
The Big Guide to Distance 
Learning!

Objectives:

- To know and understand how to access and 
send school emails
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Why are we doing this?

If you are asked to isolate because of a COVID case in school or at 
home OR if schools are closed as part of a lockdown you need to 
continue completing school work at home.

You also need to be able to submit work to your teacher so that 
you can get feedback and improve your work!
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What do you need to do first?
Log on to your computer!
Your username is as follows:

For example: 20harvje

If you haven’t already logged in and changed your password it should 
be: Password37  
You will need to change it when you first log on.

First 4 letters of your surname First 2 letters of your first name20

Now get your phones out – we’ll 
come back to the computers in a bit!
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How do I access my emails?

You all have a school email address. 
Your email is in this format:

20harvje@tuptonhall.org.uk

20 First 4 
letters of 
your 
surname

First 2 
letters of 
your first 
name

@tuptonhall.org.uk

Write down your email in the 
front of your planner
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How do I access my emails?

To open your emails go on to the 
school website by searching for 
Tupton Hall in the browser or 
typing in the web address:

www.tuptonhall.derbyshire.sch.
uk

When you are here, click on 
these three lines

http://www.tuptonhall.derbyshire.sch.uk/
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How do I access my emails?

Click Students

Then scroll down and click on 
Learning Links

Then scroll down and click 
School Email

https://www.tuptonhall.derbyshire.sch.uk/
https://www.tuptonhall.derbyshire.sch.uk/
https://www.tuptonhall.derbyshire.sch.uk/learning
https://www.tuptonhall.derbyshire.sch.uk/learning
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How do I access my emails?

Click on this symbol for
Microsoft Outlook (your emails!)

https://www.office.com/?auth=2&home=1
https://www.office.com/?auth=2&home=1
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How do I send an email to a teacher?

Click ‘New Message’

Next to ‘To’ start typing
the name of the person you 
want to email.
It should come up 
automatically!
Make sure you have the
right person – don’t confuse
Mrs Harvey-Grayson with Mrs
Harvey!



The Big Guide to Distance Learning

How do I send an email to a teacher?

In the subject box give a brief 
description of what your email is about

In the main box type out your message.

Remember to be polite!
• Say hello to the person you are 

emailing.
• Use formal language.
• Remember to sign your name

https://outlook.office.com/mail/inbox/id/aaqkadvkmdfhy2m4ltvlzdctngrioc1hmjlhlwm1odi1mwrlmjgyoaaqaipnhpb/hvvoicgtw5eiqxq=
https://outlook.office.com/mail/inbox/id/aaqkadvkmdfhy2m4ltvlzdctngrioc1hmjlhlwm1odi1mwrlmjgyoaaqaipnhpb/hvvoicgtw5eiqxq=
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How do I attach work to an email?

You can attach a word document,
a PowerPoint or a picture to an email to 
show the work you have done.

To do this click on the paperclip at the 
bottom.

Then click ‘Browse This Computer’ and 
choose the document you want to 
attach. Then click ‘open’.

Now you’re ready to send! Click Send!

https://outlook.office.com/mail/inbox/id/aaqkadvkmdfhy2m4ltvlzdctngrioc1hmjlhlwm1odi1mwrlmjgyoaaqaipnhpb/hvvoicgtw5eiqxq=
https://outlook.office.com/mail/inbox/id/aaqkadvkmdfhy2m4ltvlzdctngrioc1hmjlhlwm1odi1mwrlmjgyoaaqaipnhpb/hvvoicgtw5eiqxq=

