect you from harmful or distracting material, while still giving you access to 
useful and age-appropriate content. In school, extra restrictions may be in place to 
help keep lessons focused. 

Even when you're connected to home Wi-Fi, the same filtering still works in the 
background. That means you're protected wherever you're working. 

Of course, no system is perfect, so we’ll also help you learn how to stay safe online 
and make good choices. Always speak to a trusted adult if something worries you. 

If you or your family have questions about filtering, internet safety, or what you can 
access on your iPad, you can always get in touch with the school’s IT team or 
pastoral staff. We're here to help. 



🔐🔐 Using Microsoft Authenticator (Off-Site) 
When you're using your iPad at home or anywhere outside of school, you'll be asked 
to confirm it's really you before you can access tools like: 

• Microsoft 365 (including the online versions of Outlook, Word, Teams, etc.). 
• EduLink 
• Any other apps or websites that use your school Microsoft login (called 

Single Sign-On) 

This is called Multi-Factor Authentication (MFA). It’s there to keep your account 
secure and prevent anyone else from trying to log in as you. 

How It Works 
1. When you try to log in (for example, at office.com) on any device, you’ll be 

prompted to approve the sign-in on your iPad. 
2. A notification will appear from the Microsoft Authenticator app. 
3. Tap Approve and you’re in. 

��� If you ever receive a prompt but you’re not trying to sign in, tap Deny. 
Someone else may be trying to access your account. Let the IT Helpdesk 
know straight away and change your password as soon as possible. 

We’ve already set up the Authenticator app for you, so it should be ready to go. 
You’ll only see this prompt when you’re off-site (not on the school Wi-Fi). 

If You Don’t See a Prompt 
• Make sure notifications are allowed for Microsoft Authenticator in your 

iPad settings. 
• Check your iPad is not in Do Not Disturb or night mode.  
• Open the Authenticator app directly, sometimes the prompt appears there. 
• Check you're connected to the internet (via Wi-Fi or mobile data). 
• If you still can’t log in, speak to the IT team or your form tutor for help. 

 

  

https://www.office.com/


📲📲Installing Apps 
Your iPad is a powerful learning tool, and we encourage you to explore different 
ways of using it to support your studies, whether that’s for creativity, revision, 
research, organisation, or independent learning. 

To install apps, you’ll use the Comp Portal, our school’s version of the App Store. This 
is where you’ll find many approved educational apps, available to download. 

We only allow apps that are suitable for school use. That means: 

� No games 

� No social media or messaging apps 

� No general entertainment apps 

This helps keep your iPad focused on learning, free from distractions, and running 
smoothly. 

We do allow a small number of entertainment apps as exceptions such as BBC 
iPlayer and Netflix because some students have long journeys to and from school. 
However, these must not be used during the school day. 

Suggest an App 
We love seeing students getting creative, exploring tools for learning, and 
discovering new ways to learn. If there’s an app you’d find useful that isn’t available 
on the Comp Portal, the IT Helpdesk will be happy to help. 

We’re happy to consider approving any apps that are: 

• Genuinely useful for learning 
• Not a game or in a restricted category 

To suggest an app, email the IT Helpdesk at support@stpaulscc.co.uk. Include the 
name of the app and a short reason why you think it would be useful. 

 

mailto:support@stpaulscc.co.uk


📧📧 Using your School Email 

We’ve set up your school email for you. You can access your email using the Outlook 
app on your iPad, or by visiting office.com and clicking on Outlook. 

You can use your email to contact your teachers with questions or for help, and to 
receive messages from the school, including updates and reminders. 

You can’t email other students. This is blocked to help you stay focussed during 
lessons and avoid distractions. 

Check Your Email Daily 
Teachers and the school may send you important information by email including 
reminders, updates, and tasks that need completing. 

Make it a habit to check your inbox every day and stay on top of any messages that 
ask you to do something. Being organised with your email will help you keep up to 
date and avoid missing anything important.  

Stay Safe 
If you ever get an email that worries you, whether it’s confusing, upsetting, or feels 
wrong, tell a trusted adult straight away. This could be your form tutor, Head of 
Year, the IT Helpdesk, or someone at home. They will listen and help you. 

Email Etiquette 
When emailing others (especially teachers), always: 

• Use a polite and formal tone. 
• Start with a greeting (e.g. Dear Miss Smith) and end with your name. 
• Write clearly and respectfully. 

Good email habits show maturity and help you get the support you need quickly.  

https://www.office.com/


🗂🗂 Storing and Organising Your Work 
All your digital schoolwork should be saved in OneDrive, which is your personal 
cloud storage space provided by the school. This means your files are automatically 
backed up and can be accessed from any device, anywhere, whether you’re using 
your iPad, a school computer, or a device at home. 

Accessing your Digital Work 
The OneDrive app is already installed and signed in on your iPad, so you're ready to 
start saving your work straight away. This is the quickest and easiest way to access 
your digital school work when on your iPad.  

You can also access your files using a web browser. This is useful if you're: 

• using a desktop computer at school instead of your iPad. 
• working on a home computer. 
• away from home and don’t have your iPad with you. 

Just go to office.com and sign in with your school email address and password to get 
to your files from any browser. 

Get Organised from the Start 
To keep things tidy and easy to find, your first job is to create a clear folder structure. 
To do this, go to the OneDrive app on your iPad: 

1. Start by making a folder called Year 7. 

This helps keep your future years organised too. Next year, you’ll make a 
Year 8 folder and so on. 

2. Inside your Year 7 folder, create a folder for each subject. 

Use your timetable to help. You should aim to have a folder for every 
subject you study (e.g. English, Maths, Geography, Science, etc.). 

3. Be careful not to make folders inside each other by mistake. 

For example, don’t accidentally create your Maths folder inside English or 
French. After you make a folder, tap the back button to return to the main 
“Year 7” folder before creating the next one. 

https://www.office.com/


Taking a few minutes to get organised now will make it much easier to find and save 
your work later, and help you build great habits for the years ahead. 

Saving Your Work 

Once you have set up your folders, you also need to make sure you know how to 
save your work in the right place, with a clear file name so you can find it later. 

Every time you create a new Word document, PowerPoint presentation, or any other 
file on your iPad: 

1. Tap the three dots (•••). 

2. Choose Save. Your OneDrive is the default location. 

3. Open your Year 7 folder and then the relevant subject folder. 

4. Give your file a sensible name, for example, folders and names like: 

• English - Animal Farm Essay 
• Science - Energy Revision Notes 
• Geography - Map Skills HW 

Never leave it as ‘Document1’ or ‘Untitled’. You’ll forget what it is, and it’ll get lost 
among everything else. 

��� Top Tips 

• Save early and often, especially during long tasks. 
• Always double-check you’re saving into OneDrive, not your iPad storage. 
• Name your work clearly so your future self can find it quickly. 
• If you’re not sure where it went, check the Recent section in the app or in 

OneDrive. 

This small habit makes a big difference. It keeps your work safe, easy to find, and 
ready to hand in when needed. 

 

  



🖨🖨 Printing from Your iPad 
You can print in black and white at the College if needed in the LRC. Your iPad is 
already set up with the LRC printer which is called Follow You. You can print from 
anywhere in school and the print job is securely stored until you can collect it. 

Printing at School 
1. When you print, choose the ‘Follow You’ printer from the list of AirPrint 

printers. 
2. You'll be asked to enter your school username and password on your iPad. 
3. Your print job will be saved to your account. 
4. Go to the LRC (Learning Resource Centre) to release and collect your 

printing. 

At the printer, you have two options: 

• Enter your username and password on the screen. 
• Use your Print Pin Number in the username box (it’s faster and easier). 

 

This was sent to your school email. Save it in Notes or take a screenshot. If 
you’ve lost your Print Pin, speak to the IT Helpdesk. 

 

Printing at Home 
If you have a compatible AirPrint printer, you can also print at home. Just connect 
your iPad to your home Wi-Fi, then select the printer from the list when you go to 
print.  



🎓🎓 Using your iPad Responsibly 
Having your own iPad is an incredible opportunity, but it also comes with 
responsibility. At St Paul’s, we’re here to help you build good habits, use technology 
thoughtfully, and develop the skills to be a focused, independent learner. 

�� When to Use Your iPad 

Your iPad is a powerful learning tool, but it should only be used: 

• When directed by your teacher during lessons, or 
• When it’s clearly appropriate for your learning task. 
• At home, for research, revision, homework, or creative learning tasks. 

You’ll still do lots of handwriting in lessons. We value a healthy balance between 
digital and traditional learning. 

�� When Not to Use It 

• Not during break or lunch. These times are for rest, play, and conversation 
away from screens. 

• Not for games, social media, or messaging. These are not allowed on school 
devices. 

• Not during meals, family time, or just before bed. It’s important to take 
screen breaks and be present in your surroundings. 

If you need to charge your iPad during the school day, you may bring it to the IT 
Helpdesk at break or lunch. 

Good Digital Habits 
Use your iPad in ways that support your learning and wellbeing: 

• Turn off distractions. Only keep apps open that you need for the task. Turn 
off notifications during work time. 

• Rest your brain. Stop using your iPad at least an hour before bed for better 
sleep. 

• Be aware of your surroundings. Respect others’ privacy at home or in public 
spaces. 



Using YouTube Wisely 
YouTube can be a great learning tool, but also a big distraction. Ask yourself: “Is this 
helping me learn?”. If not, it doesn’t belong on your school iPad. 

If YouTube becomes a problem, your parent or guardian can: 

• Set time limits. 
• Use Downtime during school nights. 
• Restrict YouTube access entirely. 

These settings can be managed easily through Screen Time in your iPad’s settings. 
Instructions can be found below.  

Cameras, Photos & Videos 
• Never take photos or videos of other students or staff, unless your teacher 

tells you to as part of a learning activity. 
• You must not take photos or videos of teachers at any time. 
• Keep your Camera Roll appropriate for school use. Remember, this is a 

school device, not your personal phone. 

Apple Classroom & Bluetooth 
We use Apple Classroom to support your learning in lessons. 

• It allows teachers to guide your learning, share resources, and help support 
students to stay focussed and succeed. 

• To work properly, your iPad’s Bluetooth must always be switched on. 
• If you turn Bluetooth off, your teacher may treat it as avoiding supervision 

and you may be sanctioned. 

Digital Boundaries 
• Your iPad is intended to help you learn well. Unlike your other devices, its 

purpose is not to entertain or distract. 
• Using it maturely shows self-regulation, self-respect, readiness to learn, 

and trustworthiness. 
  



🎓🎓 Using AI (Artificial Intelligence) 
Artificial Intelligence (AI) is becoming a powerful tool in education and in everyday 
life. At St Paul’s we believe it is important that students learn about AI and also learn 
how to learn with AI, so that students grow into confident, adaptive digital learners 
who are well-prepared for the future. 

Across the curriculum we will explore both: 

• Learning about AI: understanding what it is, how it works, and its strengths 
and limitations. 

• Learning with AI: developing the skills to use AI tools in ways that support 
learning, creativity, and problem solving. 

 
There are a few important guidelines: 

• Age Restrictions 
Many AI tools (such as ChatGPT or Copilot) have their own age limits. Most 
require users to be 13+, and therefore are not for use by Year 7 students. 

• Supporting, not replacing learning 
Where tools are made available and appropriate, they should be used to 
help students understand a process or method, not to generate quick 
answers. AI should encourage curiosity, reflection, and deeper thinking. 

• Teacher Guidance 
Teachers may direct students to use age-appropriate AI tools in class or for 
projects. When this happens, students are expected to use them responsibly 
and with the same high standards as all learning tools. 

We see AI as an exciting opportunity, but it must be used appropriately and with self-
regulation. Used well, it can help students develop the adaptability, judgement, and 
creativity they will need in their futures. 

At the same time, it is important to recognise that AI has limitations and should be 
approached thoughtfully, with a focus on learning rather than shortcuts. If you are 
ever unsure about use of AI, please ask your teacher.  

  



💬💬 Need Help or Support? 

If you're ever stuck, unsure about how something works, or something on your iPad 
isn’t behaving as it should, please ask for help. We’re always happy to support you. 

Students and parents can contact the IT Helpdesk at any time: 

������� support@stpaulscc.co.uk 

Whether it’s a technical issue, a forgotten password, questions about apps, printing 
problems, or anything else, we’re here to help. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

You may wish to cut out your  password and keep it with you somewhere safe until memorised. 
Please don’t write your username with it. See inside booklet for username/email address. 

PASSWORD 
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