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Accessing Your ñMy Schoolò Account at Home: 

Open and internet 

browser: 

{ŜŀǊŎƘ ŦƻǊ άMy Schoolέ  

Or enter and go to the 

web address: 

www.c2kschools.net 

 

 

Click on the first result that appears 

 

 

 

 

 

 

TOP TIP: Add this site to your favourites ς it will make it easier to find 

Enter your school Username and Password 

 

 

 

 

 

http://www.c2kschools.net/
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You will now see your school dashboard with all the apps you need to the right hand side 

 

 

 

The 3 main apps you will use at home are:  

Office 365 My Files Google Classroom 
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Office 365 

Downloading Office 365 for home use: 

You can download a FREE copy of all the Office software you will need to use while working 

from home.  Click on the Office 365 logo: 

 

 

 

You will now see this window 

 

Click ƻƴ ǘƘŜ άInstall Officeέ 

button.  When prompted use 

your school username and 

password. 

 

Your school email address will be: 

username123@c2ken.net 

 

 

 

 

 

 
Accessing Email: 

¢ƻ ŀŎŎŜǎǎ ȅƻǳǊ ǎŎƘƻƻƭ ŜƳŀƛƭ ŎƭƛŎƪ ƻƴ άOutlookέ 

 

  

mailto:username123@c2ken.net
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You will now see this window: 

 

To view your message just click on the email and the text will appear. 

 

It is recommended that you turn off the Focused inbox option. To do 

ǘƘƛǎΣ ŎƭƛŎƪ ƻƴ ǎŜǘǘƛƴƎǎ ΨŎƻƎΩ ƛŎƻƴ ƻƴ ǘƘŜ ōƭǳŜ ƳŜƴǳ ōŀǊ ŀƴŘ ŘŜǎŜƭŜŎǘ ǘƘŜ 

Focused inbox toggle button.  

 

 

 

 

 



 

 

7 

 

My Files 

Navigate to www.c2kschools.net and log in using your school username and password  
-Select View All then files and apps before clicking on the MyFiles icon. 

 

 

 
 - At the next screen you will be able to see the contents of your school documents folder 

(home drive) and you will also be able to access the school shared resources folder. 

 
The Home Drive is where all your school work / files will be saved. 

Shared Resources is where staff may save work or resources for you to access. 
 

Downloading Files: 

To access any of you school work double click on the folder you have saved the work in.  Once 

you have found the document you are looking 

for, right click and select download: 

 

 

 

 

 

 

 

 

 

You must save the document to your own device before you make any changes to it. Once you 

have completed your work save the changes and then upload them to your school home drive. 

http://www.c2kschools.net/
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Uploading Files: 

Click on the upload button 

 

 

 

 

 

 

 

 

 

Then click on browse: 

 

 

 

 

 

 

 

 

 

Navigate to the file on your computer that you want to upload and click on open: 

 

Then click on upload. 

 

Top Tip:  Uploading your work to your school folder will mean it will always be there and is the 

safest and most secure place to store your files. 
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Google Classroom 
 

TOP TIP: When you first download or use Google Classroom it is extremely 

important that you use your c2k email address to set it up - for example: 

aperson123@c2ken.net 

 

Joining a Classroom: 

To join a classroom your teacher will either send you an email with a joining link or give you a 

classroom code.  If you are using a code you must make sure that you use your c2k email to 

join. 

 

Once you have joined you will see all the classes you are part of: 

 

 

Laptop or computer view Mobile device view 
 

 

 
 

  

mailto:aperson123@c2ken.net
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Viewing Work 

Click on the class you want to view work for, you will see this window: 

 

 
¢ƘŜ άSTREAMέ ǿƛƴŘƻǿ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ǘƘŜ ƭŀǘŜǎǘ ŀƴƴƻǳƴŎŜƳŜƴǘ ŦǊƻƳ ȅƻǳǊ Ŏƭŀǎǎ 

teacher and other class members. 

 

¢ƻ ǾƛŜǿ ȅƻǳǊ /ƭŀǎǎǿƻǊƪ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ǘƘŜ άCLASSWORKέ ǘŀōΦ 

Here you will find instructions to any tasks and any assignments that need completed.  It is 

important that you try to submit your assignments on time ς ǘƘŜ άDUE DATEέ ǿƛƭƭ ŀǇǇŜŀǊ here 

beside the instructions. 
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Submitting Work: 

To submit completed work, you must follow the instructions given by your teacher.  If they 

require a document to be uploaded ς follow these steps: 

 

 

 

Read the instructions then open the 

document.  Click on view assignment. 

 

 

 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ǘŀǎƪ ȅƻǳ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ άMark as Doneέ AND άAdd or Createέ 

if you wish to hand in a file.  

 

 

 

You can add a 

private comment 

to let your teacher 

that your work has 

been uploaded or 

to ask a question. 

 

 

  














