How t0 look up a Student’s account or
change a student’s password

Open a web browser and go tThe infranet.
Hover over the “gquick inks’ menu.
Select “Technology Work Order” from the menu.
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Malicious Email Message

Another email message attempting to obtain your log in credentials is making it's
waay to district inboxes.

Immediately delete any ges with the Subject: "Update™ or the message says,
“Please reduce your mailbox size. There are some hidden files in your mailbox...”

Anyone who clicked on the link and filled out the form should change
their password IMMEDIATELY!
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Effective searches use only as much information as necessary. The more fields you use. the more restrictive the search. You can find most users by entering the first three letters of their first and
last names.

To search by location, use either the Zocation * drop-down o type a name in the Deparfment box. Student accounts do not use the Locarion # field. so use Deparrment instead. Parent users
have no location mformation to search on.

For students, the student ID can be used in esther the Username or Employee ID fields. The grade level can be entered as a numeral in Tit/e field (1.e.. for third grade, enter 3). Do notuse the
Location # drop-down list.

Use the Creared From and Created To fields to set beginning and ending date for when the user account was created. The search goes fom midnight ofthe start date to 11:39 PM of the end
date. To see users created on a single day, enter the same date in both boxes.
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YOu should now pbe here:
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You can search by name or student A numbenr
(username). Make sure you Imit The search 1o
‘students only”. Affer entering tThe necessary
InFormation, & student account should populate
with some options like This:

If you click on this icon, you can change the
student’s password. This is helpful if the
student is unable to login o their account or
can't remember Their password
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account, you can submit awork order by i
clicking on “submit case” and your STS can et
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