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MiSiS will be changing how job aids are published to the MiSiS website. Job aids will now be hosted 
behind Single Sign-On (SSO) starting August 1, 2015.  This change will ensure MiSiS content is 
protected from non-LAUSD employees. 
 
What does this mean for individuals that are trying to access a job aid? 

 Users will need to have an SSO account and be on Office 365 (new email client/cloud) 

 Users will be prompted to log in with their SSO account to view any job aid 

 Job aids will open as a webpage, with the option to download and/or print 

 Users can print job aids as PDF or download as MS Word  
 
 
There is no difference in the way you search for job aids. All job aids will continue to be on the MiSiS 
website under the Training link. URL: http://misis.lausd.net  
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Step 1 Search for the job aid needed and click on the blue download arrow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2 User will be prompted to sign in to Office 365.  Enter your SSO account information. 
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Step 3 The file will open as a webpage through Microsoft Word Online with the option to Edit in 
Word or Print the file. 

 

 
 

 Selecting the Print option will convert the file to PDF and download it to the users computer.  

Once downloaded, users can then print the file. No additional steps needed. (*Recommended 

method) 

 

 Selecting Edit in Word will give users the option to open the file using their local version of 

Microsoft Word on their computer.  Users can then save a copy of the file on their computer or 

print the job aid. This option will allow users to further customize the file to fit their school 

needs, for example, deleting the pictures, without changing the original file on the MiSiS 

website. Continue to Step 4 if this option is used. 

 
Step 4 If users choose to select Edit in Word, they may be asked to log in to Office 365 again using 

their SSO account. Users can bypass this step by selecting the Print option instead 
(recommended). 
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Step 5 The Save button in MS Word will look different when downloading job aids to MS Word. If 

users click on this Save button, they will be prompted to save a copy using the Save-As 
option. Click OK to continue. 

 
 
Step 6a Go to File from the menu bar and select Save-As.  Select a destination for the file and click 

on the Save button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
OR 
 
Step 6b Go to the File menu and select Print. 
 


