
Cloud based Logon 

Over the summer break, Elmwood files have been migrated to ‘Cloud’ or internet based storage. The 
schools’ files usually found on server based ‘network drives’ such as those designated with a letter 
such as T: W: etc,. have now been uploaded to a secured area of the internet owned by the school 
known as a ‘tenant’.  

With only a couple of exceptions, all school computers have been rebuilt to use the new ‘Cloud’ 
based system. All users will now have to log in to the school’s tenant using their email address and 
password. Your previous ‘ST-Surname-Initial’ logons will not work. Neither will student logons. 

 

Hitting any key or clicking the mouse will display the login box. 

 

The computer expects a login email ending in @elmwood.walsall.sch.uk so you only need to type in 
the beginning part of your email address, adding your email password in the appropriate box. 

If you are unsure of your email password – this can be reset by the ICT Schools team. 

 

 



Teams 

The School’s ‘tenant’ is organised using Microsoft Teams based upon the school’s own structure. 
Each team has its own file storage area. Currently the following Teams have been created and staff 
assigned to each team or teams determined by their role’s requirements. You will most likely find 
that you are members of multiple teams. 

Staff   All staff are members of this team. The file area contains what was ‘RMStaff’ 

Students All Students and staff are members. The file area contains the Shared 
Documents Area. 

English Dept  All English staff are members 

Maths Dept  All Maths staff are members 

Science Dept  All Science staff are members 

PSHE Dept  All PSHE staff are members 

THEME Dept  All THEME subjects staff are members 

PE Dept   All PE staff are members 

Creative Dept  All Creative subjects staff are members 

Admin Dept  Administration and are members 

SLT   Senior Leaders are members 

Other Teams have been created for Nurture, Transition and Pathways too. 

 

Microsoft Teams will start automatically when you login to one of the newly reconfigured machines.  

The Teams are designed to allow free communication through instant messaging or ‘Chat’, either in 
an ‘all members’ chat or targeted with another named team member or members. This is often an 
easier, quicker and less formal way of communicating with colleagues than email and doesn’t 
require making time to open, format and send emails. You may find that use of email between you 
and your colleagues actually decreases dramatically. Like email and other messaging apps, you can 
attach and share files too. 

Initially each team has a ‘General’ channel setup. You will be able to create additional channels 
within a given team which correspond to particular areas. eg. The Creative Dept team could have 
channels for Food, Design Tech, Clubs, shared teaching resources, events or particular subjects being 
studied by classes at different points of the school year. Each channel helps organise areas being 
worked on. 

As with the Team that the channel belongs to, each channel has its own storage area for pertinent 
files. So a channel for say a class play could contain scripts, images, sounds or music files for the play. 

As mentioned above, the RMStaff Drive and Shared Documents drive have been migrated to internet 
storage within the Staff and Student teams respectively. These contains all files for all years and 



subject areas.  School Staff are best suited to relocate files to the relevant teams as required. To help 
with this please read the following instructions. 
 

Moving Files or Folders between Teams 

Start by selecting the source Team.  

 

In the Channel of your choice (or the ‘General’ Channel by default) - browse to the Files tab at the 
top of the screen. 

 

You can now scroll to the files or Folder(s) that you wish to move.  

 

Select the Files or Folders by clicking to the immediate left of them.  



At the top of the screen select the ‘Move to’ option. 

 

A new window will open in which you can choose your target Team area. 

 

Once the Target Team is selected, you can choose which destination Channel you require (or the 
‘General’ Channel by default). If you wish to use another Channel – please create it first. 



  

 

Clicking upon the ‘Move here’ button initiates the move. This may take some time depending upon 
the size and number of files being relocated. 

 

A tag at the top right of the Teams window will show that the move is in progress. When it is finished 
a box will appear confirming the completion. 

 

 

Browsing to the target Team and Channel can confirm that the files/folder(s) have in fact been 
moved. 

 

 



OneDrive 

Previously most staff and students had their personal N: drive for saving and working on their own 
files. These files are also now stored in the ‘Cloud’ using the OneDrive application. 

This can either be accessed by directly clicking upon the blue cloud 
OneDrive icon.. 

 

..or can be accessed from within Microsoft Teams by clicking upon the ‘Files’ icon on the left hand 
menu. 

 

You will have the option to view Teams  based file or your personal OneDrive files. 

 


