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About your student’s username and password — page 3
* Connecting to a wireless network — page 4

* Logging into your computer — page 7
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Getting help through the Student Help Desk on MS Teams — page 11

How do | sign into Schoology? — page 15
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We Learn
serncrel - Student username and password

e A student’s “Username” is their SPS Student ID number also called the lunch
number

* Astudent’s “Password” is an uppercase letter S, a lowercase letter p, and their
birthdate in mmddyy format (for example, a student whose birthday is March 15,
2012 would have a password of Sp031512

* When logging into an SPS computer, the student enters their username and
password

* When logging into Office 365, Schoology, or Unified Classroom (or whenever
being asked for an email address to log into software) a student enters their
username@springfieldpublicschools.com and their password
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We Learn | ,
srancnee - Connecting to a wireless network

Before entering your username and password,
click on the network icon, (circled in red), to
display the available wireless networks.

You might see the below icons:
Not connected to a network
Connected wirelessly (good signal strength)
Connected wirelessly (poor signal strength)
Connected via ethernet (wired)

Issue with connection. May need authentication for
Dnormal connection

€ Not connected

* NOTE: After connecting to a network once,
you may still see [ on future startups. Sign-in Options
Continue logging in and it should change to

if within network’s range.

Other user
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* |f you have already logged in, the network icon can be found in the lower right
corner of the screen (left of the time and date)
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* After you click the network icon[&], find the * Enter the password for the network

netyvork you want to connect EO in the Ij’st of and then click “Next”
available networks and select “Connect o
ﬁ anese

0% Anywhere Access Secured
No Internet

Enter the network security key

You can also connect by pushing the button on
the router.

ﬁ Goy‘aJ Vr‘d‘jinest

Next Cancel

T
@ anese

Secured

Connect automatically

* |f you are connected, you will see this.

Connect
Tanese
. -~ a .
Connected, secured

XFINITY
¢, ured

Properties

Disconnect

"ﬁ xfinitywifi

Network & Internet settings
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* On the below screen, enter your student username and password (see page 3)

Other user 1|
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* To ensure your computer downloads important software updates, you should
restart your computer at least once per week

* Also, if your computer is not running well or is having problems, restarting will
often solve those problems

» Restarting IS NOT the same thing as shutting off the computer and then turning it
back on

* The next slides will show you how to restart your computer
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serncriet - How to restart your computer

Locate and click on the E(Start Menu) icon  Select the power button B Calculator
that looks like a window and is located at the
lower left corner of the screen

iii  Calendar

'© Camera
Chrome Apps
. Cisco Jabber

Cortana

Office 365 Firefox

reate wah nana ¢ i

-

= * Select Restart

Sleep
Shut down

Restart

Cortana

4
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SPRINGFIELD What are WindOWS updates

Working on updates
11% complete

* Your computer will automatically
download updates whenever new
updates are available

* Updates will not install until the
computer is restarted

* When updates are installing you will
see a message that says “Working on

Don't turn off your computer Updates”

 NEVER shut off your computer when
updates are being installed
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We IT??W Getting help from SPS IT through
Microsoft Teams

* To get help, access the Student Help
Desk on Microsoft Teams

* Three ways to access Teams:

1. MS Teams app on SPS laptops B

2. Web-browser on any computer, go L > Google Play
to https://www.office.com/

3. Download MS Teams app for iOS or BERISEE Cn
Android ' App Store
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Logging into MS Teams

If asked to log into office.com or the Teams apps . ..

* Use your Username@springfieldpublicschools.com

* For example 12345@springfieldpublicschools.com

* And your SPS password
* For example Sp031520

In office.com, select teams from the list of applications

Good afternoon

+ R

Start new Outlook

OneDrive

Word

R P

Excel PowerPoint OneNote

Teams

Sway

Install Office

iy

Forms
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Learn  Frinding the Student Help Desk once
you are logged into Teams

* Once logged into Teams, from the menu of options select “Teams”

* The menu will be on the left if using a computer or at the bottom of the screen
on a phone

* From the list of available teams, select Student Help Desk

|

Student Help Desk - ES1
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We Learn | ,
et Asking questions of the IT team

* Under “Posts” where the screen says “Start a new conversation” type in your
guestion or the issue you are having with your compute-

* Hit the “Enter” key or the arrow button (& ) to send your imiessage

‘ *! Garcia, lvan 2:38 PM
\QDoO

Hey, are we still on for that meeting at 4:30?

< Reply

ﬁtart a new conversation. Type @ to mention someone.

A G O@BE B Q - =

 Staff from the SPS IT Department are responding to questions as quickly as
possible from 8:00am to 4:30pm, Monday through Friday
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rancres How do | sign into Schoology?

1. Log into your student computer

Open your web-browser (Microsoft Edge) and go to:
* https://students.springfieldpublicschools.com/ S

3. On the Student Application page, click on the Schoology icon -
4. If you are using your SPS laptop, you should be signed in automaticalily,

* |f you are signing in with another device, first go on your web browser to
https://sps.schoology.com/

* You will be taken to a Microsoft sign-in page where you need to enter your SPS
email address and password (studentid@springfieldpublicschools.com and

SoMMDDYY) -

Sign In With Microsoft
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We

Learn How do | sign into Unified
Classroom?

Log into your student computer
Double-click on the Unified Classroom icon on the desktop Rl ,JP

Select Sign-In with Microsoft

Enter your SPS email address (studentid@sprinfieldpublicschools.com) and
your SPS password (SpMMDDYY)

— Sign In With Microsoft
* If you are signing in with another device, first go to

https://classroom.powerschool.com and select Sign-In withMicrosoft

* You will be taken to a Microsoft sign-in page where you need to enter your SPS
email address and password (studentid@springfieldpublicschools.com and

SoMMDDYY)
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