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Logging in to Schoolbox 

 Using your web browser, navigate to 
https://my.ipswichgrammar.com 

Login with the unique 
username and password 
that has been provided to 
you. 

e.g.
Username:   12345
Password:   Password
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Navigating the Homepage Dashboard 

Side Menu: 

Other useful quick access 
links to key items such as 
extra- curricular activities 

and support services 

Top Menu: 
Includes quick access to key items 
such as Timetable, Calendar and 
Classes

School Notices/News Items: 
Student notifications for events 

and news items. 

Due Work: 
This link will take to your current 
Due Work for your classes. 
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Accessing Extra-Curricular Information 

Sports News and Resources: 
Access to all individual sports groups which 
provide news updates, sports fixtures and 
photo galleries 

Music Ensemble News: 
Includes access to individual ensemble 
groups with the latest news, photos and 
upcoming events 
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Accessing Classes 

Accessing your Classes: 
Access all your classes from the Schoolbox 
home page. 
Select which class you wish to view to be 
taken to that classes page.

Your Class Pages: 
All of your class pages are created and 
edited by their respective teachers. 
Although they may present different. They 
all have important class information, such 
as News, Due Work and Resources.
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Accessing Emails 

Accessing your Emails: 
You can access your emails by clicking the Email 
tile on the Dashboard. This will take you to the 
Microsoft Outlook Web Mail Client. 
You may be required to enter your details before 
logging in. 
For Example:
Email Address: 12345@my.ipswichgrammar.com
Password: Password

Importance of Emails: 
It is important that you regularly check your 
emails, Although most news for major events is 
posted on Schoolbox, there will be instances 
your teachers and coaches may contact your 
directly via email with important notices and 
updates.



Page 8 of 13

IT Help Desk 

IT Help Desk: 
By clicking on the IT Help Desk tile you will be 
navigated to the IGS Information Services web 
page. From this page you will be able to access 
all software provided by the school as well as 
helpful how-to guides and important 
documents.

Self Service Portal: 
If you are experiencing an issue with your 
computer or certain software. You are able to 
log a request using the Self Service Portal. This 
request will be sent directly to the IT Team and 
will be actioned as soon as possible.
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How to Print 

Mobility Print: 
All users have access to the Mobility Print 
solution. This solution allows users to print at 
anytime and collect their documents from the 
printer when available. To install Mobility Print, 
click the 'Mobility Print' tab in the top menu.

Mobility Print: 
Click on the highlighted link to install Mobility 
Print.

Mobility Print: 
During the installer, you will be prompt to 
enter your user name and password. This will 
be your IGS login details:
Username: 12345
Password: Password



Using the Calendar 

 

Calendar Filters: 
Filter your calendar by Groups, Events or 
by Campus 

View Calendar Event Details: 

Click on a specific event to see full details of 
the event 
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Managing Groups 

 

 

 

Manage/Join Groups: 
On the left-hand side select 
the Manage Groups item as 

shown below Select Groups to Join: 
Select your required group(s) and 
select “Join Selected Groups”. Free 
Access groups mean that you will 
immediately be granted access to this 
group. Other groups will require 
moderator approval. 

My Groups: 
You then find your selected 

groups on the left-hand side 
under My Groups. 

Page 11 of 13



Customising your Notification Settings 

Profile Dropdown: 
To access your notification settings, select 
the drop-down arrow next to your profile 
picture 

Settings: 
Select Settings to 
access the Message 
Settings 
Customisation panel 

Choose your options: 
Select the mobile phone to enable push notifications 
via the IGS Mobile App or select the email icon to 
receive email alerts 
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If you have any questions regarding Schoolbox or require technical assistance, please 
contact: 

Information Services 
Email:  helpdesk@ipswichgrammar.com 
Phone: 07 3813 9653 

If you have any questions relating to changes of personal details, please contact: 

Data Coordinator 
Email:  datacoordinator@ipswichgrammar.com 
Phone: 07 3813 9618 
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