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PURPOSE

This job aid provides instructions on how to access and download job aids that are published to the MiSiS
website. Job aids are hosted behind Single Sign-On (SSO) to 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 be prompted to log in with their SSO account to view any job aids
Job aids will open as a webpage, with the option to download and/or print

All job aids are accessible on the MiSiS website under the Training link. URL: http://misis.lausd.net

Step 1

From the job aids menu, select the category of the job aid needed.

MiSiS Job Aids

Download instructions on accessing job aids

Schools may notice that the MiSiS job aids will now require using Single Sign-On (SSO) to view.

« Academic Intervention

« Athletic Eligibility

« Attendance

« Auxiliary Eligibility

« Behavior Emergency Record
 Blackboard Connect

» Census (Demographics)

« Dual Language Program

« Early Education

« Elementary Scheduling

« English Learner

e Enrichment/Extended Learning

Program

Enrollment

- One Enrollment
General
Gifted and Talented Education
(GATE)
Grades
Graduation Standards
Health
Independent Study
Linked Learning
Manage Groups
Master Scheduling

Non-Public Schools (NPS)
Parent Portal

Reports

Special Education

State Reporting

Student Photos

Student Support (Counseling &
Discipline)

Student Testing

Summer School
Teachers

Transcripts
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Disclaimer: The information contained in this job aid may not be current if viewed from another central office website. The job aids found on the MiSiS website
(http://misis.lausd.net) contain the most current information and were approved by MiSiS. Changes to the MiSiS environment were accounted for in preparing the documents to
the MiSiS site. Job aids found on other department websites may not reflect the same steps currently posted to the MiSiS website and may not contain up-to-date information.
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Step 2  Alist of job aids for the selected category displays. Click on the title of the job aid needed.

Attendance

#, Back to Job Aids Main Menu

Schools may notice that the MiSiS job aids will now require using Single Sign-On (SS0) to view.
Download instructions on accessing job aids

Comprehensive Schools

Office Staff - Submitting/Updating Attendance

Clear Unresolved Absences

Enter Mass Attendance (Office Staff)

Enter Teacher/Class Attendance (Office Staff)

IManage Educator Absences and Generate Substitute Slips
Saturday Makeup School - Enter Recovery Date

Update Individual Attendance (Office Staff)

e o o 0 0 o

Teachers - Submitting/Updating Attendance

o Enter Attendance as a Teacher Using the New Class Attendance 2 0 Screens

Attendance Recovery

Step 3 Enter your SSO account information (full LAUSD email address and password) to log in. If
prompted, complete steps for multi-factor authentication to verify your identity.

® @)

« @lausd.net

@lausd.net

Verify your identity
Enter password
Approve a request on my Microsoft
. Authenticator app
Forgot my password @I Use a verification code

Use a certificate or smart card

D Text +X X00000(XX28

% Call +X X00000K%28

Enter your full LAUSD email address and password to More information
Log in. e.g. (msmith@lausd.net,
mary.smith@lausd.net)

Are your verification methods current? Check at
https://aka.ms/mfasetup

Cancel
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Step 4 The file will open in a new browser tab in either Word or PDF format. Select the option to
Download or Print the file.

B Viewing Ate... Screen.pdf

Copy to

= e Attendance Recovery

/> Embed

PURPOSE

This job aid pro:
available at Col
Carlson Home al

e Attendance Recovery (AR) screen. The screen is
DS schools. This screen is not applicable for Continuation,
A and VAs).

WHO CAN PERFORM THE TASK(S)?

Users with the MiSiS roles listed below have access to view this screen:

Athletic Director Office Manager School Full Read

Categorical Program Option School User Secondary Athletic Director
Coordinator Principal Special Education Provider
Counselor Pupil Services - Admin Student Support Administrator
Discipline Designee Pupil Services - Homeless Student Support-School Based
District Administrator Pupil Services - SARB Summer School Counselor
District SSPT Pupil Services - School Based Teacher

Health Office Scheduling Administrator

If the job aid opens in Word format, selecting the Print option will automatically convert the file to PDF.
Click the Open PDF button to open and print the file.

Microsoft Word x

All done. Your file is ready to print.

Open PDF Close
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