Setting up your Mac laptop

Important Information

It is important that your daughter has a user account with administrator level access which
will allow her the ability to install software provided by the College when she is at school.
You may also wish to create a parent administrator account. A benefit of this is that it
allows you as parents to have tighter control over the applications installed and the usage of
the laptop. Help guides on creating an account on a Mac can be found here.

Your daughter will also need an Apple ID connected to her device and to know the
password. If she is under the age of 13 she is unable to create her own Apple ID and will
need to be part of a family sharing arrangement. More information about family sharing and
Apple IDs can be found here.

It is recommended your daughter is running the latest version of macOS. The latest version
at the time of this document is macOS Mojave (10.14).

Anti-virus Protection

If you purchased your device through the College, a link to install Sophos Anti-Virus will
be provided to your email address used during the purchase process. It is recommended to
open the link using the Safari web browser. Before installing, please remove any free and/or
trial Anti-Virus software that may have come preloaded on your device. Further information
about uninstalling software can be found here.

If you have not purchased your daughter’s laptop through the College, you will need to
ensure that you have anti-virus software installed.

Sequence of steps

It is recommended that you follow the set up steps in sequence. Please note that your
daughter will need to know her College username (the first part of her email address) and
password to complete many of the steps. Please contact the IT Help desk on 9855 7771 if
your daughter does not have or remember her College username and password.

A home internet connection is required to set-up your daughter’s device.
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Installing Google Chrome

Google Chrome is our preferred Internet browser. If you need to install Google Chrome on
your Mac please use the following link found here. You will need to select Mac from the list
of options.

Enrolling in the Password Reset Tool

Now that your daughter has her own device, teaching her about password safety and
protocols is an important step. At Pymble we use an online password reset tool to assist with
this process. Your daughter’s password will be set to expire every 90 days. This change will
ensure her data remains safe while also helping her establish this important routine.

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet
browser and press Enter on your keyboard.
The registration process needs only to be completed once.
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Update Your Profile Efficiently :

Sign in

Uszer Registration User Name:

Establish your identity via registration

2. Your daughter will sign in using her College username and password. If she has
forgotten her password, please contact the College IT Helpdesk on 9855 7771.

Welcome to MyPymble. Here's how to sign in.
Parents: Please use your 6-digit Username

Students and Staff: Please use your normal College
Username (e.g. csmith)

Sign in

User Name:

Password:

Change Password
Change your password using current password

Click Log in. Please note, do not click Change Password at this stage.


https://support.google.com/chrome/answer/95346?co=GENIE.Platform%3DDesktop&hl=en-GB
https://forgotmypassword.pymblelc.nsw.edu.au/showLogin.cc

3. Once you are signed in, please click the Enrolment tab at the top of the screen.

Z)vnble

Change Password

Welcome, BCassidy

e Sign Out

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code | Security Questions

Register Your Mobile Number(s) Register Your Email Address(es)
Enter your mobile number ‘ (# |BCassidy@pymbIelc.nsw.edu.at‘
|Enter your email id ‘

You will now be given the option to set up a recovery phone number and email address, as
well as security questions, to enable a password reset. It is a good idea to set up both
options.

Please note — you should not click Enrol until advised to do so on Step 7.

4. The first option is to use the Verification Code. You can enter a mobile phone
number for the code to be sent to. To use this feature, it would be practical if this was
your daughter’'s mobile phone number.

You can also add an alternate secondary email account. Please note that your
daughter’s College email account is already entered by default. To add a second
email account please enter it in the empty box below.

AR
Change oo sl

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or unlock your account.

Verification Code Security Questions

Register Your Mobile Number(s) / Register Your Email Address(es)
Enter your mobile number | |BCassidy@pymb\elc.nsw.sdu‘aL‘

[Enter your email id \

Please do not click Enrol yet.



5. The second option is adding Security Questions. Your daughter will create her own
questions and answers to help verify her identity. It is a good idea to select questions
only she will know the answer to but that she will remember. Please note the
minimum lengths for the questions and answers.

7) : ‘Welcome, BCassidy
(ymble @m‘@on’lege Sign Out

Change Password

User Registration
The information you provide here will be used to authenticate you when you attempt to reset your password or Unlock your account.

Verification Code Security Questions

Length Specification
= The minimum length of the question(s) should be 5 characters and maximum allowed is 255 characters

= The minimum length of the answer(s) should be 5§ and allowed is 255

Register Your Security Que & Ans

Que: ‘ |

Que: ‘ |

Que: | |

Hide Answer(s)

6. Once your daughter has written her questions and answers, click Enrol. The
information from both tabs will be submitted.

Using the Password Reset Tool

Once the Password Rest tool has been configured, your daughter can use it to reset her
College password at any time.

Changing your Password

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet
browser and press Enter on your keyboard.

2. Select Change Password.
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Update Your Profile Efficiently :

Signin
Establish your identity via registration

o
Change your password using current password

Legin

Reset Password
/ Reset your forgotten password


https://forgotmypassword.pymblelc.nsw.edu.au/showLogin.cc

3. You will now be prompted to enter in your old password and select a new password.
Please note that Pymble has a policy applied to all passwords and they need to meet
the criteria which is listed on the reset password screen below. Passwords cannot
contain the user’s name. Special characters can be numbers and symbols such as

the ! mark and $ sign. Please choose a password that does not contain spaces or
apostrophes.

Enter your old password and select a new password. Then click OK.

L] ® /G NewTab % /' £ Reset My Password - Pymble | x A /

& C | & https://forgotmypassword.pymblelc.nsw.edu.au/SelfChangePassword.do?selefted Tab=ChangePwd

‘Welcome, BCassidy
Y)%nble,%ies‘@ﬂlege Sign Out

Enroliment

Change Password
Change your current domain password.

Pymble Ladies' College Password Requirements
* Minimum password length : 8

* Maximum password length: 15

* No. of special characters fo include: 2

= Use both upper & lower cases

* Use numbers in the password

Password Strength :

Cancel

Forgotten Passwords

Once your daughter has registered with the Password Rest tool, if she forgets her password,
she can follow these steps to reset it.

1. Type forgotmypassword.pymblelc.nsw.edu.au into the address bar of your Internet

browser and press Enter on your keyboard.

2. Select Reset Password.
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Update Your Profile

Signin
User Registration User Name: ‘ ‘
Establish your identity via registratio
Change Password Password: ‘ ‘

Change your password Using current passwa

Reset Password
Reset your forgotten password


https://forgotmypassword.pymblelc.nsw.edu.au/showLogin.cc

3. Enter your College username and press continue.

“  Please provide your user n>me and domain name.

Domain User Nalille |cmr.clure = | (Example : Jsmith)

4. At this point you can elect to receive a verification code sent to your phone or email
address or to use your security questions. You can select which method you’d prefer
by using the drop down menus and radio buttons.

Please note — if you cannot access your College emails because your password has
expired, please select your alternate email address or select to answer your security
questions.

E O send verification code to my

®  Fmail Id |Cmt=t==t@pytttttttttttt::

@ ® use my security answer to verify my identity

5. If you elect to answer your security questions, you will see a window like this. Please
note you have a limited time to complete the reset password process.

[I Mobile A

Time left for this operation : 04:53

A Secu Questio
[‘ Please answer the following question(s) as per your enroliment profile to reset your password

Answer the below question(s)

Que: What is the name of your younger cat?

Que: What is the name of your older cat?

Cancel

6. Once you have successfully changed your password you should receive a message
like this. e e

[IMobile Access (2 Help

@  The password reset has been done successfully.

Back to home



Installing the Microsoft Office Suite — Office 365

Through College licencing agreements, we are able to offer each student the ability to install
the full Microsoft Office Suite products on their laptop at no cost. Each student has five
licences to install on any devices they, or their family, own. Office 365 products are
accessible through the College Portal.

Preparing your Laptop
If your laptop has come pre-installed with a trial version of the Microsoft Office suite, or you
have previously installed an older version of Office, it is important that you remove this

software from the device as it may cause conflicts and confusion. Further information about
removing Office from a Mac can be found here.

Accessing the Pymble Portal

1. Launch your Internet browser and type the following link into the address bar.

https://portal.pymblelc.nsw.edu.au

2. Enter your College username and password. Don’t be concerned if you are asked to
repeat this entry several times.

portal.pymblelc.nsw.edu.au *

To view this page, you must log in to area

“portal.pymblelc.nsw.edu.au” on
. . portal.pymblelc.nsw.edu.au:443,
G o Your login information will be sent securely. G
. Name: || |

Hotmail Google D teract : Gateway to
Password: 13 2013.. CSU | Charles...

Remember this password in my keychain

o

ps YouTube Popular Purify

Chureh by the
Bridge [ Log In

Tick the box to have your password remembered in your keychain


https://support.office.com/en-us/article/uninstall-office-for-mac-eefa1199-5b58-43af-8a3d-b73dc1a8cae3
https://portal.pymblelc.nsw.edu.au/

Accessing Microsoft Office 365
Access to Microsoft Office 365 is via the Email section of the Portal.

1. Click on the Email icon.

e

2. You may need to Sign in using your College email address and password. Your
college email address is your username followed by @pymblelc.nsw.edu.au. Your
email password is your general College password.

gj?mbte;@ies‘-é'oﬂege

Welcome to MyPymble. Here is how to sign in.

Parents: Please use your 6-digit Username
Students and Staff: Please use your normal College /

Username (e.g. csmith) /
[

Forgot Password?

3. If your email account has not yet been configured, please set the language and time
zone. ‘Canberra-Melbourne-Sydney’ is found towards the end of the list.

B% Outlook

[ english (Australia)

Time zone

| (UTC+10:00) Canberra, Melboume, Sydney

(3 Save



4. Once your Outlook email is open, select the cog at the top right of the screen to
access settings.

- C | & Microsoft Corporation [US]  https://outlook.office.comjowa/?realm=sts.pymblelc.nsw.edu.au

Office 365 Outlook

Search Mail and People ,O @ New | v Y Undo

®© Folders Inbox All v

- . ‘__1

5. The Settings menu will appear. _ o [%
" Settings x
Search all settings L

Automatic replies
Create an automatic reply (Out of office)
message.

Display settings
Choose how your Inbox should be organized.

Offline settings
Use this computer when you're not connected
to a network.

6. In the search box, type in the word Software.

B - KX

Settings x
soft X
Software

Install software.

7. Click on Software

8. You will arrive at the installation window. Here you will be able to install the Microsoft
Office Suite, as well as view and manage your 5 licensed devices. Please note that it
could take approximately 10 minutes for Office to download and install.

Click Install and follow the steps.

Good afternoon O search
Apps Install Office
2 a @ @ @ &

Outlook OneDrive Word Excel PowerPoint OneNote SharePoint

T s S fE

Lo Noftlaal:csaok Eway Forms

Explore all your apps —»



Installing OneDrive

OneDrive is Microsoft’s cloud storage solution. It is part of the Office 365 Suite and is an
important tool to be configured on your daughter’s laptop. With OneDrive configured, she will
be able to access and work on her files on any device, at any time. There are 2 components
to OneDrive — the laptop client and the online space. The laptop client keeps a copy of the
files on the laptop, which then syncs with the online cloud version.

Installing the Laptop Client

If you have already installed the OneDrive Mac Store App with an Apple ID, you can skip this
step.

1. Click on the link here to navigate to the installer of OneDrive for Business for Mac or
do an Internet search for “onedrive for business mac standalone” (without the speech

marks)

2. Click on Install OneDrive for Mac

Synd files with the OneDrive sync
client on Mac OS X

SharePoint Onljne, Office for business, Office 365 Admin, More...

The new OngDrive sync client lets you sync files from your OneDrive for Business and even from
SharePoint sites if your admin enabled it. (If you're the IT admin for your organization, see Enable users to
sync SharePpint files with the new OneDrive sync client.)

Note: Th¢ new OneDrive sync client is supported on OS X version 10.9 and above. To use the
OneDriveldesktop app to sync your work files, you need an Office 365 business account.

Installjand set up

If you have] signed in to the OneDrive sync client with a Microsoft account (for example,
someone@outlook.com), you should already have the OneDrive desktop app and you can skip to step 2

below. ¢

1. Install OneDrive for Mac.

Important: If you are currently using the OneDrive Mac Store app, you must first uninstall it before
installing the latest build of the OneDrive desktop app.

3. The installer file will begin to download. Click on the OneDrive.pkg to begin the
installation process.

If your computer asks you if you
would like to keep or discard the
file, please choose keep.

OneDrive.pkg

Downloads

10


https://support.office.com/en-us/article/Get-started-with-the-new-OneDrive-sync-client-on-Mac-OS-X-d11b9f29-00bb-4172-be39-997da46f913f

4. Now the installer window will open and you will be guided through the steps to install
OneDrive for business.

Click Continue and then Continue again on the next screen.

¢ ® 0 ‘e Install Microsoft OneDrive a
H ‘elcome to the Microsoft OneDrive Installer e
)
R nirocction You will be guided through the steps necessary to install this
| Destination Select
i Installation Type
Installation
Summary
H
L g
1
Continue
5. Now click install
¢ @0 & Install Microsoft OneDrive =)
g Standgrd Install on “Macintosh HD" !
3
A Tieeks This wilNake 77.4 MB of space on your computer.
» Destination Select Click Install by perform a standard installation of this software

on the disk “Magintosh HD"
il & Installation Type

Installation

Summary

6. You will now be asked to enter your Mac Administrator (laptop) password. Then
click Install Software.

— Installer is trying to install new software.

=
I IE Enter your password to allow this.

Username: BYOD

Password: || |

Cancel Install Software 1

11



7. The installation is now complete. You can move the installer to the trash.

% w Install Microsoft OneDrive &
=] = Do you want to move the “Microsoft E
P . OneDrive" Installer to the Trash?

Introductic To keep this package in its current location, click

Keep.

5 Destinatio
f | Keep Move to Trash

Installatior

Installation B

* Summary The installation was successful.

The software was installed.

8. Now OneDrive should be installed. Click on the Launchpad in the Dock and search for
the OneDrive icon and double click on it.

OneDrive

9. When OneDrive opens, you will be prompted to type in your College email address.
Then click Sign in.

®0 Microsoft OneDrive

Set up OneDrive

Put your files in OneDrive to get them from any device.

12



10. This next window will appear, displaying your College email address. When you click
in the password box it will begin redirecting automatically.

Microsoft Onedrive
] Office 365
Work or school account

beassidy@pymblelc.nsw.edu.au

Password

h
]

[ soni JEE L
1
F

Can't acoess your account? E
F
| ]
C
h
K
F
C
T
E

@ 2016 Microsoft [ [ | Microsoft

Tems ofuse  Privacy & Cookies [ E

11. You will then be prompted to enter your College username and password. Note - The
popup box may look a bit different to this. Type in your username and password.

[ ] Microsoft OneDrive

Please sign in with your account

beassidy@pymblelc.nsw.edu.au

13



12. Next you will be asked to choose a location to install the OneDrive folder.

[ Xo] Microsoft OneDrive

This Is Your OneDrive Folder

Add files here so you can access them from other devices and still have them
on this Mac.

Choose OneDrive Folder Location

13. It should automatically select the top level of your user account ie not inside your
documents folder. This top level will be identifiable by the house icon.

Choose a location for your OneDrive fol

ECJ B = E gag ., & blythecassidy ] ] C, Search
Favorites [ Applications >
2 Dropb Creative Cloud Files >
ropbox [E Desktop >
¢y iCloud Drive [ Documents -
*
p‘-"-; Applications &1 Downloads
[%% Dropbox >
= Desktop Movies >
@ Documents [ Music *
Pictures »
0 Downloads Public >
= Creative Cloud...
Devices
Remote Disc
Shared
MNew Folder Cancel Choose this location
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15. You will now be able to see the path of your OneDrive folder. Check again that you
can see the house icon and then click Next.

19 © -  Microsoft OneDrive

This Is Your OneDrive Folder

Add files here so you can access them from other devices and still have them
on this Mac.

Your OneDrive folder is & blythecassidy » [ OneDrive - Pymble Ladies’ College

Change Location Next

16. It will now show you all the files that will sync. Note — your screen might look a bit
different. Click Next.

le @ Microsoft OneDrive

Sync Files from Your OneDrive

Choose what you want to download to your OneDrive - Pymble Ladies' College
folder. You can get to these items even when you're offline.

(\ O All files and folders on my OneDrive

" Choose folders to sync

Selected: 3.5 GB
Calculating...

15



17. You will need to check that your OneDrive folder is set up for continuous syncing.
Launch OneDrive from the Launchpad

18. From the Menu bar at the top right of the screen click on the OneDrive icon.

3&@ 98% (%) Fri10:13am Q

*3;! @ A2d = LD =

J& OneDrive is up to date
Pymble Ladies’ College

Setting up your Windows 10 lapt...
Uploaded to 2018
31 minutes ago

07Connect13.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connect12.pdf
Uploaded to Updated Class Lists
23 hours ago

07Connectl1.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connect10.pdf

Uploaded to Updated Class Lists
23 hours ago

07Connect09.pdf
Uploaded to Updated Class Lists
23 hours ago

ntif

07Connect08.pdf

Uploaded to Updated Class Lists
23 hours ago

35

| &

Open Folder View Online anm

OneDrive

19. Click on the 3 dots to access more options

20. Click on Prefeer

25 hours ago

Open OneDrive - Pymble Ladies' College Folder
Preferences

View online

Pause Syncing v
Manage Storage

Send Feedback

Quit OneDrive

| ©

2n Folder View Online More

21. Check that the Open at log-in box is ticked.

2L e@n

Preferences

LY

Preferences Account Network Office About

General
Open at log-in

Hide Dock icon

_ Save screenshots to OneDrive
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Accessing OneDrive Online
A copy of files saved to the OneDrive folder on the laptop is kept in the online version. This

online OneDrive folder is accessed via the Portal using the Email link to Office 365. Changes
made to documents in one location will be automatically synced with the other.

1. Log in to Portal and click on the Email icon.

B\

2. Click on the nine squares in the top left of the window.
\b i Office 365

Apps

Outlook

3. A menu will open. Select OneDrive from the list. ﬁ"/,y""‘ onebrive
_— @ Word Excel

m PowerPoint E] OneNote
ﬁ) SharePoint E} Teams

m_ﬂ Class MNotebook @ Sway
ﬂg Forms H} Partner

4. Once OneDrive opens you will be able to see and access all of your files and folders.

w

,O Search + New T Upload ES Sync
Blythe Cassidy F||eS
Files
v T Name
Recent
‘ il 2015

Shared with me

) ol 2016
Discover
Recycle bin o 2017

mll 3D printing

Pymble Ladies’ College
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