
How to log on to my email

Log on to the QEA website and click log on



Select Office 365 for students



Enter your school email address
Your email address is made up of the 

year you joined the school, your first 

initial and your surname 

@queenelizabeths-ac.org.uk

E.g. if you were Jessica Smith in year 

7 it would be

2019jbrown@queenelizabeths-

ac.org.uk

Year 7 starts 2019

Year 8 starts 2018

Year 9 starts 2017

Year 10 starts 2016

Year 11 starts 2015

If your email isn’t 

working check the 

spelling, especially 

of queenelizabeths

mailto:2019jbrown@queenelizabeths-ac.org.uk


Enter your password – this is the same 

one you use to logon for your ICT lessons

If you have forgotten your 

password, please contact 

your tutor and they can ask 

the helpdesk to reset it for 

you



You are now logged into office 365, now select 

the program you want by clicking on it



Select outlook to open your emails



Your e-mail is loaded

To create a 

new e-mail 

select new 

message



How to attach work to your email

Type in your 

teacher email 

address in the to 

box.

All staff emails are 

initial 

surname@queeneli

zabeths-ac.org.uk

Select attach file

mailto:surname@queenelizabeths-ac.org.uk


Select browse PC

Select the file you need and click insert



Your work is now attached – you can 

attach more than one file if needed


