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Booking an ICT Support Appointment

1. Access the following website:

https://outlook.office365.com/owa/calendar/SconeGrammarSchool@sgs.nsw.edu.au/bookings/

2. For security reasons a Scone Grammar login is required. It is recommend for this step and any
subsequent step that requires sign in, you ask your son or daughter to sign in with their Scone
Grammar credentials (full email address and password) and make the booking on your behalf.

== Microsoft
Sign in

studentkei@sgs.nsw.edu.a u|

No account? Create one!
Can't access your account?

Sign-in options

Back Next
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3. Select your preferred date and time.

Scone Grammar School - IT Support Booking

IT Support

15 minutes
Free

19 May
> May 2020

Mo Tu We Th Fr Sa Su 10:00 am 10:15 am 10:30 am
10:45 am 11:00 am 11:15 am

11:30 am 11:45 am 12:00 pm

12:15 pm 12:30 pm 12:45 pm

o 20 21 22 1:00 pm 115 pm 1:30 pm

25 26 27 28 29 1:45 pm 2:00 pm 2:15 pm

4. Add your details (Parent name, email and phone number (optional)). For issues where MS Teams
/ email is not working, please make sure to include your contact number for IT Support to provide
support via phone call rather than an online Teams meeting.

Add your details

Provide additional information
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5. Click Book to schedule the ICT support session.

Thank you for booking with us!

You will get a confirmation message in
email shortly
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6. You will receive an email confirmation. Please click the attached files to add the appointment to
your Outlook calendar.

Search Current Mailbox /O Current Mailbox ¥ .
Confirmed: IT Support
All - Unread By Flag: Due Date v |
v P Nopate o Scone Grammar School - IT Support Booking
To © Kei lawrence (Staff) Mon 5/18/2020 12:25 PM
Scone Grammar School - IT S... 0 | —
Confirmed: IT Support 12:26 PM | ‘E)'(Dak'"g“cs ~
Confirmed booking for lawrence Test IT ] °

Tony Sullivan
Enigma Business Products 11:35 AM

e, Thanks heaps for your time

TeamViewer | Maria Summers
Are your devices safe? 11:17 AM
Stay safe with VB100 certified antivirus

D

Today's FIIG Term Deposit Rates 11:02 AM Confirmed booking for
Today's FIIG Term D Rates | T t
Dancrai Support

T20200518,0304 - Your ticket has been ¢ 10:37 AM

*** Please enter replies above this line ***

IT Support
Dancrai Support

Scone Grammar School: T20200518.03... 10:36 AM ‘r..‘
*+* Please enter replies above this line *** ®
Tuesday, 19 May 2020

Dancrai Support 2:00 PM - 2:15 PM

T20200507.0428 - Your ticket has been ¢ 10:20 AM

*** Please enter replies above this line *** (UTC+10:00) Canberra, Melbourne, Sydney
Dancrai Support

T20200505.0431 - Your ticket has bee... 10:20 AM 9

a4# Dlazca antar ranlias ahoua thic lina 442

All folders are un to date.  Connarted to: Microsoft Exchanoe BERE ¥
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7. Click “Yes” for add the appointment to your Outlook.

Confirmed: IT Support

To @Kei, Lawrence (Staff)

booking.ics
4 KB

Last Updated: 19.11.2020

o SCONE Grammar School - IT Support Booking

Microsoft Outlook

¥ Add this Internet Calendar to Outlook?

You should only open calendars from sources you know and trust.

Attachment "booking.ics" from "Confirmed: IT Support"

Yes

No

Confirr
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8. Double Click “Accept” to add to your Outlook calendar.

IT Support - Meeting

File Meeting Scheduling Assistant Tracking Insert Format Text Review Help  Q Tell me what you want to do
- =] g0
m a \/ {2 >< [ EShowAs: DBusy - og EI (=]} (N |
Delete Online Accept Tpntative Decline Respond Categorize * Dictate
= Meeting P 7 [l Reminder: 15 minutes = 2 L .
Actions TeamViewer Respond Options Tags Voice OneNote

() The organizer has not requested a response for this meeting

IT Support

Organizer Scone Grammar School - IT Support Booking
Time Tuesday, May 19, 2020 2:00 PM-2:15 PM

Location Our office address

Respond /" Accept 7 Tentative X Decline

Scone Grammar School - IT Support Booking

Manage booking

https://outlook.office365.com:443/owa/calendar/SconeGrammarSchool @sgs.nsw.edu.au/bookings/Cnj9RnfwsEuWGomzc5)-Fw2

Join Microsoft Teams Meeting
https://teams.microsoft.com/|/meetup-join/19%3ameeting Mzc1YzY1YzItNWMANIOONjhil WIhYzEtYTA2YWIxOGFIOGEwW%40thread.v2/0?context=%7b%22Tid%22%
3a%2296eaalca-6{78-49ff-90c4-49¢312f9b82e%22%2c%220id%22%3a%22fd06f9d9-0150-4139-accf-ad627a6df1d3%22%7d

If you need a local number, get one here. And if you've forgotten the dial-in PIN, you can reset it.

Learn more about Teams https://aka.ms/JcinTeamsMeeting Meeting options: https://teams.microsoft.com/meetingOptions/?organizerld=fd06f9d9-0150-4139-accf-
ad627a6df1d3&tenantld=96eaalca-6f78-45ff-90c4-
49c312f9b82e&threadld=19 meeting Mzc1YzY1YzItNWMANIOONihiLWIhYzEtYTA2YWIXOGFIOGEw®@thread.v2&messageld=0&languase=en-Al

1
m My Calendars ~
v|Calendar - lkei@sgs.nsw.edu.au p) LI IT Support; Our office address; Scone Gran
United States holidays
Birthdays 3
Smart, Paul (Staff) IT Q&A
Calendar- Outlook Data File 4

Other Calendars

Shared Calendars
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Joining the ICT Appointment

1. Click the email “Join your appointment”.

W, 2

Confirmed booking for

Lawrence-Parent

IT Support

)
Friday, 20 November 2020
11:10 AM - 11:25 AM
(UTC+10:00) Canberra, Melbourne, Syd

/

Qur office address

Join your appointment

via Microsoft Teams

2. Clicking on this link will redirect you to “"Download the Windows app”, “Continue on this browser”
or “"Open your Teams app” page.

x 1 hitpsy/teams.microsoft.com/_#/1/m i M2YONGQy Y TCtOWQSNIDON2M1 LWFhMTgtYjQ1ZJUANTZKY . P

Download the Windows app

How do you want to join Continue on this browser
your Teams meeting? e

Open your Teams app
Already have it? Go right
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3. If you don't already have Teams installed on your device it is recommended that you select
“Continue on this browser”.
4. Click “Allow” to use your camera & audio.

@) & https://teams.microsoft.com/ #/|/meetup-join/”

teams.microsoft.com wants to
L[_;]j Use your microphone

K Use your camera

5. Type in your name and click “Join NOW".
O £ ttps://t in-calling, \eeting_MzYONGQyY TctOWQSNIOON2ZM 1 LWFhMTgt

eams.microsoft.com,
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Joining the ICT Appointment using a Window Desktop App/MacOS App

1. Sign in with your son or daughter’s credentials (email address and password).

Microsoft Teams

Enter your work, school,
or Microsoft account.

studentke{@sgs.nsw.edu.au

Sign up for free

B Microsoft
studentkei@sgs.nsw.edu.au

Enter password

Terms of use  Privacy & cookies  +«+

10
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2. Click “Calendar” and select the ICT support appointment.

3. Click “Join Now” to join the meeting.

11
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Joining the ICT Support Appointment with an iPad

1. Download the Microsoft Teams App from the Apple app store.

2. Logon using your son or daughter’s credentials (email and password).

3. Click the calendar and select the event to join the meeting.

@)

5:20 wl T -
2 Q Calendar 5
18 November

No meetings

19 November Tomorrow

SGS Year 7 2021 Orientation Day
Presentation

9:25 am - 9:55 am

Week 6 Term 4 2020 Rehearsal

T 20 November Friday

’ Scone Grammar School Week 6
Z Term 4 Assembly 2020

8:55 am - 9:25 am

21 November Saturday

No meetings

22 November Sunday

No meetings

23 November Mondav

M 080

(D
3
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