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How to create a work order

Please remember that all work from the technology department must go through a tech

request. All other forms asking for help, (Phone, email, etc) will be ighored and we will tell

you to enter a request correctly. Please follow these directions to do so.

1. Go to the schools webpage, and scroll down to the bottom left corner under “quick
Links”

2. Click on Tech/Maint Work Order
QUICK LINKS

HAC

TAC On Campus
TAC Off Campus
Cafeteria

Documents
Tech/Maint Work Order

3. Click on the Technology Help Desk—Trent Li

MAINTENANCE REQUESTS - JAY

|

TECHNOLOGY HELP DESK - TRENT

4. Fill out the form you see following the on screen prompts and we will back with
you assoon as we can.
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How to connect to your projector wirelessly

1. Turn on your projector, you will see the Actiontec boot up information.

2. Look for your receiver name in the lower left corner of the scree

Ready To Connect

Receiver name: SBWD 4198F5 )

Firmware: 53150

Model SBWDGOA

3. Press the Windows Key + K on your keyboard.

4. Look for your device in the list under search

CONNECT

Searching for wireless display and audio devices

Where is my device?

L Search

SBWD 4198F5

Display

5. Use the projector fix Icon on the desktop to set to duplicate mode.

You no longer need speakers, sound will come from your projector. Use the volume keys

On the projector remote to turn the volume up, along with the volume bar on the computer.

3|Page



How to reset Eschool \ Tac password

1. Navigate to https://k12.ade.arkansas.gov/identity/self-service/ade/login.jsf

2. Enter your eschool username and click next. (usually 7003 first initial last name) example: 7003tdeloach

Login

Please enter your User ID:

| 7003tdeloach

NEXT

3. Click on Forgot your password?

Password:

SIGN IN

I Earnnd 'mu] password?

4. Enter your username again, the click request pin
Forgot your Password?

No worries. You may quickly and securely reset forgotten passwords to your accounts.

o Verify your identity and request a PIN: Enter your user information

* Username: |

= Required field

e Validate your PIN: Enter the PIN that was sent to your email

5. It will send you an email with the reset pin. Go to your email and find the email from noreply@k12.ade.arkansas.gov

with subject line “Password Reset Pin Message.

6. Copy the pin, then click the link in the email to return to the pin page
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https://k12.ade.arkansas.gov/identity/self-service/ade/login.jsf
mailto:noreply@k12.ade.arkansas.gov

7. Type your pin in the box, then click validate

o Validate your PIN: Enter the PIN that was sent to your email

PIN: [erened @ VALIDATE | RESENDPIN

7] Show PIN

8. Type in your new password in the 2 boxes making sure to follow the password requirements listed on the password
page, then click reset password.

* New Password: | |

Fassword Strength:

* Re-type Password: | |

RESET PASSWORD

9. You will get a confirmation if it worked.
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How to do your grades from home

These are the most up to date instructions as of 4/1/2020. YOU WILL HAVE
TO COME TO THE SCHOOL, make sure your school laptop is on the network,
and reboot at least 2 times for this to install the latest update!!

2. Open your GOOGLE CHROME web browser. (WILL NOT WORK IN FIREFOX)

3. Click on Tac Off Campus link on the bottom left of our webpage (You will have to
scroll down)

QUICK LINKS

HAC
TAC On Campus
TAC Off Campus

Cafeteria

Documents
Tech/Maint Work Order
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4. If you get the "Your Session could not be established” screen, click the "Click Here”
link after the text.

Your session could ndt be
established.

The session reference numbery c3ac0780

Invalid Session D, Your session fnay have
expired.

Thank you for using BIG-IP.

To open a new session, please click here.

5. Enter your eschool username and password and press Logon

Secure Logon
for F5 Networks

Username (0000jdoe)
[7003tdeloach |

Password
[............... |

Please select one of the following options

7|Page



6. On the Network Access page, click on "TAC”

Network Access v

|. TAC

7-a. You will get the "Open f5 Networks VPN” popup, Click "Open f5 Networks VPN”

Full_WebTop&webtop_type=webtop_full

ogy Links AMI books pte Dragon Wire
Open F5 Networks VPN?

https://apscnvpnkl2.ar.us wants to open this application.

Browser is
Open F5 Networks VPN
Please con ation may

be behind o |

More options

This product s licensed from F5 Networks. & 1988-2018 F5 Networks. All rights reserved

7-b. If you get the following screen that has a download button, you must reboot at
least one more time as the newest update is NOT installed, and restart this guide from
the beginning.

f Network Access X

Network access client components are required.

1. Download and run the installar.
Download

2. Click here when the installation completes.

This praduct is licensed from F5 Networks. & 1888-2018 F5 MNetwaorks. All rights reserved.
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8. You will see the following box popup saying connecting

C Connecting...
| Traffic Type Sent Compression  Received Compression
Network Access
- Network Tunnel o8 % oe 0%
- Optimized Applications 08 0% (1]} 0%
Total o8 0% oR 0%
+ Show details

9. You will get a security alert box, click "Yes” to continue

Security Alert
Website https://apscnvpn k12 ar.us is attempting to run a local

application:
http:#tac4l.esp k12 arus

Do you want to allow this operation?

I I fes II | Mo
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10. If the connection was successful, you will get the tac login page. Please re
enter your school login and password.

' @ Login

Flease enter your account information for Teacher
Access Center.

User Name

Password

& 1990-2020 SunGard Public Sector Inc. All Rights Reserved.
This pregram is PROPRIETARY and CONFIDENTIAL information
of SunGard Public Sector Inc., and may not be disclosed or used
except as expressly authorized in a license agreement controlling
such use and disclosure. Unauthorized use of this program will
result in legal proceedings, civil damages and possible criminal
prozecution
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How to save files correctly

If you follow these steps exactly using word or any other program to save your files and documents, they will
be on the server and backed up nightly.

1. After you are done working on your file, go to file then SAVE AS:

Info

multicast s#tting 1

Protect Document
Control what types of changes people can make to this document.

Protect
Document -

2. Then click BROWSE:

Save As

fa Onelirive
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3. Under the word ORGANIZE on the left, you will see a bunch of folders. Find the one that is your user name

and click on it. In this example, it is deloacht under the THIS PC tab: (Two are listed, you can save to either)

@ Save As
4+ « Elementary-Faculty » deloacht » April 2018 Lightnin

nformation

X

Search April 2018 Lightning d... @

# Hide Folders

Organize » New folder 4=z - (7]
[ This PC - Type Size
E:'| deloacht M=) EXTREME Weather RMA.docx AM  Microsoft Word D... 16 KB
[ Desktop
‘ Downloads
B My Music
=] My Pictures
My Videos
i Windows (C:)
= Google Drive File Stre
= Hyperv (H)
= deloacht (\\10.80.100
Tt T v
File name: ~
Save as type: | Word Document (*.docx) ~
Authors:  Windows User Tags: Addatag Title: Add a title
[[] Save Thumbnail
Tocls = Cancel

4. Once you have clicked on it, you can save the document either in this folder, or a folder contained there and it will be saved on

the server and backed up nightly. To access this folder and saved files, go to START, then your home folder name (ex: deloacht)

Google Chrome

Internet

Word 2016

Motepad

Remote Desktop Connection

Excel 2016

Command Prompt

T

Publisher 2016

Services

DHCP

Adobe Premiere Pro

Wireshark

All Programs

Trent Deloach

deloacht

My Pictures Contain:
My Music

Recent ltemns

This PC

Control Panel

PC settings

Devices and Printers
Default Programs

Run...
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How to create a “Kami assignment” for student to fill out PDF files.

Step 1: In your chrome web browser, click on Remote Teaching -> Google Classroom

& Login with Google - Zoom x -
€« - C {Yy @& googlezoomu
B Appe Remote Teaching . || Metwe

Step 2: Select a class, doesn’t matter which class at this point

B Classes x e
<« C Y 8 cassroomgooglecom/u/0,

55 Appe Remote Teaching Network sCC

= Google Classroom

test class
" %

O students

Step 3: Select the link

Stream Classwork People Grades
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Step 4: Click [Create’]-> I’iami Assignment"l

[.|. Creala] E Google Calencar [ Class Drive folder

] Assigmment

: our class here
\J

El Quzassignment — 5pg questions

Question
|I| Materia

ze classwork into modules or units

Step 5: Click [select} > then thefclassfyou want to assign this to.
Assign

ForfSelect *) Al Students = Published *

test class
3

(11 Nach Walkthroughs and Tools

Junction City Elementary Faculty

JCHS Faculty and Staff
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Step 7:

A) Fill in the title ------

B) Fill out the instructions -- >

C) Set the point value,
Due date, and topic

For testclass ~

All Students ~

Assign

Published ¥

Title

Kami PDF Assignment

Instructions (optional)

First PDF assignement using Kami

Points 100 x

S0

Due: 10:30 AM 14 Apr %

Scheduled Time: Now B Topic None

Step 8: in the lower left corner of the “Assignment” box, click the paperclip.

\
/]

Step 9: In the “Open” box, navigate to the location of the pdf you want to assign using
Kami, click on it and then click “Open”

|(UWI
A B I ) et

Oymies  Mewiobs

EmK

00

W g

& Doz

J My

= s

B e

& Vindois )

) DIDR e B TRERLTE
« T B E)

ot e e S )
St DRI St Fecal )
2 Tenokgy 7]

- Felieflact oo Linknae (V)

L

& Mt
8 X lnemet P Apeement

81X e - Apple Devloper ccount .

& jelping umigrement
8 JCSD W o Patrons s S
LT
E Mesagpiolics
¥ Wy Hose:
£ NeCC et
NG toparement
E W Lpcple
5 Rew DB Becars

B Remmended ot s 417

Flenane: NECC topagreemat
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Step 10: After attaching the file, and filling out the rest of the info, you can click

Assign

For testclass v All Students »  Published v

POF Kami Assignement

This s my first PDF Kams assignment

'NECC faptop agreement pf

Make a copy for each student (fecommended) + 3¢
Kami PDF

Ponts 100 % DueNodue ua:e@j Scheduled Time: Now B Topic Nore v

&1

Step 11: Since this is the first time you are assigning with Kami, you will have to give it

access to Google drive. Click “Allow Google Drive”

Google Drive

Kami neads permission to create the files for this assignment

| & Allow Google Drive |
'

Step 12: Click on your school email account.

0

Choose an account from jedragons.ki2.ar.us

to continue to Kami

Trent Deloach
deloachticdragons k12atus

(©  Use another account
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Step 13: Scroll down and cIickI E!!OW I

G Sgoie-Conge Aot Congle Crove- = B X

i srsER oS e sl R TR

B Ve orswiad gads b suisisinbe Googe: @
(Cezsmom cesses you e aad view B course wol and gates
forclasses yoa administr

B Meee o course ok cview you s G- O
Oessoom

B vexmucoge hsson dzss mes 6]

B \zerpr s Oaswm s 6]

Make sure you trust Kami

Step 14: Now click “Open in Classroom”

Assign

Assignment Created

Open in Classroom

Step 15: You will now see the Kami assignment you created in the classroom context.

E Due Tomomow, 10:33 AM

PDF Kami Assignement

100 points &

g TrentDeloach 1018 AM

This 1s my irst POF Kaml assignment

NECC laptop agreement pdf
POF - via Kami
Class comments

: B
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How to open Kami Assignments for students.

Step 1: Click on the assignment in google classroom.

test class

Upcoming

View all

E Trent Deloach posted a new assignment yia Kami: Kami test
10:57 AM J\lfﬁ

Step 2: Click the PDF assignment file in the “Your Work” tab

Your work Assigned

test stu - Telecom...
x
POF @5‘

test'stu - Telecommuting_ Wipri,

=
T

+ Add or create

Turn in

Step 3: Click the “Open with Kami” button.

K Open with Kami
L
ction City School District/Northeast Claiborne Char

Telecommuting Work Agreement
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Step 4: If you get a popup about Google drive, click “Allow Google Drive”

Google Drive

Please authorize Kami with Google fe allew turning in this assignment

& Allow Google Drive

Step 5: Click your school email account.

G Sign in - Google Accounts - Google Chrame: = ] X

B accounis.google.com/signin/oauth/eauthchooseaccount?access_type=offline8udispl..

G Sign in with Google

K]

Choose an account from jedragons.k12.ar.us

to continue to Kami

o test stu
tesistudent@jcdragons K12 arus

@ Use another account

Jn

To continue, Google will share your name, email address, language preference,
and profile picture with Kami. Before using this app, you can review Kami's
privacy policy and terms of service

Step 6: If it asks you to, you are using Kami for k-12 school, and select a role, you are a
student.

Complete Sign Up
Almost there! Tell us more,
S0 we can customize Kami to your needs.
I am using Kami for

K-12 School

Pick your role
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Step 6: Using Kami, you can fill out the assignment using various tools

B Gt

c O

1 Apps IC Student Links

Step 7: Once you have completed the assignment, you will need to click “Turn in” on the

x

0

& web kamihg.com/we

Junction City School District/Northeast Claiborne Charter School

Telecommuting Work Agreement

test studnet home

Emplayes Name (Last, First] Primary Work Lacation
student teststudent@jcdragons
Subject/Grade Taught Primary Email Address
english

Call Phone Number

Day | WorkHours Wweenperiod || @;c;;genﬂ 3
Monday 1 2
Tuesday I 1
Wednesday 4
Thursday 1
Friday

1, Describe manner and frequency of communication, availability for telephone, e-mail contact,

et asdfasdf

2. Describe how productivity will be monitored or st the performance indicators that will be

evaluated:

navigation bar, then the “Turn in” blue button.

pomopenext™%7D

+  100% :

Kami test

Saved| Dundo

- 4+ 00x%

-

Kami test Not Done

test st - Telecommuting_Work_Agresment pdf

£ GOOGLE DRIVE

i test class P Move

2 auvtasave
== MORE
& Download

Advanced Export

X

Z v 90EBO®©@O0 O :

Tum In

Not Done

test stu - Telecommuting_Work_Agreement.pdf

Kaml PDF

# GDOGLE DRIVE

B test class

¥ 13 unsaved changes

&3 Save Now

W auto save
w=a (IORE

_t, Cownload

Advanced Export

=
=
(5]
i

4

®
n
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Step 8: you will now see the blue button says “Unsubmit” you have successfully turned in.
Kami test Done

test stu - Telecommuting Work_Agreement.pdf

Kami PDF
UNSUBMIT

LSRR R POV TN DOUWRLEY
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How to use Arkansas Digital Sandbox to share YouTube videos with students.

1. Inyour chrome browser, click on the Remote Teaching bookmark ps Remate Teaching B

Zoom
Google Classroom
Google Meet

2. Click on the Ar. Digital Sandbox bookmark > Ar Digital Sandbox

HolO

K=

3. Login using the same credentials you use for TAC ex: 7003tdeloach

Please fill out the following fields to login:

State Active Directory Account

l 7003tdeloach

Password

Remember Me

4. Once logged in, click on Upload on the right center side of the page.

m Upload Create » 5

Delered ltems

5. Under Upload media, click the Upload YouTube or Vimeo Link
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Up[oad Media maximun

———— e e e ———————

LR R R R R e e

Upload ¥YouTube or Vimeo Link
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6. Paste the link to the video you are wanting to share in the blank, then click upload.

Upload Media from Link
Enter a valid link Youtube ar Vimeo to add a video to your account.
Enter a Youtube or Vimeo Link

https://www.youtube.com/watch?v=_bCWgsnhclg

7. On the next page, don’t make any changes, but scroll to the bottom and click on UPDATE in the bottom

left corner.

8. To the right, click on the Share button :

9. You will see three boxes
A. Share Inside Arkansas Digital Sandox
B. Share outside of AR Digital Sandbox

You will wont to click the copy button next to the link under the “Share outside” option @

10. Paste the link you just copied to your Google Classroom assignment.
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How to scan documents to your email using big copiers

1. Place document in the document feeder.

A ol T

L7 &y S )

2. Press Scan and Send
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o %
@ Main Menu @ 9

Select a function. F

WXvZ O

Scan and Scan and Access
e Send Store Stored Files

(1

® F -
? ' ' Clear
Falrllll):xa = Print Tutorial ings: C

tored Files

Honitor/Cancel # Remaining 2 LTR paper is low.

Processing/ Man )
Data Error  Power
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3. Select New Destination

<4 Scan and Send

(2 specify the destinations.

L]
il
@ Main Menu

@:: ic
.:j Quick Menu

>

5§
d Files

Load paper.

E-Mail
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5. Enter your school email and press OK

6. Press OK on the next screen
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7. Once on the “Ready to Send” page, press the round green
button to send

<@y Scan and Send a.

@ Ready to send. 09/13/2018

Main Menu 11246 Am
Destinations 1 Previous Favorite
'~ | =deloacht@jcdragons.k12.ar.us Settings

B1/W Auto (Color/Gray)

e 300300 dpi

@& AutoSize
PDF (Compaci)
+

2-Sided Original

Different Size
Originak

Load paper
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Getting Started with Go Guardian

1. Navigate to https://account.goguardian.com/#/

Die [0 Jou Mgey Jeaimte ok tep | = B
[ rarr———
& e

goguiaran com

Rt L SCOM B L Wt Toskt

4“0 4 n® S B0 S
Tomastogy it Q] ot - By . 8 S

0 My & pon D0 8 Commpon o Syt 8 Giyom Comensrs ) inbomad () 16 Dl oo,

G Lag inwith Goaghe

2. Click (Log in with Google)

GOGUARDIAN ADMIN
Log in to your account

Email

Password

G Log in with Google

Meed an account?

Learn Maore
Forgot your password?
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3. Enter your school email and click next.

Google
Signin

to continue to gpguardian.com

Email or phone v

your school email|

Forgot email?

More options m

4. Enter your school email password and click next.

Google

Welcome
e deloacht@jcdragons.k12.arus

Enter your password

Forgot password? m

5. Your Go Guardian page will look like the following:
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Pie G0 You Mgury Pubnels T (3

il - o =
[ ———— « %
* Tva Gopurrancom
e

0 480 9-G-0 =
SCCM St | Wi Foit || echasiogy sk (] fou - g St [ Rintig ot o

Dragan wisiess [) Mackbomed Conract & [ Sundors Rnsn - Latn. @ iwry ) Opam 0 ) Compu Comars Syse 7 thym Comarut. o sterad. ()

Chaneal rsems
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6. Click on the 3 bars to the left under Go Guardian Teacher, then click on Training.

7 GoGuardian Teacher -

= Classrooms

CLASSROOMS

a8 All Classrooms

SCEMES

a8 All Scenes

ACCOUNT

& FPreferences

SUPPORT
& Help
L4 Training

") Restart Tour

7. Click on Getting Started with Go Guardian Teacher
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| Y GoGuardian

Getting Started with GoGuardian
Teacher

Get up and running with GoGuardian Teacher in
around 30 minutes.

O Rudy Brown FREE
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8. Click Enroll in Course for Free

™ Enroll in Course for FREE

9. Fill in your information using your school email, then click Sign Up

Enroll in Getting Started with GoGuardian
Teacher

Full Mame

Trent DelLoach

Email Address

deloacht@jcdragons.k12.ar.us

Password Canfirm Pass

sesoesees

10. Click Continue to Course

Continue to Course »

This can be completed at home or at school as you have time. It will show you how to setup
your classrooms to be able to monitor what your kids are doing on chrome books.
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Using the NewlLine interactive boards

1. Turn on your board using the remote, or power button at lower left of screen

2. When you board boots up, it shows a clock, tap anywhere on the screen to start

newline

3. Tap onthe Screen Sharing icon

ccreen sharing l

o

File viewer

4. Click the Start button, then type “DisplayNote”

DisplayMote] x

s A

5. Click the “DisplayNote App” at the top of the start menu

* Programs (1)

on  DisplayMote App
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6. Take Note of the Session ID on you board, Type it into on the DNApp

Session ID
Your Session ID is a 6 or 10-digit number

2 Enter Session ID:

01 30 0818 Your name
Let other attendees know who you are
e.g. Jane Smith

7. Type your name, then press connect.

8. When asked, select whether you want to share your entire screen, or just a specific application window, then Click Share

alidre YOuT sCreen
DisplayMote Extension wants to chase the contents of your screen with displaynote.com. Choose what you'd
like ta shars
Your Entire Screen Application Window
-]
-
Now connecting...

9. You can now use your finger as the mouse, or you can use the pen that came with the screen to right on the board. The

ink will transfer back to the computer if you are recording lessons.

This is a basic tutorial, for more in depth, Newline provides training sessions for you to sign up for at the link below.
https://newline-interactive.com/usa/teacher-training-resources/
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