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Accessing the School Website 

1. Go to: yonkerspublicschools.org/riverside.   

 

• You will now have access to everything Riverside including Teacher Pages, Clever, Office 
365, and Library Resources.    

• Get access to school communications containing important and current school 
messages from School and Central Office Administrators. 

 

 

Accessing Teacher Pages from the School Website 

1. Go to: yonkerspublicschools.org/riverside. 
2. Click on the Teachers Tab. 
3. The Teacher Directory is listed in alphabetical order. Click on filter by letter on the top 

right corner of the page or scroll down and click on a teacher’s name. 
4. Each page will display the teacher’s district email address. 
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Accessing Clever 
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Accessing Office 365 

1. Sign into Clever (See Accessing Clever for help) 
2. Click on Office 365 

 

3. Once you click on the App, a log-in screen will open. Since your username and password 
are automatically saved in Clever, simply click ‘Go to Office 365’. 

 

4. You can now access all the Office 365 apps 
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What do the Office 365 Apps do? 

 

 

 

Outlook- This is your school e-mail. Always use this e-mail when communicating with your 
teachers.  

OneDrive- This is your cloud storage. You can save your documents here and share them with 
teachers. 

Word- Type your essays here 

Excel- Great for collecting numerical data and creating graphs 

PowerPoint- Great for presentations 

SharePoint- Another way of sharing work with teachers and collaborating with classmates 

Teams- This is your virtual classroom 

Sway- Another way to create documents, presentations and newsletters 

Forms- Great way to conduct a survey or take a poll 

Class Notebook- Your digital notebook. You can share your work with teachers from here. A 
digital notebook will be automatically created for you when your teacher adds you to Teams. 
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Accessing Outlook e-mail 

Outlook is your school email and it is the ONLY e-mail that you should use for anything school 
related, especially when contacting teachers, counselors or administrators. 

 

1. Go to: yonkerspublicschools.org/riverside and click on the Office 365 icon. 
2. Email Address is your student ID number@yonkerspublicschools.org 
3. Password is your 8-digit Date of Birth (Example: 01012020)  
4. Forgot your password? Email Mr. Fanek at: dfanek@yonkerspublicschools.org or Ms. 

Westphal at: cwestphal@yonkerspublicschools.org 
5. Note: If you login to Clever, click the Office 365 icon under Virtual Classrooms. 
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Accessing OneDrive 

 
OneDrive gives you one place to store, share, and sync your school files.  
Sign into Microsoft 365 with your school account, so you can:  
• Upload files from your PC or Mac.  
• Share files with others.  
• Give others permission to edit files and work on them at the same time.  
• Get to your files from anywhere, on your computer, tablet, or phone.  
• Sync OneDrive to your PC or Mac, so you can access your files even when 

you are offline.  
 

 

Accessing Microsoft Teams 

1. Log into Clever (See Accessing Clever for help) 
2. Click Office 365 (See Accessing Office 365 for help) 
3. Click Teams- This will give you access to the web version of Teams.  

 

*Note: Some students may choose to download the Teams App directly to their device. If 
you download Teams, simply click the icon on your device and Log-In using your school 
Username (ID#@yonkerspublicschools.org) and your 8-digit birthday password 
(MMDDYYYY). 
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Navigating Teams: Team Home Page 

This is what the Teams Home Screen Looks Like. Your Team Classes will be displayed here. 
Simply click on the Team tile to enter a virtual classroom. 

 

Navigating Teams: Teams Toolbar 

 

Team toolbars may vary depending on teacher preference; however, most Team Toolbars will 
have these basic tabs; Posts, Files, Class Notebook, Assignments and Grades. 

Posts- Allows students and teachers to send and receive messages, make announcements, 
and share ideas with the entire class. Additionally, any group chats that occur during video 
meetings will be visible to everyone here. Posts are visible to everyone in the Team. 

To write or respond to a Post, simply write a message and click the arrow to the far right. If you 
want to mention someone or address the entire class, begin with the @ symbol followed by 
their name so that they receive a message alert.     

 

Files- Your teacher might upload (or ask you to upload or download) larger files here. Any files 
in this area are accessible to everyone in the Team.  
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Assignments: 

1. Typically, you will receive an alert in on the Posts page when an assignment is created 
by a teacher.  

2. Click the Assignments tab at the top of the page

 
3. A list of all assignment, both current and overdue, will open. Click on the assignment 

that you want to begin.  

 

4. A new page with directions for the assignment will appear. Read the instructions before 
you begin the assignment. Then, click on My Work to begin the assignment. If you click 
on the 3 dots at the right, you can choose to either Download the work or complete it 
directly in Teams.  

 

5. Once you complete your work, upload the completed document if necessary. Make sure 
you click TURN IN at the top right when you are done so that the teacher can grade your 
work! 
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Grades: 

1. Click on the Grades tab to view your grades.  

 

2. The window will show the assignments, how much they were worth, and the score you earned. 
If the teacher did not grade the assignment yet, it will not say ‘Returned’ and the grade will not 
show. 

 

 

Class Notebook- Each student had access to a class notebook in Teams. There are three 
parts to a class notebook, as seen below, on the Welcome Page for the Class Notebook 

 

1. Student Notebooks- This is a private space between the teacher and each individual 
student. Students can only see their personal notebooks. The teacher can see every 
notebook.  

2. Content Library- This is a read-only space where teachers can add content for students 
to view only.  

3. Collaboration Space- This is a space where everyone in the class can work together 
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Navigating the Class Notebook 

1. To enter the Class Notebook, click the > in the top left corner of the Welcome Page 

 

2. The tabs to the far-left are like the table of contents for your Class Notebook.  
3. Click on a tab to reveal the pages in the notebook. 
4. Once you click on the page you want to view, it will appear to the right of the screen 

 

5. Use the Class Notebook Toolbar to complete the assignment. The toolbar is like the one 
you would use in a Word Document.  
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Immersive Reader 
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Video Conferences 

1. You can join a video conference created by your teacher from the Post page. Simply click 
on the meeting to join.  

 

2. You can start a meeting immediately by clicking, Meet Now. You can decide if you want 
your camera and microphone turned on or off throughout the meeting.  

 

3. Here are some of the basic tools that can be used during a video conference. 

FROM LEFT TO RIGHT>>> 

 

• The length of time the meeting has been taking place 
• Turn your video ON or OFF 
• Turn your Microphone ON or OFF 
• Share your screen 
• Additional Tools, such as blur your background 
• Raise your hand to talk 
• Group Chat related to the video conference 
• View the people in the meeting 
• Hang up 

NOTE: The meeting itself is NOT recorded everything that you type in the group chat IS 
recorded 
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Searching Follett Destiny Library Catalog 

 

 

 

 



18 
 

 

 



19 
 

 

 



20 
 

How to access eBooks in Follett Destiny 
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Follett Destiny Catalog and eBook Login 

 

Login Information for Follett Destiny School Catalog 
Click on Destiny Discover to Access your Schools eBook Collection 

 
 

 
 

You must Login to Destiny Discover to read or borrow any eBook. 
 

 

 

Username: student ID# 

Password: student 
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How to Download the Destiny Read App 
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Quick Help for Web Path Express 
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Research Resource- Gale Academic OneFile 
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Research Resource- Gale in Context: Opposing Viewpoints 
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Tools for Writing a Research Paper 

 

Library Services 
Tools for Writing a Research Paper 

Grades: 9th – 12th 
 

Academy Honesty and Plagiarism - 
https://www.youtube.com/watch?v=JylxFnk7btU&feature=youtu.be 
� 
APA Format - https://apastyle.apa.org/ 
 
Bibliography Examples - https://examples.yourdictionary.com/bibliography-examples.html 
 
The MLA Style Center - https://style.mla.org/ 
 
The MLA Style Center: Avoiding Plagiarism and Academic Honestly - 
https://style.mla.org/plagiarism-and-academic-
dishonesty/?gclid=EAIaIQobChMI2t6VgfbK6AIVFWyGCh2FegeBEAAYAiAAEgK6wPD_BwE 
� 
Choosing a Research Topic - 
https://owl.purdue.edu/owl/general_writing/common_writing_assignments/research_papers/cho
osing_a_topic.html 
 
Footnotes and Endnotes for APA - 
https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/fo
otnotes_and_endnotes.html 
 
Footnotes and Endnotes for MLA - 
https://owl.purdue.edu/owl/research_and_citation/mla_style/mla_formatting_and_style_guide/ml
a_endnotes_and_footnotes.html 
� 
Kathy Schrock’s 5W’s of Website Evaluation –   
https://school.eb.com/resources/pdf/BSW_Research_Paper.pdf 
� 
Picking a Topic Video - https://www.youtube.com/watch?v=Q0B3Gjlu-1o&feature=youtu.be 
 
Purdue Online Writing Lab - https://owl.purdue.edu/owl/purdue_owl.html 
 
Video Lesson: Citation for Beginners - 
https://owl.purdue.edu/owl/research_and_citation/mla_style/mla_formatting_and_style_guide/ml
a_endnotes_and_footnotes.html 
� 
Writing Guides - https://writing.colostate.edu/guides/page.cfm?pageid=11&guideid=3 
� 
Writing a Research Paper  https://school.eb.com/resources/pdf/BSW_Research_Paper.pdf 
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Castle Learning- Student Access ‘How To’ Guide 

 

 

Clever.com/in/yonkers 
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Castle Learning- Student Regents Review Guide 

 

 

Clever.com/in/yonkers 


