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New Employee Technology Outline

Every classroom and office is equipped with a computer. Computers are assigned to the classroom not the teacher. Please do not move any technology equipment.
Never give your passwords to anyone for any reason.

Network Login

The Technology & Media Services department will assign each staff member a network ID and password that will allow each individual access to the District network and shared resources. The login ID and password are sent to the respective building secretaries and/or principals to then be distributed to the new employees. The password should be changed immediately to ensure continued security and privacy of any data.

To change the password, after the user has logged into Windows, hit the CTRL+ALT+DELETE keys and a pop-up window will appear; click on CHANGE A PASSWORD.

Each staff member is allotted storage space that is located on the M drive. This is a secure storage folder that is backed up nightly. Place all important documents on this drive. Data stored on the desktop is not backed up.
Personal photos, music files, or programs should not be stored on the District network and may be deleted without notice.  Please be mindful of copyright laws and fair use.

If, at any time, you forget your network account password, you will need to contact the Technology & Media Services department and someone will reset the password for you. We are unable to tell you what the password is. We can only reset it.

District Email

The District uses both Microsoft Outlook and Google for email. The email address will be the network ID followed by [@elps.us].  We are unable to make exceptions for nicknames. The address is NOT case sensitive. The Technology & Media Services department assigns each staff member a default password which should be changed immediately to ensure continued security and privacy of any data.

To change the password, please refer to the steps under Network Login. When you change your computer login, it also changes you district email login and the login you use to access the Technology Work Request system. 
Any e-mail created, sent, and/or received is not guaranteed to be private. All communication and information accessible via the District network is the property of the District. Any inappropriate messages known to be created, sent, and/or received should be reported to supervisors or administrators. Posting anonymous messages and sending junk mail is not allowed on or via the District network. Harassment of others or engaging in hate mail, discriminatory remarks, or antisocial behaviors is prohibited.

Microsoft Outlook is accessible on all desktop PC’s and it is also web-based and accessible via the District’s website (www.elps.us > STAFF > Microsoft 365). The Mail icon will not work for your district Microsoft account, you must use the Microsoft Outlook icon instead. 
Google is web-based and is accessible via the District’s website (www.elps.us > STAFF > Google Mail). There are links to other Google apps here as well including Google Classroom, Google Drive and Google Meet. You may choose to use Google Meet for your video conferencing software or district employees also have access to Zoom using Google SSO. 

It is the employee’s responsibility to be knowledgeable of the record retention schedule and how it may apply to certain emails. Refer to http://www.michigan.gov/dtmb/0,4568,7-150-9141_21738_31548-56101--,00.html for more information on how emails may be considered an official record and subject to the FOIA process.
Student Management Program

The District uses Pearson PowerSchool for student data and Pearson PowerTeacher for grading and attendance. All teachers are required to input information that is specific to the level that they may teach. The Technology & Media Services department will assign appropriate staff members an ID and password for their account. Please keep in mind that PowerTeacher and PowerSchool logins are separate and you will need to specify which program it is that you are trying to access if you are requesting a password reset.
PowerSchool and PowerTeacher are both accessible through the District’s website (www.elps.us > STAFF > PowerSchool or PowerTeacher). 
Microsoft 365 and Google Online Storage

The District provides online access to an individual’s data but it is the individual’s responsibility to first synchronize their data with their Microsoft 365 or Google account. Information will be provided that show’s how to accomplish this task. The link for Microsoft 365 and Google Drive is located on the District website and the user ID and password are the same as the network login information. This can be used to access data while at home or on any computer with Internet access.

Classroom Websites

The District utilizes Foxbright for its website. Every teacher is required to initiate a classroom website and maintain it in a reasonable fashion. The Technology & Media Services department will assign appropriate staff members an ID and password for their account. Teachers are permitted to maintain a website on a different platform but are required to add the link on their Foxbright page. Teachers are also responsible for maintaining professional content on their non-ELPS website and ensuring that their website clearly identifies East Lansing Public Schools and their respective school building.  

To log in to Foxbright, click on the Foxbright Teacher Login link on the District website. The link is located under the Staff tab.
Voicemail

Every classroom and office will have access to a telephone and voicemail. The Technology & Media Services department will create the new voicemail account and provide each new member with directions for the voice messaging system. Voice messages are also routed to individual email inboxes.
Technology Work Request

The Technology & Media Services department has an online work order database for technology-related work requests. If you have a work request, go to the District website and click on ‘TECHNOLOGY WORK REQUEST’ under the Staff tab.

The log in ID and password are the same as the network ID and password. After logging in, fill in the appropriate blanks and click SUBMIT when finished. Your request will be handled based on priority and availability.

Food Services

The District utilizes Meal Magic software for Food Services. An account can be made for any staff member upon request (email Sandy Leach at Sandra.leach@elps.us) and deposits can be made to the account.

Group training is periodically scheduled throughout the year for specific areas of technology and one-to-one training is available for any of the areas mentioned in this document and other topics that may be of interest. If there are any questions or comments regarding the technology in the District or in the classroom, please contact the Technology & Media Services department.

