In this guide you will learn how to:
•
•
•
•

Access your emails
Send an email professionally
Access your Go 4 Schools
Print your work

Section 1 – Access and Sending Emails
Accessing your Emails
Emails are often used by staff to send out work or important notices to
students, so it’s important to check these regularly.
Once you’ve logged into the computer there are a couple of ways you
can access your emails.
1. If you are at school you simply need to click on the Office 365
icon on your desktop:
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2. If you are at home you will need to load the Castle Manor
website.
Type Castle Manor Academy into Google or use the web address
castlemanor.org.uk
The Castle Manor website looks like this:

Click on the Office 365 link to Access your emails.
Logging in to your Emails
Your email address is made up of your school username and the
address @castlemanor.org.uk. So, for instance if your username
is ‘JBloggs’ your email address would be
JBloggs@castlemanor.org.uk. Simple!
Write your username here_______________ (you will also need to
make a note of this in your organisers)
Write your email address
here___________________________________ (Write this into
your organiser too)
Your password will be the same password you use to log into the
computers. For example, if your password to log in to the
computers is ‘Chocolate123’, then your password for your emails
would be ‘Chocolate 123’.
2

It’s not a good idea to write down passwords unless you know you
can keep them hidden and secure. However, if you’re worried
you might forget then make a note of it in your Organisers.
Opening Your Emails
Once you’ve logged in to Office 365 you will need to click on
‘Outlook’ to open your emails. The Outlook icon looks like this:

And can be found here:

You should then be taken to your inbox where all of your emails
will be waiting for you.
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Sending an Email Professionally
Now you know how to open your emails, let’s have a look at
sending an email.
First you will need to click on new message:

This opens a blank email screen.
In the empty space labelled ‘To’, you will need to type in your
teacher’s email address. These can be found on the Castle Manor
website. Or you can type in your teacher’s last name and their
email address will appear. Like this:

Click on the email address to put it into the ‘To’ box. Don’t forget to
add a subject in the subject bar.
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Once you’ve selected the people you are emailing you can start typing
your email.
To make sure your emails are professional you should always start with
one of the following greetings:
Dear Sir or Dear Miss
Dear (teacher’s name)
Good Morning/Afternoon Sir or Good Morning/Afternoon Miss
Once you’ve finished typing your message, you will need to end your
emails professionally too. You can sign off with one of the following
sentences:
Thank you for your help,
(your name)
I look forward to hearing from you,
(Your name)
Yours sincerely,
(Your name)
Click send once you’ve finished.
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Section 2 – Accessing Go 4 Schools
Go 4 Schools is our online learning platform where you can access
homework, check your timetable, look up your reports and grades and
access your school work if you’re learning from home.
There are two ways to access Go 4 Schools:
1. To access Go 4 Schools in school, click on the Go 4 Schools logo
on your desktop:

2. To access Go 4 School from home, click on the link on the Castle
Manor website:
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Logging in to Go 4 Schools
The first time you log in to Go 4 Schools you will need to set up your
password.
First click on the student tab on the Go 4 Schools homepage:

Then you will need to click on the ‘First Time User’ link:

Type your school email address in and click on ‘New password’
Check your school emails for a temporary password. You will be able to
change it once you log in.
Log in to Go 4 Schools on the Student home screen using your school
email address and your new temporary password. You will then be
taken to your Go4Schools homepage:
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From here you can see your timetable and access your homework
or school work tasks.
To change your password click on the ‘My Settings’ tab at the top
of the page:
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Follow the steps to reset your password and make a note of it in your
organiser:

Section 3 – Printing your work
To be able to print your work at school you will need to use your
Printing Pin number.
Write your Pin number _____________ (you will need to write this in
your organisers too)
To send a piece of work to the printer click on File then click on Print:
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Make sure the printer selected is called ‘Follow Me’, then click Print.

To release your work from the printer you will need to log in using your
PIN number.
Using the touch screen on the front of the printer, press Sign in then
press ID number:

Type in your Pin number and press Log in to sign in.
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You will need to press ‘Print Release’ to see the jobs you have sent to
the printer:

This will take you to your list of printing jobs. Click on the ones you
would like to print and then press Print.
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