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ESS/AAC STRATEGIES & RESOURCES FOR SUCCESS 

TOP 13 LEARNING TIPS  
 

  1)OTHS Wi-Fi— Make sure you are on the OTHS Wi-Fi to have the fewest connection issues. 
 

  2)Chrome Browser — Use this to have the most ease in uploading/downloading documents/files.     
     Use the OTHS Quick Links and/or add Google Shortcuts. Use a Chromebook/laptop to complete  
     schoolwork. Phones are a helpful tool but not the most effective to complete assignments.  

 

  3)Chromebook Update— If you are having trouble downloading documents your Chromebook    
     may need to be updated. For detailed instructions on how to update look on page 3.  
 
  4)Log-ins — Make sure you can log into Blackboard (Bb), Skyward, and Office 365 (Email/  
     OneDrive) and check frequently! Use our tip sheets to organize your OneDrive and Email Inbox.  
     For more detailed instructions look on page 2.  
 
 5)Email — If you have any questions or need clarification about directions, due dates, or concepts  
     in any of your classes, email your teacher! Check frequently for their responses and do not forget  
     to reply to their message to say “thank you” so they know you received the information. 
 
  6)Agenda — Using a agenda will help you keep track of important dates and deadlines for tests,  
    assignments, projects, and quizzes. In class, keep your agenda out to write down assignments,  
     and due dates right away. Then, LOOK AT your agenda each day and after you have completed  
     an assignment and turned it in cross it out—this will give you a great feeling of accomplishment! 
 

  7)Read Directions — CAREFULLY! If a teacher took the time to write them down, then it is  
     important or beneficial to you in some way. 
 
  8)Use your Time Wisely— We have a limited amount, so make it count! Set alarms, calendar  
     events, etc. in your phone to remind you to get back to work and turn things in on time! 
 
  9)Participation — Look alive! Act alive! This is YOUR education. It is meant to benefit YOU— 
     make sure, you get the most from it! Stay focused and engaged for the entire class period! 
 
 10)Location, Location, Location — Create a designated study space that helps you stay awake,    
     organized, and focused. 

 
 11)Split Screen— Tired of flipping back and forth between windows?? Split your screen! For more    
     detailed instructions look on page 3.  
 
12)20-20-20 Rule— Getting headaches, eye fatigue, etc. from staring at a screen too long? Every  
     20 minutes, look 20 feet away for 20 seconds to relax and refocus your eyes.  
 
13)Ctrl-F — If you are in a document or in a web browser, pressing the Ctrl key + the F key will  
     bring up a search box. You can then type in a keyword or phrase to find places where that word  
     or phrase is used in the text, often helpful for locating relevant sections. 

Visit www.oths.us/aac for EVEN MORE tips and resources or sign up to come to the AAC! 

http://www.oths.us/aac
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Successful Student Checklist 

School Services: OTHS Windows Computers; Office 365: Email, OneDrive, and OneNote; Skyward; and 
Blackboard (Bb). New students have their Skyward and Bb password printed on their schedules. If you 
have changed your Skyward password, it will not show on your schedule. If you have trouble logging in, 
email the OTHS Computer Department (computerdepartment@oths.us) to have your password reset.   

 

Windows Computer:  
Windows Computer Username: FirstNameID# (ex. Abraham225111)  

Windows Default Password: StudentID# (ex. 225111) (Will be prompted to change your password   
        the first time you log in. Must be at least 6 characters long.) 
NEW Password:      __________________________________________________________________________ 
 

Chromebook: Before you can sign into a Chromebook, you must first sign into a school 
Windows computer by using the above info.  
Chromebook Username: FirstNameID#@students.oths.us (Abraham225111@students.oths.us)       

**Make sure you put the (s) at the end of “students.”** 
Chromebook Password: The same as your Windows password once it's been changed.  

 
Skyward:  
Skyward Username: FirstNameID# (ex. Abraham225111)  

Skyward Default Password: This is printed on the schedule. (Will be prompted to change your  
password the first time you log in. Must be at least 6 characters long.) 

NEW Password:      __________________________________________________________________________ 
 

Office 365- Email, OneDrive, OneNote: 
Sign in: FirstNameID#@students.oths.us  (ex.Abraham225111@students.oths.us)       

Password: The same as your Windows password once it's been changed.  

  OneNote                                        Accessing/Organizing  

OneDrive:         Creating/Saving Documents 

                            App              Uploading Existing Photos to App  

Blackboard:  
Blackboard Username: FirstNameID# (ex. Abraham225111)  

Blackboard Default Password: This is printed on your schedule.  
 

Change Your Password - NEW Password:    __________________________________________________ 

Bb MyGrades   Bb Calendar    

Downloading/Uploading Files to OneDrive  

Submitting Assignments to Bb from OneDrive 

 

          Planner/Agenda                  Organization                      

 

mailto:computerdepartment@oths.us
mailto:ID#@students.oths.us
mailto:ID#@students.oths.us
mailto:Abraham225111@students.oths.us
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GRADE TRACKING 
SHEET 

 
Using Skyward and our 

grade tracking sheet will 
help you to track your 
progress. You will be 

able to see the change in 
your grade from week to 
week. If you need one, 

stop by the AAC and pick 
one up!  

 
 
 

 

OTHS CHROMEBOOK TIPS 

Splitting Your Screen: 

• With one app/window open, 

press the “alt” and “[” keys 

at the same time to move it 

to the left half of the screen -

OR- “alt” and “]” keys at the 

same time to move it to the 

right half of the screen. 

• Do the same (choosing the 

opposite side) for the second 

app/window you want to 

appear on the other half! 

Chromebook Update: 

Having trouble downloading documents? Your Chromebook may just need a quick 

update! 

1. Make sure the Chromebook is connected to OTHS Wi-Fi. 

2. Click on the time box in the bottom right corner, sign out, and then select “Browse 

as OTHS Guest.” 

3. Once you’re logged in as a guest, click on the time box again and then the Settings 

gear. Choose “About Chrome OS,” then “Check for and apply updates.” 

4. Restart the Chromebook, then make sure to log back in under your user account 

instead of “OTHS Guest.” 
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ACCESSING ONEDRIVE 
 
 

Reasons to Use OneDrive          
    
1) Keeps all your files in     
     one location  
2) Saves automatically  
3) Easy to access from  
     anywhere  
4) Works the best with Bb  
5) There is an App  
6) Student Recommended!  
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ONEDRIVE 

ORGANIZATION 
TIPS 

 

 

 

 

 

 

 

 

 

 
 
 
 
 

 
 

 

 
CREATING & 

SAVING  

DOCUMENTS 

IN YOUR 

ONEDRIVE 
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Downloading 
& Uploading 

Files From Bb  
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Submitting 
Assignments 
to Bb from 
OneDrive 
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In Bb, Check 

the “My 

Grades” Tab 

Compare this to 

Skyward for 

missing work 

and make sure 

your 

assignments 

are submitting 

properly.  
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EMAIL TIPS 

 
 
 

 
 
  

 
 

Writing an Email: 
• Always include a Subject Line. 
• Include a proper greeting. 
• Be Polite – If you are upset 
     about something, don’t  

     email right away. 
• Only type things that you  
     would say to someone in   
     person. 

• Be clear with what you are  
     asking. If you are asking for a  

 late assignment to be accepted, make sure to attach the  
 assignment.  

• Include a complimentary closing and signature. 
• Proofread – Use correct capitalization, punctuation, and  
     spelling. 

 

A Few More Email Tips: 
• Check frequently for new messages or responses to a message  
      you sent. (At least twice each day—start and end of school day) 

• Reply promptly to a message. It lets the sender know that you  
     received the information. 

• Do/do not reply to all. Decide by reading the email to choose     
     if everyone needs the information or just the sender. 
• Remember that email is not private. 
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ORGANIZATION TIPS 

Organization may be different for everyone, so you need to find a system that works 

for you to keep track of your materials. Once you develop and stick with a system, 

staying organized can help reduce stress and anxiety in your life.  

Here are some of our trusted tips on organizing: 

--To get started, you may need a separate folder, notebook, and/or binder for each class.   

     (If you need one, come to the AAC, and we can get you one.) Label each one. 

--If you really struggle with staying organized, it might be best to opt for one large   

    binder with separate dividers. Also, you should have a homework folder or section  

    to store current homework assignments.  

--Take 10 minutes once a week to make sure you are keeping up with your system.  

 
Organization Checklist: 
 
____ Take out all school materials from your bag. 

____ Separate all loose papers and make a pile for each class. 

____ Go through each class’s pile and remove anything that you will no longer need this  
          semester or move it to a finals binder (AAC can provide you with one if needed.) 

Things to Remove: 

a. Recycle homework that has already been graded.  

b. Move past tests, quizzes, study guides, notes, etc. to your finals binder.  

c. Recycle anything else that will not be useful to you this semester or was an 

extra activity.  

d. If you don’t know if you should keep it to study for the final, hold on to it and 

ask your teacher.  

____ Put the materials you are keeping in the appropriate folder or binder for each class. 

____ Hole punch and place in 3 rings anything not actively being used.  

____ Label/Color Code folders, binders, dividers, etc. 

____ Organize within each class’s section so you know exactly where your study guides,  
          notes, etc. are for each class. 

____ Make sure all unfinished work is in your designated homework folder   
or pocket.  

____ Make sure there are no loose papers or trash in your backpack. 


