
 

 

STAFF ACCESS 

Accessing your email, Office apps and OneDrive 
 
❶ Go to www.howcollege.ac.uk and click Staff/Student Login 

 
 
❷ Type in your college username and password 

 
  

http://www.howcollege.ac.uk/


 

 

STAFF ACCESS 

❸ Click on Office 365 Portal 

 
 
❹ Enter your username followed by @howcollege.ac.uk (username@howcollege.ac.uk) and click Next 

 
 

  



 

 

STAFF ACCESS 

❺ Enter your college password 

 
 
❻ Click on Outlook to access your College emails, click OneDrive to access your files. 
All of your recent documents will be displayed at the bottom of the screen. 

If you need to download a copy of Office to your PC, click Install Office and follow instructions. 

 
 

  



 

 

STAFF ACCESS 

Accessing I Drive and Shared Workspaces 
❶ If you are using college issued equipment skip to step 4. 

 
❷ Click Download Windows 64 bit GlobalProtect agent and click Run  

 
  



 

 

STAFF ACCESS 

❸ Follow the GlobalProtect Setup Wizard, continue clicking Next 

  
❹ Once installed the client will pop up (see below) enter vpn.howcollege.ac.uk as your portal address

 
❺ Enter your username and password 

 
  



 

 

STAFF ACCESS 

❻ You are now connected to VPN 

 
❼ Click File Explorer (yellow folder on the taskbar) and go to This PC 

 
  



 

 

STAFF ACCESS 

❽ Click Computer on the top bar, then Map Network Drive 

 
 

❾ Set Drive to I: and enter \\howcollege.ac.uk\staff into Folder 

 
  

file://howcollege.ac.uk/staff


 

 

STAFF ACCESS 

❿ Enter your college howcollege\ followed by your username (howcollege\username) and password  

 
 
⓫ The I Drive will now be mapped 

 
 

If you have any issues please speak to a member of IT Services 
You can email us at ithelpdesk@howcollege.ac.uk or call 01905 743474 

 

mailto:ithelpdesk@howcollege.ac.uk

