STEP 2
Parent’s Guide

How to Set Up Your Student’s
Windows 10/Windows 11

Device
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Please note: Example screenshots are taken from a Windows 11
device. The steps in this guide are the same for Windows 10 but
may differ visually.



Step 1: Confirm you have the correct version of Windows

e Right click on your Start button Apps and Features
(Window icon) at the bottom left of S
screen Power Options

o Event Viewer

e Select “System”

S Device Manager
| Network Connections

Disk Management

|
Computer Management
Windows Terminal
Windows Terminal (Admin)
Task Manager
Settings
File Explorer
Search
Run
Shut down or sign out »
Desktop '

O EEELY

e Scroll down to Windows

Specifications == Windows specifications Copy N
e Confirm that you have either Ediign
o Windows 10/11 Home
o Windows 10/11 Pro ‘2’::2”"

e Windows 10/11 “S” edition/mode is
NOT supported at Brookfield SS due
to its limitations and restrictions.

e You can change from Windows 10/11 “S”
edition to Windows 10/11 Home/Pro for
FREE by following this Microsoft article.
https://support.microsoft.com/en-
us/windows/switching-out-of-s-mode-in-
windows-4f56d9be-99ec-6983-119f-
031bfb28a307

--- Continue to Step 2 ---



Step 2: Confirm that Region, Date and Time are Correct
o Left click on the Search icon
(bottom left of your screen)

0 regwon]

Al Apps Documents Settings More

I q Region

anel

Settings ;
Region

e When the Search Bar appears, ,

type |n “RegiOn” @5 Set regional format >

2 Open
@5 Change your country or region >

e Left click on “Region settings”

[ Change the date and time formats >
@5 Language settings >

@. See the current date and time
formats

C— U R —
MmO HO-CARAE

e Check that Country or Regionis  w

set to “Australia” i P
o If not, change it to Australia e Engh (sl

e Check that Regional Format is
set to “English Australia”

o Ifnot, changeitto
English (Australia)

e Within the same window, click on . & language > Date & time
Time & language then Date and
Time

Current date and time 7:28 PM, Monday, 8 August 2022

Set the time automatically on @D

e Check that Time Zone is set to
UTC +10.00 Brisbane

G  Time zone (UTC+10:00) Brisbane

Set the time zone automatically off @

Additional settings

--- Continue to Step 3 ---
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Step 3 onwards MUST be completed
on a home network.

Step 3: Anti-Virus protection

Windows 10/11 devices already come built in with Windows Defender (FREE anti-virus
software). You are not required to add any extra anti-virus software onto your child’'s
laptop.

We have found extra virus protection can impact you child’s access to the internet.
e.g., there are known issues with Trend Micro, Norton, and McAfee.

Step 4: Enrol into Intune
Before starting, ensure your student’s BYO Windows laptop is connected to the internet
via a non-school connection e.g., at home.

1. Left click on the Search icon
(bottom left of your screen) D sccesworkor ool

2. Search for “Access Work or A oy

School”
Access work or school
jork or
.J.EE,C;L Fo-¢€a

3. C“Ck on ConneCt Accounts > Access work or school




4. You'll be asked for your student
to log in with their unique
EQ email
e.g., jsmith1@eq.edu.au

5. Click on Next.

6. The Managed Internet Service
window will appear.

Have your student log in with
their unique EQ username
(e.g., jsmith1) and password.

6. Click to tick the | agree to...

7. Then click Sign in.

Set up a work or school account

You'll get access to resources like email, apps, and the network. Connecting means your
work or school might control some things on this device, such as which settings you can
change. For specific info about this, ask them.

flast1@eq.edu.au

Alternate actions:

These actions will set up the device as your organization’s and give your organization

full control over this device.

» to Azure Active Directory

e
M Queensland Government  pepartment of Education

Managed Internet Service

Sign in with your usemame and password

Usemame * | flast1

Password * | sesssece

@\ agree to the conditions of use and privacy statement




8. You should now have a window

which states You’re all set!
Click Done.

This window should close and
leave you with the Access work
or school window.

10.To check your student’s account

has been added, you should see
your student’s account details
displayed.

11.Now to check that the Company

Portal has been installed.

12.Select the Search icon and

search Company Portal. If the
software is still loading (see
image), wait until it is finished.

The Company Portal connects
your student’s BYO device to
Intune and enables your student
to connect to our EQNET
network.

You're all set!

We've added your account successfully. You now have access to your organization's
apps and services

Accounts > Access work or school

urces like email, apps, and the network. Your work or school might control some things on this device when connected,

Export
Add or remove  provisioning package >
Enrol only in device managem >
O company portal
Al Apps Documents Web More C

Best match

i

| m Company Portal
=" App

Search the web Company Portal

£ company portal - See web results >
£ company portal app > (2 open
£ company portal download > £ Pinto start
> Pin to taskbar
£ company portal login >
€3 App settings
£ company portal intune > 730 Rite ad revicw
£ company portal website > & share
W Uninstall

Documents - SharePoint

BYO MIS groups for App
Deployment via Company Portal

>

T NN ———
m O EO-CA



13.

This step is VERY important.
Restart your students BYO
Windows laptop.

«  Windows icon
* Power symbol

-

File Explorer

Search

Sign out

Run Sleep

* Restart. Shut down or sign out Shut down

Desktop

14.This step will differ for everyone.
You may be prompted to change
the device password (this is
NOT your student’s EQ
password).

Ensure the password for your
student’s BYO windows laptop is
unique, strong, and different to
their EQ details.

To be considered a strong
password, it should have at least
eight (8) characters and contain
at least

e one lowercase letter,

one uppercase letter,

one symbol and

one number.

15.0nce your device is restarted, the Intune set up is complete. E nsure the laptop
remains on and connected to the internet for at least 15 minutes to finalise the
installation of Intune.

Your student will be able to use their device whilst the installation is finalised, but the
laptop must remain connected to the internet.

TIP: students can manage their laptop (e.g., to Factory Erase or place in Lost
mode) by using another device and accessing Intune’s Management Portal
(https://portal.manage.microsoft.com/).

--- Continue to Step 5 ---



Step 5: Install the FREE Education QLD provided Office 365
Part A — Accessing Office 365 with your student’s EQ account

1. Open your internet browser R SR

2. Inthe address bar, key in
http://office.com

3. Either click the red Sign In button
OR
In the top right corner click
on to sign in.

4. Inthe Email, phone or Skype field,
type in your student’s EQ email
address
(e.g., jsmithl@eq.edu.au)

B® Microsoft

Sign in

Email, phone, or Skype

5. Click Next

6. You will be prompted for your student’s
EQ username (e.g., jsmith1) and
password on the online authentication
page.

7. Type your student’s username
(i.e., jsmit1 NOT full email address)
and password.

8. Click next to the | agree...

9. Click on Login

If all details are correct, your student will be
logged into their EQ Office 365 account.




Part B — Installing Office 365 software for FREE

Note: If you currently have Office 2013 installed, ensure all Microsoft applications are
closed during the installation. You may be prompted to close all Microsoft applications if
they are still open.

1. Inthe top right corner, click on the

Install Office

2. Then click on Office 365 apps,

Office 365 apps
Includes Outlook, OneDrive for Business,
Word, Excel, PowerPoint, and more.

1€

You should see an information window

explaining what to do next.

You may be asked to Open, Save, or SoeFie =

Install the installation file (depending on g

the device and the browser you are ] - B
using). . . .

Not getting an information screen?

a. If you cannot see this install button, a pop-up message will appear prompting you to run
or save the .exe file. Ensure that the source is as per below -
c2rsetup.officeapps.live.com.

b. Click on Run. The file will automatically begin to download and launch once it is complete.

The Setup X856.en-US_0365ProPlusRetail_95325df2- 9 da-4532-8b31-9753732bf4a3_TX_PR_b_64_.exe download has completed.

Run Open folder View downloads

Please note this file is approximately 2gb and may take a while to download
depending on your bandwidth speed.




c. You will be prompted with a
message to make changes to your Do you wadt to allow the s B R T
computer. </ changes to this computer?

d. Select Yes.

'] Program name:  Microsoft Office
Vesified publisher: Microsoft Corporats

File onigin: Hard drive on this computer
© son s [ | ]

Change when these notifications appear

3. Office will start downloading.

4. You will also see the office icon pop —
up on the task bar. " @ ﬂ a m

5. Office 365 will start to install onto your (] Office x
computer, wait for this to finish.

EEECEB
B aE

Installing Office

We'll be done in just a moment

6. You will be prompted with the x
Microsoft Office License Agreement.
View the Agreement then click

Accept. This product also comes with Office Automatic Updates.

First things first.

By clicking "Accept” you agree to the Microsoft Office License
Agreement. Accept
View Agreement

-10 -



7. After Office 365 finishes installing, a
message will appear to inform it has
completed.

Click Close.

] Office

You're all set! Office is installed now

To ensure all changes have been successfully applied, you will need to restart your
student’s laptop.

Part C — Activating your Student’s Office 365 software and signing in

Before starting this Part, make sure no one is signed into any Microsoft products

1. Open Microsoft Word and click on the
“Sign in” button top right.

If a username is already signed in,
SIGN OUT of that account first.

Blue grey resume Snapshot calendar Insert your first table of con...

More templates —>

2. On the Microsoft Sign in window
enter your student’s FULL EQ email B® Microsoft
dd .g., jsmith1 .edu. —
address e.g., jsmith1@eq.edu.au Sighil

cwaug17@eq.edu.au

No account? Create one!

-11 -



3. Microsoft will recognise the EQ email
address and display the Managed Queensland Govemment  pepartment of Education
Internet Service window.

4. Enter your student’s EQ username
(e.g., jsmit1) and password

Managed Internet Service

Sign in with your userame and password

5. Click the | agree... box Usemame * [ cwaogt?
Click Sign in

Password * | eessscssscsccssccscencen

DI agree to the conditions of use and privacy statement

El
6. As the downloaded version is
provided to all EQ students for free, Stay signed in to all your apps
yOU W|” now see a notiﬁcation Windows will remember your account and automatically sign you in to your apps and
. websites on this device. You may need to let your organization manage some settings
W|nd0W. on your device.
Read the details and click OK to Allow my organization to manage my device

complete the sign in process.

You are now signed into your student’s
Microsoft Office 365 suite with the correct
EQ student account.

No, sign in to this app only

--- Continue to Step 6 ---
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Step 6 — Install the NAP Locked Down Browser (MANDATORY INSTALL)

1. Open your Web Browser D wAr  Locked down browser | Qnline v X +

G ﬁ;] I\ﬁ https://www.assessform.edu.au/naplan-online/locked-down-browser

2. In the address bar, key in
or click the link to
https://www.assessform.edu.a
u/naplan-online/locked-down-
browser

3. Press Enter

4. Scroll down approximately Lcebilanbemessandmeniiies
one-third until you find the R R
title Locked down Application
browsers and user H e 1o
guides

Fo——"

5. Click on download for B Windows- | ocked Down Brow i
Windows 10 or later e .
(-.msi)

Downloads Qo P

6. When the file is T ———r———r
downloaded, click on it to _ panfe
install.

7. A NAP Locked Down Browser |4 nap Locked down browser Setup = X

Setup window will appear.
Welcome to the NAP Locked down

8. Click Next NAP browser Setup Wizard
9. Click Next 2023

10. Click Install (accept and admin
requests that may pop up)

-13-



11. When the Set is finished, click % NAP Locked down browser Setup - X

Finished
Completed the NAP Locked down

N AP browser Setup Wizard

2023 Click the Finish button to exit the Setup Wizard,

Back Firish Cancel

12. Your student’s laptop should
now have the NAP Locked
down browser icon on their
Desktop

'NAPS

a2023

NAP. bcked
S

Congratulations, you have successfully installed all your student’s required core
software and connected their laptop to our Intune Company Portal.

Thank you for taking the time to prepare your student in their future studies.
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