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Job Aid Changes

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?

e Users will need to have an SSO account and be on Office 365 (new email client/cloud)
e Users will be prompted to log in with their SSO account to view any job aid

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

e 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

‘mMS S Resources and Job Aids

Job Aids Main Menu

* Academic Intervention » Gradebook * Reports
» Athletic Eligibility * Grades * Services
» Attendance » Graduation Standards » State Reporting
# Blackboard Connect # Health # Student Support
* Census (Demographics) » Manage Groups [Counseling & Discipline)
» Elementary Scheduling » Master Scheduling » Student Testing
* Enroliment » Math Placement * Summer School
» Forms » MiSiS Explorer » Transcripts
* Gifted and Talented
Education (GATE)
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http://misis.lausd.net/

Downloading Job Aids

Step 1 Search for the job aid needed and click on the blue download arrow.

Attendance

Title

Attendance At-A-Glance

Clearing Unresolved Absences

Enter Attendance for Teachers

Manage Attendance Alerts

Manage Educator Absences and Generate Substitute
Slips

Manage Teacher/Class Attendance

No-Show Process

Update Attendance as a Teacher
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Update Individual or Group Attendance for School Office

Step 2 User will be prompted to sign in to Office 365. Enter your SSO account information.

] Office 365

Sign in with your work or school account

Keep me signed in

Can't access your account?
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Downloading Job Aids

Step 3 The file will open as a webpage through Microsoft Word Online with the option to Edit in
Word or Print the file.

Word Online

MiSis Creating Counseling Groups_v2 # Edit Document ~ IE;! Print :4_ Share

JOBAID

MiSiS — My Integrated Student Information System
Creating Counseling Groups

06/13/15

1. Log in to MiSiS (https:/misis.lausd net/start)
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e 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)

e 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).

Sign in to Office 365

] Office 365

Sign in with your work or school account

SSWOrd

Keep me signed in
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Downloading Job Aids

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.

Save dialog box.

_ S — I o This file is read-only. To save a copy, click
' @ v EE ﬁ @ gj % [B w OK, and give the document a new name in the
A Home Layout Documel

[ OK |

Font

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.

T

VSave : Microsoft Word

Save As: Creating Counseling Groups_v2 v
Tags:
Where: [ Documents [T
Format: Word Document (.docx) d

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

Options... Compatibility Report... /. Compatibility check recommended

Cancel | SCILS

OR

Step 6b Go to the File menu and select Print.
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