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My name is Charles Cotton and I'm a lead computer technician for our district. For twenty-one
years, in two school districts, | have supported teachers and district staff with their technology
needs. | am grateful for the opportunity to work with technicians on our technology team who are
knowledgeable, prepared and eager to assist you with any computer issues you have. We will strive
every day to make sure the technology you use to enhance student learning works efficiently.
Please don't hesitate to reach out to your school technician with any issues you may have. Have a
wonderful school year!

Charles Cotton
Lead Computer Technician

My name is Joseph Ragan and | am one of the Lead Computer Technician for the district. | currently
oversee 10 technicians and 15 schools. | have worked for the district for three and a half years. My
team of technicians and myself are here to serve the students and staff of LCPS with any of your
technology needs. | really enjoy working in TSS and being part of this team. | hope everyone has an
amazing school year and look forward to serving LCPS.

Thanks,

Joseph Ragan
Lead District Computer Technician

Technology Support
Services Team

"We've Got Your Back!"
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A REMINDER FROM LCPS TECHNOLOGY DIVISION

LAS CRUCES
PUBLIC SCHOOLS

MAKE YOUR PASSWORD LONG AND STRONG

e At least 12 characters

o Use a passphrase of random words

e Avoid using common words or phrases

¢ Mix uppercase and lowercase letters, numbers, and symbols

DON'T REUSE PASSWORDS

USE MULTI-FACTOR
AUTHENTICATION

CONSIDER A RELIABLE
PASSWORD MANAGER

PICK SECURITY
QUESTIONS ONLY YOU
KNOW THE ANSWER TO

CHANGE PASSWORDS
QUICKLY IF THERE'S A
BREACH

For a more information, visit https://www.https://www.consumer.ftc.gov/articles/password-checklist

Updated 5/22
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EMAIL PASSWORD RESET

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Password Reset

LCPS staff users should update their LCPS password on a regular basis. You may also
receive an email from Service Desk or the Information Security Officer asking to reset your
password in some circumstances.

The average American email address has 130 accounts registered to it, and the number of
accounts per user is doubling every five years. This massive rise in accounts also means
users are accumulating more and more passwords, making it inevitable that they will forget
one from time to time.

58% of users admit to forgetting their password frequently, and the average internet user
receives roughly 37 “forgot password” emails a year.

LCPS Service Desk

If you need assistance resetting your LCPS password, please contact LCPS Service Desk at
575-527-HELP or servicedeskelcps.net. They will be able to assist you and work with you to
ensure a safe and secure password update. End of Instructions.

Updated 5/22 5
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LCPS COMPUTER LOGIN INSTRUCTIONS

If you are using a computer checked out to you by LCPS, you will need to log into the computer. You should have your
LCPS username and password ready. Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Turn on the Computer

Other user

Other user

— Once you have turned on the computer, you will see a log in — Username: Enter the username you
screen. This screen is where you will need to enter your student received at registration.

user name and password. Password:  Enter the password you

received at registration.

Click the arrow (or hit the enter key) to log
on to the computer. You should now be
able to use the computer as normal. End
of Instructions.

Updated 6/23 é
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LCPS STUDENT COMPUTER SET UP

If you need assistance, please reach out to your school. They will be able to assist or put you in touch with the school
technician.

BEFORE YOU BEGIN, make sure you have:

e LCPS Laptop e Your Wi-Fi Network Name and Password
e Laptop Power Cable/Qutlet e About 1 hour

Make sure the laptop is plugged into power for this entire process. Turn on the laptop using the power button on

the left side. (l)

Connect to Wi-Fi. DO NOT SKIP THIS STEP! DO NOT CLICK “I DON'T HAVE INTERNET”! Without this step, setup
will fail and the device will have to be brought back to your building to be fixed.

Select =Your Wi-Fi Network — Enter Your Wi-Fi Password — |f connecting succeeds, click “Next”
— Click “Connect” — Click “Next” — If it fails, retry entering password.

"

Do not click “I don’t have Internet”!

Wait several minutes for setup to complete. SETUP MAY TAKE 30 MINUTES OR MORE! DO NOT TURN OFF,
RESTART OR UNPLUG LAPTOP DURING THIS PROCESS!

Let's set things up for your work or

Setting up for work or school
school

Voull use this info to sige in 1o your devices comsiete he et

[ 8 Device preparation
© Completed.

ign in
. d : % Device setup
S Vi

& Account setup
waitng

I

Other user

After Wi-Fi connects to  Wait for setup to finish. Once enrollment is complete, you will
management, sign into your account see the login screen. Sign into your
using your LCPS username, including account using your LCPS username,
elcps.net, and password. Click including elcps.net, and password. End
"Next" of instructions.

Updated 6/23 7
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LCPS STAFF NEW COMPUTER SET UP

If you need assistance, please reach out to your school. They will be able to assist or put you in touch with the school technician.

BEFORE YOU BEGIN, make sure you have:

e LCPS Laptop e Your Wi-Fi Network Name and Password
e Laptop Power Cable/Qutlet e About 1 hour

Make sure the |ap’rop is plugged into power for this entire process. Turn on the laptop using the power button on

the left side. U

Connect to Wi-Fi. DO NOT SKIP THIS STEP! DO NOT CLICK “I DON'T HAVE INTERNET”! Without this step, setup
will fail and the device will have to be brought back to your building to be fixed.

Select —=Your Wi-Fi Network* — Enter Your Wi-Fi Password — If connecting succeeds, click “Next”
— Click “Connect” — Click “Next” — If it fails, retry entering password.
Do not click “I don't have Internet”!

*If you are connecting at a school, you will need to initially connect to the Guest SSID and use your username without elcps.net to access
the Wi-Fi. Some schools will have thinkLCPSguest while others will have LCPS-Guest SSIDs.

Wait several minutes for setup to complete. SETUP MAY TAKE 30 MINUTES OR MORE! DO NOT TURN OFF,
RESTART OR UNPLUG LAPTOP DURING THIS PROCESS!

Let's set things up for your workor Setting up oo |
school

This i ke  few ristes.Yourdevic might nee 10 restart 23 we
Voul use this info t0 sign in o your devices

e ® Device prepatation
i .  peiceseup .
Other user
After Wi-Fi connects to management,  Wait for setup to finish. Once enrollment is complete, you will see the
sign into your account using your LCPS login screen. Sign into your account using
username, including elcps.net, and your LCPS username, including elcps.net, and
password. Click "Next" password. End of instructions.
e ~ '
L) Find a satting F l *Some settings are managed by your organization
Check for updates View configured update policies
% Update & Security
g - You're up to date

Last checked: Today, 10:33 AM
Z Windows Update
) } - Check for updates  -fmmm
5 B Delivery Optimization
View optional updates

@ Windows Security

@ Pause updates for 7 days

At times, updates will be pushed to the computers. A box will notify you when the system requires a restart. If the device is not
restarted in 3 days, the device will restart on its own no matter what you are doing. Though updates will be pushed, you can
check for updates at any time by searching for "Updates” and clicking on "Check for updates." End of instructions.

Updated 6/23 8
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COMPANY PORTAL

The Company Portal allows access to LCPS resources. Contact Service Desk at 575-527-4357 or servicedeskelcps.net
for assistance.

Sync computer to Intune server.

Q Accounts Accounts > Access work or
! e e
Ry . bl .
EIER TR = e
o seem
oot 8 v ey i e A 3w o st couns [ e |
fuithid 0 Smtoothduicns :
S
G o s B @ Nerork i .
B o S Peoratoni T
[ | Crlanabvirapsr SRR G14L > B o il
Sl R 12 s i,
- b o SRR kel e ek
e Access work of school o ] O (MO 3 PrOviSion ¥
o ST g st o
! L . iy D prnmc secuny Pati pbaon
— In the search bar (bottom — Click on "Accounts" — Click "Connected by [your LCSP
center), type "sync your settings" — Click "Access work or school" username]"
— Click "Sync your Settings"
: — :
e o ces Public
\ @ = Managed byl s Cri @ Managed by Las Cruces Public Schools
Accounts > Access work or school Eonpectioniinfs! e
e s a L e
e s e
B Spen g g CERER AT TR L FAMASTY
ReaE “ 0 Bluetooth & devices Device syne siatus
Device sync status
] o — @ oraok B st FE— - -
= 7t ey s e s e s o e
e 7wt e e by
G TRt I e

/972023 13641 AM

e :
= o, <

P Time & language.

o

. dvanced Diagnostic Report - J
:im.my :u:,am S ! Advanced Diagnastic Repart
@ Py ey Ry ~ Yo 1 i oy it o st 0
g 2 e ~ J—
— Click "Info" — Click "Sync" — Wait for sync to finish showed by
the blue dots moving across the
page.

Open Company Portal

E=F | Comena

i ] nmpan,l Portal = Newest apps snowa
i Il E Y @ Home
: i IE heea ‘ .
i g B hop categoren
@ Gaming DR INSIGHT Online Assessments ] i L]
| | New

il B 4 Dvwricasi 8 updstes
X A“"““‘?“""\ | & oRcmscHT Uninstaller Siimke wcaan e Wacom Tabier Ladbug3 o
@ Privacy & seq I i : g Sl :t::“cn.4m o
® windows Up! :
R, wayprolie Devices
- = @ Setiogn —
- Cllck Smr’r Menu (Blue Flag in bottom — Once Company Portal opens, there should
center) be Apps available to you. End of
— Click "Company Portal" Instructions.
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2-STEP VERIFICATION

When logging into LCPS email off-site you will periodically be required to complete a security challenge as a safety
feature. Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Sign into your LCPS email account.

&

defleppand@lcpsnet

More information required

Your arganization neseds more information 1o keep
Your account secure

Use a different account

Learn miore

— Enter LCPS username /password and
Sign In. If you see a "More
Information Required Screen" click
the "Next" button.

Click "Settings"

If you choose text message™:

e You will receive a text message with a
Choose Your Contact Method verification code. Enter the code in the
box and click the "Verify" button.
Additional security verification Y
Step 2: We've sent a text message to your phone at +15755551234

fecation code, enber it here
Step 1: How should we contact you?

"] | caneel Im

If you choose call me*:

e You will receive a phone call. Answer it,
follow the directions (press #) and click
the "Next" button when completed.

— Select Authentication phone. Step 2: Wa're calling your phone at 15755551204
— Select United States (+1) and enter your phone number o Answecit o continoe

(use a phone that is physically present with you).

Select a method of contact (text message or call me).

Verification Successful! *Standard telephone and text charges will apply.

Additional security verification

Step 2: We've sent a text message to your phone at +15755551234
Verihcation susteesstul

Need to know what 2-Factor or 2-
Step Verification is? Use the QR
code to watch a video

explanation or visit

https://www.youtube.com/watch
— Wait for your method to be verified. 7v-0m/CeNsTalg

— Once the screen indicates the verification was
successful, click "Done" and your LCPS email
will load. End of Instructions.

Updated 5/22 10
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BACK UP FILES FROM ONLINE DRIVES

Instructions for how to backup files from the online drives Google, OneDrive and Canvas.
Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Have an external flash drive available to back-up files.

WINDOWS: APPLE:

— Open File Manager on Windows and open — Open Finder on Apple and
the Flash Drive folder. open the Flash Drive folder.
Using any browser, sign into:
n Google: Microsoft OneDrive:
About  Store Gmsd Images 33 m = =. Microsoft *
Office ~ Sign in 1o your accou

Google

Welcome to Office

— www.google.com with elcpsmail.org — https://lcpstest-my.sharepoint.com with elcps.net

Microsoft OneDrive:

My files

— Open: Google Drive from the nine dot — Open: OneDrive from My Files
Google App list Continue to Next Page.

Updated 5/22 11
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BACK UP FILES FROM ONLINE DRIVES

Instructions for how to backup files from the online drives Google, OneDrive and Canvas.
Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Google: Microsoft OneDrive
L Drive Q
My filis
F oo My Drive =
@ - Suggoestod

v B syoe

@ Fresew i
B shaced diiv
Pl Shared dives «f+ Openwith

2B, shased with me Share

B Tent
(3 mecert T L
- +  Add toworkspace
Starred
B Filan [0  showfile lostion
B Trash (B, Aod shoetcut 1o Detee
Q SRR R e Lt R El i
- Tr ASd o Stered
: &L Rename
— Right click the file and click Download. Some browsers may ask where 10 o 71 000001
save the file, direct it to the Flash Drive folder. . : & Downkad
B coproibege  [i] Remove
& not  Peiplal suggestion
WINDOWS: APPLE:
¥ v = | Downloads
*C @ < Downloads g8
= ~ 4 ¥ » ThisPC » Downloads Favarites MHama
O Name # AirDrop - =
# Quick access [} ) (]
B Desktop * :’f_“_"’ ! @) Recents Open
T L Open With >
Opan & Applications
Edit
e =) Desktop Mowve to Trash
o [% Documents Get Info
@ Share with Skype
& Move to OneDrive (@) Downloads Rename
7-Zip p Compress "Test.docx”
CRC SHA ? Locations Duplicate
E] Scan with Microsoft Defender... N k Make Alias
& Share B Networ i
Open with... Quick Look
Tags
- ’ .
Restore Previous versions . Red
Share >
Send to > ® Orange

Cut
Copy
Create shortcut

Delate

— Check File Explorer or Finder for the Downloads folder. Right click the file and click Copy. Go to the Flash Drive
folder and right click on an open space to paste the file. Another option is to have both folders open side by side
and drag the file from Downloads folder to the Flash Drive folder. Make sure it saved the copy and not a shortcut.

Continue to Next Page.

Updated 5/22
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BACK UP FILES FROM ONLINE DRIVES

Instructions for how to backup files from the online drives Google, OneDrive and Canvas.
Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

|' % | For Canvas, students can download a zip file that will
) include all submission history.

KA
e Click on Account>Files>

- Q o e Hover to the left of Submissions and select

Download.
P e Save the zip file to a personal Google Drive or

Logout
= External Flash Drive.

End of Instructions.
Motifications

Profile

Files

Settings

ePortfolios

My Badges

QR for Mobile Login

Global Announcements

()) Use High Contrast Ul (@)

- P faonbiind e o
[ — - — . .
B - )
D g 14202 o
0 - 9 ®
i Hge 3029 ®
e hinii ahT
B I
By - z

0% of 5.2 uredefired used
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CLEAR HISTORY ON WEB BROWSERS

Clear your internet history on Google Chrome, Firefox and Microsoft Edge.
Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Google Chrome

Learn more about how to turn sync on or off in Chrome: https://support.google.com/chrome /answer/185277

TO SEE AND CLEAR HISTORY:

Histo ry Clear browsing data
Bosic Advanced
New tab Ctrl+| ® Chrome history Time range | Last 24 hours -
MNew window Crl+h | Last hour
. . § _— Browsi Last 24 hours
ir Chrome is up to date New Incognito windon SuteShift:N L0 Tabs from other devices oo [
History Ctri+H History » P
Curis - Signs you out of most sites.
[ Recently closed Datimiaass e ‘h\- Turn off J meys ,
Boakmerks » Cached images and fles
O ztabs L2 Frees up beas than 31,2 MB. Same sites may lond mone slowly on ue paxt
Sign | Zoom - 100% + = B Clearbrowsing data [ isit
G} ign In L] ] ng &4 Caneel m
& Signin - Google Ao Print... Ctrl+P
— On the computer, open Chrome. —On the left, click —From the drop-down menu,
At the top right, click More.: Clear browsing select how much history is to be
Click History and then History. data. A box will deleted. To clear everything,

appear. select All time. Check the boxes
for the info for Chrome to clear,
including  “browsing  history."
Click Clear data.

TO DELETE AN ITEM FROM YOUR HISTORY:

® 3 selected Didete

= List 2, Joumeys

Ctrl+

New tab

New window Ctrl+h
. . ) GineR day - Thursday, June 2, 2022
ir Chrome is up to date EWilncagnitovindow =t
History Ctrl+H History S Bd 4EPM G Signin- Coogle Accounts  accounts.goog
(i) Recently closed Downloads Ctrl+) - JETCIN G Sign in- GOogle ACCOUNLS  BCOOUNTE, GOog
Bookmarks 3
O 2tabs > l:l T48 PM § Las Cruces Public Schools | Mome  wwwl
@ signin Zoom - 100% + e
B sasrMm 3 LogintoCanves  leps instructisne com *
G Signin - Google Ao Print... Ctrl+P
— On the computer, open Chrome. — Check the box next to each item to be
At the top right, click More. removed from History. At the top right, click
Click History and then History. Delete. Continue to Next Page.

Remove selected items

Are you sure you want to delete these pages from your history?

Cancel Remove

— Confirm by clicking Remove.

Updated 5/22 14
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CLEAR HISTORY ON WEB BROWSERS

Clear your internet history on Google Chrome, Firefox and Microsoft Edge.
Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Firefox

For more information: https://support.mozilla.org/en-US/kb/delete-browsing-search-download-history-firefox

I
| ey ] 00 7
- @ ‘i:l' .\. EJ ~9n n o a Time range fo clear: | Last Hour =
£ History _

o ootz : R L R
2 view Pocket List 3a [ View History Sidebar Browsing & Dow Toqay
pa (D History H ) Clear Recent History... Active Logins | Evergthing
4 Downloads > a Borm & Search Histoey
va — N B Recently Closed Tabs ’
B recently Clased Windows > Data

line Website Data
Recent Highlights 1 gffline a

[ Sie Preferences
1 History
' Cancel
! £ Las Cruces Public Schools | Home ] . @ Las Cruces Public Schoals | Horne =

— Click on the menu button to open the — Click Clear Recent History. ~ — Click the drop-down menu next
menu panel. [\ to "Time range to clear" and
Click History. choose how much history Firefox

will clear. Use the check boxes
to select information to clear
from history. Click the OK
button. The window will close,
and the items selected will be
cleared from history.

Microsoft Edge

For more information: https://support.microsoft.com/en-us/microsoft-edge /view-and-delete-browser-history-in-microsoft-
edge-00cf7943-a%9el-975a-a33d-acl0ce454cad

To clear browsing data on the computer, make sure sync is turned off. Otherwise, items that are synchronized will be cleared
across all synced devices.

A 5 = @ . A 78 = ) & Clear browsing data
Time range
k ftl E New 12 Cin+T =, e 5:> Last 24 hours w
ko
E Mew window Curl+M El‘ Open history page ammg histery

C

a me ﬁ Mew InPrivate window  Ctrl+Shift+N Download history

W Clear browsing data
Zoom — o 4+ A .Ca-ukfesanrjlnlltersile.d.a!a
Show history button in toolbar o

| PM ached images and files
?5 Favorites Ctrl+Shift+0O i B chedimegmimd s
Callections Ctrl+Shift+Y «ar History on Web Browsers - US Letter  3:58 PM e —
scross ol syre deices igned in o see T
a browsing dat om this devic eolﬂ, iGN out f 's'_
S( O History Ctrl+H me - Canva 3:58 PM

| Downloads Ctrl+)

— Click the three horizontal dots on the —In the new window, click the three dots = From the drop-down menu,
top right for Settings and more. Click for more options. Click clear browsing select how much history to
on History. data. delete (to clear everything,

select All time). Check the
boxes for the info for
Microsoft Edge to clear,
including “browsing history."
Click Clear Now. End of
Instructions.
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A REMINDER FROM LCPS
TECHNOLOGY DIVISION

While spam

filters help keep

phishing emails

out of your
inbox,
scammers are
always trying to
outsmart them.

Here are 3
ways to add
protection.

b

LAS CRUCES
PUBLIC SCHOOLS

3

3 STEPS TO PROTECT
YOURSELF FROM PHISHING

Security Software

Use security software on your computer and phone, and
update automatically. LCPS uses security software and pushes
out updates regularly!

Multi-Factor Authentication

Multi-factor authentication, also called 2-Step Verification, makes it
harder for scammers to log in to your accounts if they do get your
username and password. LCPS already uses 2-step verification when
logging into LCPS email off-site!

Data Backups

Protect your data by backing it up. Copy
your files to an external hard drive or cloud
storage. Use the QR code for step-by-step
directions to use your LCPS OneDrive!

: https://drive.google.co

m/file/d/1yG4-V2UP)-

gP3HsgBnUO5sOIHEK
6opls/view

WHAT TO DO
If you think you may have received a phishing email, do not not open the email.
You should forward it to

phishing@lcps.net.

For a more information, visit https://www.consumer.ftc.gov/articles/how-recognize-and-avoid-phishing-scams


https://www.consumer.ftc.gov/blog/2019/06/update-your-software-now
https://drive.google.com/file/d/1yG4-V2UPJ-gP3HsgBnU05sOlHFK6op1s/view
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0365 ONEDRIVE BACKUP

It is of the upmost importance to back up files on a regular basis. Please take the time to transfer your files to OneDrive, and
make it a goal to do so regularly. Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Open OneDrive in your Browser

i Office 365 -
App Launcher

Apps

u Cutlook . Cnelrive

— Sign in to office.com (your district email account) and choose the App Launcher in the upper right corner (look for a grid of nine
dots). Then select OneDrive from the drop-down menu.

Upload Files
n

4+ Mew ~ T Upload ~ I3 Sync o Flow
P R AY

Files .
. Fold '
Files olaer
D Marne
Attachments

— Step Two: Upload Files
With Microsoft Edge or Google Chrome:
¢ Select Upload > Files or Upload > Folder. Select the files or folder you want to upload. Select Open or Select Folder.

With other browsers:
¢ Select Upload, select the files you want to upload, and select Open. If you don't see Upload > Folder, create a folder, and
then upload the files to that folder.

Why should | backup files to OneDrive?
* OneDrive provides a safe place to store files that you can access quickly from any device, anywhere. You can watch a quick
video with more information at https://support.office.com/en-us/article /why-use-onedrive-to-store-your-docs-e55c4ta8-1e03-
4d75-956b-224620bdfa2d?wt.me_id=otc _onedrive

What happens if | accidently delete a file from my OneDrive?
¢ OneDrive files can easily be recovered! Go to https://support.office.com/en-us/Search/results?query=restore+OneDrive

Where can | get more information and help?
¢ Check out the OneDrive Training section of the website at https://support.office.com/en-us/article /onedrive-video-training-
1f608184-b7e6-43ca-8753-2{{679203132 7ocmsassetlD=1f608184-b7eé-43ca-8753-2{1679203132 & ui=en-US&rs=en-US&ad=US

End of Instructions.
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0365 GROUP MANAGEMENT WALKTHROUGH

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Access an 0365 Group

There are a few ways to access an O365 group, but we'll just use one in this walkthrough. In your web browser, go to
https://outlook.office.com. This will open your email; please log in using your LCPS credentials.

I = Your browser suppor M2 Itecthers B Lewvegroup L) Stop followeg

_ = New message W] Delete = Archive () Junk v == Test for Technalogy

Private group + 1 membser

- B3 wsus 1 Send emait @D Foliow ininbax
o > Online Archive - Ja... ‘ > [External] - Automatic reply... i ke BE

External Email WARNING: This e )
About this group &F Bt = iovie others

b v Groups 6 Quarantine Sub... -

teatiormechinologyr@iope net

. £ sysadmins n

Group members
More @ [External] - Unit 42 Apache Lo.. o e
External Email WARNING: This et St
Minsge group members
New group
! Discover groups [External] - Modemizing Disast...
External Emiail WARNING: This et & el £ Catandas A Geoups
Manage groups D) s & Hotebeck & e
° D3RS GEaiin hiene
— Scroll down on the left to the bottom and you will — Here you can see the group members with a link
see the groups that you're a part of. Click on to manage them and the apps that are available
Manage Groups. This will open a new tab and show with the group.

you the groups that you are an owner of.

Add Members
Mostly, you will be working with the group member management and the “Files” app.

o meesbars

Test for Technology i R — e
Private group - 1 member Test for Tec... B T
= Sendemail - @D Foliow in inbox b m e

‘fw!meel-»a!mng.'l‘wf:qﬂ:m Kety Jamason

;uew»“:mmo:m i

or gutsts,

About Members Email Files Who i & guest?

Gatith dre people om outiade your
organization. Guests will get all email
FEHAGHS FRT 10 the groug in their

All members o
£ Search by name or alias A, Add members ﬁ' i ]
Name JebTitle  Rale °
Clcwe
— After clicking the “Manage Group Members” link, you will be — Begin entering a name, and they will appear
taken to this page where you can click “Add members” on the in the drop-down list. Continue to Next
right. Page.
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0365 GROUP MANAGEMENT WALKTHROUGH

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Files
|2 inteothers [+ Lesvegroup £ Stop followmg
—— <= Mew *» T Upload ~ 2 Sync @& Export to Excel = All Documents
o Test for Technology
Private group * 1 member
= semtemt Test for Technology +r
Bbout  Membees  Emsl  Fies Private group « 1 member
About tis group B Sendemal =
:::n«mﬂobw@‘qﬂ‘(l
Group members Documents
. Roieior
R 0 Name Maodiified Maodified By
Apps
B0 Test A few seconds ago James Lines
& Mad £ Catencar
0 s & otaiock *Document.docs A few seconds ago James Lines
5 Punne
— To view your files, click on — Here, you can open the files and work with them on the web, download them
“Files” under “Apps.” This to work on them on your computer (remember to upload the changed
will open a new tab and document), create new files and folders, upload new files that you have
take you to your migrated created, or share a file/folder with someone who is not a member of the
shared data. group. To see the “New” option, you must not have selected a file or folder.
& Share % Copylink . Download [i] Delete =} Rename W 1selected = All Documents

Test for Technology +r
Private group = 1 member

B Sendemail = @

Documents
O Mame Modified Modified By
© ° Test B i Afewsecondsago James Lines
o “Document.docx A few seconds ago James Lines

— When you have selected a document or folder, notice the change in the menu choices at the top. End of Instructions.
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0365 FREE OFFICE DOWNLOAD

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

IT'S SIMPLE! JUST
FOLLOW THE STEPS
BELOW.

STEP ONE:

Log into your Microsoft
account:
https://login.microsoftonlin
e.com

Use your LCPS login
information, same as when
you log into a computer at
school.

Example: student@Icps.net

STEP TWO:

Select "Install Office" in the
top right corner, and
choose the "Office 365

apps" option from the drop-
down menu.

Updated 5/22

FREE
MICROSOFT
OFFICE

Did you know you all district employees and students can
download Microsoft Office 365 for free?

Office 365 includes Word, Excel, Powerpoint, Outlook,
OneDrive and more!

Copyright free icons from iconfinder.com

STEP THREE:
Download and follow set-
up instructions for access

to Word, Excel, Powerpoint
and more!

20
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CANVAS LOG IN

Canvas is the online learning system Las Cruces Public Schools uses. Contact Service Desk at 575-527-4357 or
servicedeskelcps.net for assistance.

Access Canvas

e ol e
@ Dashboard H Corvieg
Las Cruces Public Schools ' Pubilshed Coufses (£
e ol User Login
| @
LAS CRUCES q Bl A Fetes

celehrates diversity,

w SRR WY YOS SpAITSRANM Mccotint s
Tha Las Cruces Publlc Schools provides an D A -
aquitable student-centened learmimg BOMAONE IS ¢ Llm pile.com
enviranmant that cultivates eivie
engagement, promotes excollonce, and Pagpword

Las Escuelas Publlcas de Las Cruces

provesn un amblents squitative centrado
en los estudiantes, que promusve la

particlpaclon :Iilltl_:.ln_ .II‘KHNH'.I-O W la
— Log into Canvas at http://lcps.instructure.com/ — Once you are logged in, you should see the student

Log in with username and password (same as your LCPS dashboard with your courses.

computer)

Example:
Username: doejohnelcps.net
Password: same as your LCPS computer password

Help for Canvas

COVID-19 Intranat

Employment Onlina ation

@ Las Cruces Public Schools
==X, Going Above and Beyond for Every Student, Every Day @venu  soroos @ eneuisH @

LAS CRUCES PUBLIC SCHOOLS & CANVAS HELP GUIDES PORTAL

Canvas Help Guides Portal

Ewverything you need to know te use Canvas effectively.

Loain | Rashboard | Assionments | Discussions | Quizzes | Grades | Using Zoom | Conversations | Calendar | Settings | Student & Parent App | Canvas Halp

Welcome!

Here you will find video d ions and written i { on how to use Canvas. Scroll down to see an
overview of Canvas, and use the links above to navigate through specific features available in Canvas.

Canvas Guides and Cmas Video Guides were made by Canvas and are licensed under a Creative Commons
Attribustion-N Sharedlike 4.0 i License, Spanish itles were added to the Canvas

videos. Music: hitps.#bensound.com

LCPS Canvas Log In

— LCPS has created a Canvas Help Guides Portal. Here you will find video demonstrations and written instructions
on how to use Canvas.

Visit the Canvas Help Guides Portal at hitps://www.lcps.net/page/canvas-help-guides-portal

End of Instructions.
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CANVAS STUDENT APP

Canvas Student lets you access your courses on your cell phone or tablet, anywhere! You can submit assignments,
participate in discussions, as well as view grades, course materials, calendars, To-Do items, notifications, and
Conversations. Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Download the Canvas Student App
Canvas Student App is available on Android and iOS and requires you to already have a Canvas account.

1 canvas student iOS Android
App Store Play Store .‘ T

#7n Canvas Student a'#  STUDENT
#e 54 Education GET

‘ ' e
[ = f ] -

— &, + & Canvas Student
_ ‘. .‘ Instructune
- a- NWaf B Eveyooe

— pp Store
[ —- ]

—To download the app from the app store on your cell phone or tablet, search for Canvas
Student in the search field. Tap the full name when it appears and install the app.

Logging into the Canvas Student App
n Once you download the Canvas Student app, you can log in to your existing Canvas account.

Courses See Al

Blology 10

- n

Hlstnry IOI

Histar:

Updated 5/22

‘1:?1-‘ < ':::‘ Ll .‘.‘;'.'.
b
Yo What's your school's name? CANVAS
STUDENT Southern Utah University ., i
Utah Education Network @oso posswor
— Open the  Student — Enter your school — After you've located your
Canvas app and tap district's name. When the school's account, enter
the Find my school full name appears in on your email and
button. the list, tap the name. password. Tap the Log In

button. If you don't know
your password, tap the
Forgot Password link.

Using the Canvas Student App
n e Il — When you log in to the Canvas Student app, the default landing page is the

Dashboard. The Dashboard displays all your current courses and groups. The
Dashboard can also display overall grades in each course. You can now open a
course and work through it just as you would on the full desktop version of Canvas.

Where do | go for more information?
Canvas has great step-by-step guides for mobile users.
Canvas Student App Guides: https://community.canvasims.com/docs/DOC-4048

End of Instructions.
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PARENT OBSERVER ACCOUNT

With Canvas parents have the ability to check grades online and stay involved in your student’s classrooms. Contact
Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Generating a Pairing Code

In order to access your student’s Canvas account, you will first need a pairing code from your student's teacher. Students
must sign into their Canvas Account from a laptop or desktop computer (NOT a mobile device):
http://lcps.instructure.com

——u Pair with Observer (x]

- @ %, Edit Settings kd

Account

‘1’ R Share the following pairing code with an observer to allow
Sl Dﬂw nioad 5me|55|0n5 them to connect with you. This code will expire in 24 hours,

Notifications or after one use,

Profie & Pair with Observer 30acf7 _
Fules
g — 4 Download Course Content

ePortiolios 0K
— Click on ACCOUNT, then — On the right side of the screen — Copy the six-digit code for parent to
SETTINGS. click PAIR WITH OBSERVER. use. The code is only valid for 24

hours or one use.

Create a Parent Account
H You will now create a Parent Account from a laptop or desktop computer (NOT a mobile device).

Sign up now,

its free!

Parents signup here

— On a laptop or desktop computer, go to: — Click on PARENTS SIGN UP HERE.
http://lcps.instructure.com/canvas.

Click the top right corner, NEED A CANVAS ACCOUNT.

Fa et Tgreg "

— Complete Parent Signup Form.

First Last
o This email address will serve as
Dragon Parent@email.com _ your Canvas username each time
e you log in.

Create your password here,

e e———— End of Instructions.

[P

Enter the code that your student generated hire.
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PARENT APP

Canvas Parent App allows parents to support their student by giving access to important class information. Note: A
parent must first enroll as an Observer in their child's class before they can access the Parent App. Contact
Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Download the Canvas Parent App
To download the app from the app store on your cell phone or tablet, search for Canvas Parent in the search field.
Tap the full name when it appears and install the app.

Logging into the Canvas Parent App

— Open the Canvas Parent app, tap the Find my School
button, enter [LAS CRUCES PUBLIC SCHOOLS-PARENT],
and proceed.

ow iR T Y UL OPR

Alsiojrjeim|s el

# I X|CiV BN M

Create Account

— Tap Create Account Link a the bottom of the log in page.

— Fill out the signup form, including the pairing code that was shared with you, and tap Start
Participating. You are now connected!

Online Canvas Resource:
https://community.canvaslms.com/groups/observers/pages/home

End of Instructions.
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A REMINDER FROM LCPS TECHNOLOGY DIVISION

LAS CRUCES
PUBLIC SCHOOLS

Technology Division members left to right: Amy Ewing, Patricia Monge, Andres Chavira, Ernesto de Jesus, Joseph Ragan, Noland Edmonson, Christina Mullins, Josh Silver and "The Shark" aka Matthew Dawkins

Phishing is where an attacker tries to trick you into
revealing personal or sensitive information.

A phishing email may look like it's from someone
you know or trust. They may try to trick you into
opening a link or an attachment.

/A YOUR ACCOUNT IS ON HOLD.

Hello Valued Customer,

We are having trouble processing your payment with your current

billing information. We will continue to attempt to process this . . .

months payment, but in the meantime you may want to update Phishi ng emai Is may:

your payment details.

+ say they've noticed suspicious activity or log-ins

Nead help? W are here fyou need or » say there's a problem with your account or payment
. e say you need to confirm personal information

et * include a fake invoice

* say toclick on a link to make a payment
* say you're eligible to register for a refund
o offer a coupon for free stuff

If you think you may have received a phishing email, do not not open the email.
You should forward it to

phishing@Icps.net.

For a more information, visit https://www.consumer.ftc.gov/articles/how-recognize-and-avoid-phishing-scams 25



. TECHNOLOGY DIVISION

lﬁim Las Cruces Publiec Schools

PUBLIC SCHOCHS

FREQUENTLY USED URL'S

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

o

1
E - H E LCPS Website: Staff Menu

Scroll to the bottom the page and
you will find quick links to commonly

used Staff Resources.

https://www.lcps.net/

Q

Staff Menu

Synergy

Outlook Email

https://login.microsoftonline.com

(usernameelcps.net account)

Access through Canvas or
https://clever.com/in/mylcps
(usernameelcps.net account)

OneDrive

https://onedrive.live.com/about/

en-us/signin/_

(log in as Work or School
usernameelcps.net account)
Click on nine dots for OneDrive
Access.

SafeSchools
https://lcps-

nm.safeschools.com/login
(LCPS username without
elcps.net, same password as
email)

Canvas

https://lcps.instructure.com
(usernameelcps.net account)

iVisions

https://lascrucespublicschoolsnm.tyler
portico.com/tesp/employee-
selfservice

(usernameelcps.net account, same
password as email)

Google

https://www.google.com

(usernameelcpsmail.org account)

Synergy

https://synergy.lcps.k12.nm.us
(LCPS username without elcps.net,
same password as email)

Updated 5/22
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LCPS GOOGLE ACCOUNT ACCESS

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Google & Personal Accounts

Gmal  Imagos 3%

Google |

— Visit www.google.com
browser and click Sign
may need to sign out
personal accounts
continuing to step two.

SignIn

Signin

Use your Google Account

I @ icpsmail org

Forgot email?

Mot your computer? Use a Private Window to sign in,

Learn more

Lsan |
)

on any
In. You
of any
before

Craate st [ next |

— Sign in with LCPS username

elcpsmail.org. Click Next.

Accessing Apps

Go \JM

Actount Gra
Stes  Classiom

Goagle Seatch

heels Shdes

Docs

()

Calendar

— Apps can be found by clicking on

the nine dots (sometimes
to as the "waffle") in th

referred
e upper

right corner. End of Instructions.

Updated 5/22

Gmail  Images 9

9

Manage your Google Account

Sign out

— To sign out of a personal
Google account, click the
circle initial button in the
upper right corner and click
Sign out.

Welcome

(3] -x‘.epsm il.arg v

Enter your password

LTI Y

[[] Show password

— Enter LCPS Google password.
Click Next.
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CANVA LOGIN

Canva is a graphic design program available to all LCPS staff and students. Contact Service Desk at 575-527-4357

or servicedeskelcps.net for assistance.

Canva Sign In

WL | Meme Devpsvmpime  Funsesw e Has a

— Go to www.canva.com and click Log In.

Enter LCPS email

Signin (or up) in seconds

S

G Continue with Google

1] Cantinue with Facebook

=
Continue with emall

Continue anather way

— Click Continue with email.

< Continue with email

Ernail (peraonal of work)

I cps.net

o)

— Enter your district email address in -

the Email/Cell field and click
Continue.

Getting Started

LAS CRUCES
PUBLIC SCHOOLS  mmm

The Las Crisces Pubiic Schools provides i
‘eauitanle student-centered tearning
o bkt

1o 1en ssmchantn, g ramueva ts
particlp reetencla y la

On the LCPS Authentication
screen, log in with your LPCS login
credentials. Your Canva account
will be created.

&« c s sarrva o ® o @ @
" i stand firmly in support of Ukraine and of s chal you yo far peace =
S CamIn e b Ghsns Sy | s con PR

EW Ewents 3

i e by experts an

E Hulp canter »

SGeuing started »
bl =
S = e DTl el ;
1;3 | A B =
B cusen
s . as Sy

Tools. Education Prosentation Educational Video Education Infographic Classroom Poster Googie Classroom Header  Worksheet

— Canva has a great Getting Started section. To access it, click the Learn
button and select Getting Started from the drop down menu. End of

Instructions.

Updated 5/22
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CLEVER LOGIN

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Access Clever through Canvas

Las Cruces Public Schools
User Login

84 i with your cepunizticnal scozunt

I
LAS CRUCES
PUBLIC SCHOOLS gerg

— Sign into Canvas with elcps.net
account.

Option 1: Single Sign On

Las Cruces Public Schools
Not your district?

Hints for logging in with Active Dirsctary

Usemarre hint cle-ve'-

Teacher Lsemarne: amail
Stisdent Lisername! ulemanre@icps. met

Passwornd hint
Teachar Password: Lame as your email

Swedent Password: same as you log into &
seheol computer
LT

H Log i with Agtive Directony

Having trouble?
Contact senvicedokicpenat

Or ot hela logging in

Parent'guardian lag in

District admin log in

— In the new tab, option 1is to sign
in using SSO (Single Sign-On).
Click on Log in with Active
Directory.

Option 2: Clever Badge Log On

Las Cruces Public Schools
Not your district?

Hints for legging in with Active Directony

Username hing Clevef

sername: emal
Fserniame: usernameBiops net

same a5 your email E E
st Pas: SAFE &5 0L WG iR 10 8
sehoal computer e

=. Log in with Actare Dire

Having trouble?

Contact gervicedeskieps.net

Pasenyiguardion leg in

r got holp lagging in Distic adimin iog n

— Option 2 is to sign in using the
Clever Badge log in. Note: this is
for students under the age of
where teachers have set up the
badges.

Updated 5/22

— Give Clever permission to use the

To wvisit the URL, click the button below.

Open in New

Courses

Published Couries

Unpublished Courses

— Click on Courses and pick — Click Open in New Tab
the Published Course for
the  assignment.  Click

Clever.

«

‘ M Las Crucos Public Schools l Q Search

Welcome to Las
Cruces Public Welcome to Las Cruces Public Schools

Schools
Instructional o — o —-—
Content
Assossmonts Syeangy LR Canvas Lesey @ 022 Wenan 2022 Youtn
Homepage Forward Foreard
Survey (Gra Survey (Grs
More apps

— SSO will use the Canvas login and open Clever directly. Note: Apps
may look different for each user.

Waelcome to Las .
Cruces Public Welcome to Las Cruces Public Schools
Schools
Instructional
Content
Assossmonts Sroaky
[
More apps
o)
ol
Chrens Bt saquinen s wetcam b iog . Pisasa
e s

— Successful log in. Note: Apps may look
different for each wuser. End of

camera if prompted to Allow.
Instructions.
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RESOURCE MANAGER

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Access at www.lcps.net

Staff Menu

Intranet

Email

FMLA

Absence Management
Timeclock Plus

Teach Point

Safe Schools

Resource Manager -
Canvas

Synergy

Standard Operating Procedures

— Scroll all the way to the bottom of the
screen to under Staff Menu and select
Resource Manager

Technology Warehouse
Dashboard Catalog
Check Dwt Hems

— Click on Circulation on the top menu.

— Log into resource manager using LCPS SSO Sign In Option. This will be
usernameelcps.net account and password

Circulaton

Circulation

Reports

Last All Setes Dashboard Catalog
Hem Status

heck Out Item
Check I Rems
e Find item [|
Fines
| tem Status % 1
Patron Status
OfMne Circulabon

Updated 11/22

Reports

A

— On the left-hand side click on ltem Status.

In the box that says find Item put in the barcode of
device.

o If barcode is not on device get with the school tech
or tech contact.

o If barcode is not found in Resource Manager get
with school tech or tech contact to add to
Resource Manager.

Once you type the barcode in and it is found make
sure the information is correct.

o If the information is wrong get with school tech or
tech contact.

Make sure it is checked out to you.

o If the computer is not checked out to you get with

school tech or tech contact. End of instructions.
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ZOOM CLOUD BACK UP

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Access at https://zoom.us/recording

® =2 = E::3

SUPPORT

#@ zoom.us/recording

1.888.799.0125

REQUEST A DEMO

- PLANS & PRICING CONTACT SALES RESOURCES ~ SCHEDULE JOIN HOST ~ WHITEBOARD E

zoom S0LUTIY

PERSONAL
Cloud Recordings Local Recordings O Document
Profile
Meetings | Q, Search by topic or Meeting ID ] [Eu Search text in audio transcript J Export
Webinars
Advanced Search ¥
Phone

Personal Contacts ;

Whiteboards [[IED)
« 2
Settings °

P e

¢

— Go to https://zoom.us/recording

— Click on "Recordings”

— Click on "Export"

End of instructions.
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ADOBE ACROBAT DC

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

© Bietooth &
W Network & I
S Pesonalizatig
WAoo

1 & Accounts
P Time & tang:
& Gaming

K Accessibility
P Privacy & seq

@ Windows Up{

H Open Adobe Creative Cloud

— Once it's done installing, open the app and sign in to
your Adobe account when prompted (LCPS username
and password).

Updated 6/23

dAuoEens

- To open ‘rhe Compqny Portal, click Start Menu (Blue
Flag in bottom center). Click "Company Portal" and
sign on if prompted.

Adobe Acrobat DC is available to download from the Adobe Creative Cloud app. The Adobe Creative Cloud app can
be downloaded from the Company Portal app on a school Windows computer.
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— Once Company Portal opens, there should be a list of apps
that can be installed; this should include the Adobe Creative
Cloud app. Click on the "Adobe Creative Cloud" to install.

Allapps O oeinep [ metse

Creste faster with Adobe Express
(Beta).

Amaring;art generatsd by Adobe Farefly AL Real Sime:

collatoration. Eany accoss o inked Adobe Photsshop
‘and Mlusrator assets. Time 0 bevel .

Getstarted

Awatlable in your plan

Photashaor Mustrator P Acrobat
@ ] a

— After you sign in, the Adobe app may start updating. If so, let
the app finish its update and open the app again once it's
done. When you open it this time, you should be able to
install the Adobe Acrobat DC app. End of instructions.
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MIMIO PRO 4 PANEL RESOURCES

Contact Service Desk at 575-527-4357 or servicedeskelcps.net for assistance.

Mimio Canvas Resource Hub

To access the Mimio Canvas Resource Hub, you will need to self-
enroll using the link https://lcps.instructure.com/enroll/L3K3W4 or

scan the QR code here.

N e« C frecfleparetnucsure com

Enroll in Mimio Pro 4 Panel Resources

You are enrolling in Mimio Pro 4 Panel Resources

In the window that loads, click on the "Enroll in
Course" button

Welcome to the Mimio Pro 4 Panel Resources Canvas Course!

—  Mimio Resources

Home Mimio Pro 4 Panel Resources

O e
m N : =
LCPS MIMIO PRO 4 RESOURCE SITE

EDUCATION ] [ ]
Iy Bowdight*

Clever
m to the Mimio Pro 4 Panel Resource Hub.

‘Welcome Educators!

‘We are so thankful to have brand new interactive panels for our district. The panels will
continuouslyv be installed throughout the schools.

End of instructions.
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Enroll in Mimio Pro 4 Panel Resources

You have successiully encolled in Mimie Pro 4 Panel Resources.

Click on the "Go to the Course" button

[ Immersive Reader

ths View Course Stream
5] View Course Calendar
L1 View Course Notifications

To Do

Naothing for now
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