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How to Open Documents from the EC Tutor Site

Our Tutor Site provides a secure way for teachers and pupils to share documents. To edit any of the documents
stored on Epsom College Tutor Site please follow these instructions.

How to log into Epsom College Tutor Site

e Navigate to:

https://epsomcollege.sharepoint.com/sites/ECtutorsite/default.aspx

¢ Depending on the computer you are accessing the site from, you might be presented with Office365 login
screen. If that happens please login with your College email address and the usual password.

e Once logged in you will land on portal’s home page:
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e Navigate down through your Boarding House and Year Group into your own documents and click name
of the document you wish to edit:

e The document will open in Office Online editor. If you prefer to edit the document in a desktop version of
Word, Excel etc. please click Edit Document button on the top menu and choose Edit in Word:
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Complete this form before your 1-2-1 conversation with your tutor

What are your sims: long term (34 years), short term (1.2 months) and end of
scademic year?

What 1t the reslity of yaur sHustion 1 this moment? Bleek 1est scores? Attainmant |
rodes from taschan? Aver seores? Trind renlte? Losking ot oll the
wvidence, are you currently 10 rench your goalls)?

Reflact 0n the progress made towards maeting your vt 1argets set 1s thare sl
work 1o be done?

| Sat yoursell some SMART targets for the nest 5-6 weeks
SMART - (Spacific, Measurable, Actionable, Reslistic, Timebound) TARGETS

e The document opens in your desktop Word application (Excel, PowerPoint etc.) where you can edit it as
usual. Once finished you can save it by simply clicking on Save icon. Because successful saving of the
document depends on your internet connection it is always a good practice to save a backup copy of
the edited document locally on your computer.

If you are experiencing difficulties logging on, please contact our IT Services department using
ITsupport@epsomcollege.org.uk or by telephoning 01372 821159.




