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Welcome! Here is a general guide and all the resources you need to
troubleshoot some of the issues you are facing with your laptops. If you
need more support, you can reach out to the Tech Coordinator: Brandon

Bass bassb@springfieldpublicschools.com

Easily go through this form by pressing the buttons Ctrl and the
letter F at the same time. It will then bring you to the navigation panel
and then click on pages. Or look at the top right for the page number.

iBienvenidos! Aqui hay una guia general y todos los recursos que
necesita para solucionar algunos de los problemas que enfrenta con sus
computadoras portatiles. Si necesita mas ayuda, puede comunicarse con
el Coordinador de tecnologia: Brandon Bass
bassb@springfieldpublicschools.com

Navegue facilmente por este formulario presionando los botones
Ctrl y la letra F al mismo tiempo. Luego lo llevara al panel de
navegacion y luego haréa clic en las paginas. O busque en la parte
superior derecha el nimero de pagina.
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DOWNLOAD APPS. STUDENT INSTRUCTIONS
Turn on your computer and enter your credentials, which are:
Student ID: This is your five or six-digit student #.
Password: Your password is your birthday with “Sp or Hdi or Dma or Xzb or Ayg or
Mfp or Hbq” in front. (Example: Sp081024 August 10, 2024)
Your name will pop up and a white box will appear with
Accept. ACCEPT the computer as your own.
Restart the device if Global Protect Sign-In pops up
Log back in
FYI, after logging in, if you continue seeing Global Protect Sign-In like this:

B2 Microsoft

Sign in

€ Sign-in ptior

Please left-click the box and proceed to restart your device. Sometimes you might
need to restart your device multiple times for everything to sync, so be patient.
After you sign in and do not see the Global Protect Sign-In popup anymore, move your
mouse and wait 20-30 minutes.

A window should pop up that prompts you to restart your device. If you don’t see it
after 30ish minutes, then manually restart your device (not shut down or power off).
Restarting your device is by going to START (Windows icon), pressing the power
button on the bottom right, and clicking restart and/or update and restart.

Proceed to log in again and move your cursor around to make sure it starts syncing.
You’ll have to wait 20-30 minutes again for the device to start syncing the student's
credentials.

After the 30ish minutes, you will possibly see these two apps that have downloaded:

aJ &
Office 365 .

&
Go to START Tile and click (bottom left corner of the screen):

Go to Company Portal icon or type it and click:
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v
-

Company
Portal
You will see:

Springfield Public Schools

Recently published apps show all

Download one application at a time:

Zoom App.

@
Class App. =closs * <@ & }Q
Microsoft Teams App. ZOOM PDF

. Zoom for Staff Class v2.5.0 Microsoft Teams DRC Insight - Google Chrome Adobe Reader DC
D RC I n S Ig ht Ap p . Zoom, Inc Class Technologies, Installed 'WIDA 2022 Google Inc Adobe Systems Inc.
Inc. DRC

Google Chrome App.

Adobe Reader App.

Pearson Test Navigation
Dyknow

Quick Assist

Office 365

Microsoft 365 App - STUDENTS
Then UPDATE & SHUTDOWN

If can’t find Company Portal: Go to the IT Hub and click on Company Portal:

[V S G —— L]

e ep e =

Or take these steps:
o Step 1: On the device that will be used, navigate
to https://portal.manage.microsoft.com
o Step 2: The intended user signs in using their full SPS email or by selecting
their account if displayed.



https://portal.manage.microsoft.com/
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B® Microsoft

Pick an account
+

o Step 3: Select the Devices button.

= springfield Public Schools

You don't have any apps yet

NOTE: Alternatively, the menu button in the top left corner of the window can be
selected, followed by Devices.
=

|m.....

IE apps

B signout

Step 4: A page listing the devices that are associated with the current user will
be displayed. In the grey bar, select Tap here to tell us which device you’re using...

= Springfield Public Schools

Devices

Tap bere 10 tll s i device youe s o k8 i dice.

Step 4: Select the radio button (circle) next to the name of the

device currently being used, then select the Select button. (The device name can be
found in IT HUB.)

If you've added this device
here.

Your managed Windows devicy

& g E-J) - Dell Inc. Latitude 5410
o AT Dell Inc. Latitude 3120 Added on; 3/4/2022, 3:41:04 PM

Added on: 2/25/2022, 3:17:04 PM

(= E-10 Dell Inc. Latitude 5420 Y
Added on: 7/28/2021, 12:24:03 PM - . . H

o () My device isn't listed here
E-IN Dell Inc. Latitude 5410

a Added on: 3/4/2022, 3:41.04 PM

My device isn't listed here
Select Cancel ‘

NOTE: If the device is not listed, it likely needs a little more time to sync (maybe 5-10
minutes). Select refresh located next to Your managed Windows devices (shown in the
image above) periodically, as you wait. If it doesn’t show up in the list within 15

minutes of waiting and periodically refreshing the page, the device may need a
restart.
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The user should now be able to add apps to the downloads queue via the Company
Portal web page by selecting the menu button followed by Apps or navigating
to https://portal.manage.microsoft.com/apps in the web browser.

= Apps =B
() Home
Viewing 28 of 28 results
£ Apps
L8 Devices
Adobe CC Adobe Reader DC Arduino IDE Auda(ll’y Cisco Jabber
Bl Helpdesk Desk(op

o ..CMM

SVS: How to Set Up Monitor

Step 1: Connect the monitor stand to the base/holder of the monitor and tighten it at the bottom.

Step 2: Connect the monitor handle to the back of the monitor stand until you hear a click on both sides.
Then connect the monitor to the monitor stand (this will be tricky but take your time).

Step 4: Connect the keyboard and mouse to the laptop's USB ports and the other side of the HDMI cord
to the specific HDMI port. Then power on. For a video tutorial, click here: https://youtu.be/YMuosfilYX8



https://portal.manage.microsoft.com/apps
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Using Company Portal to Install Apps

ol

P4 Company Portal

NOTE: It is good practice and recommended to Restart (not Shut Down but Restart) your laptop AT
LEAST once a week. This allows Windows Updates and other updates and installations to complete and
flush anything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many issues on its own.

Company Portal is an application used by both Students and Teachers to download and install many free
Applications made available to us by the IT Department. The most used app is Microsoft Office (for
document creation/editing).

Step 1: Start by clicking on the lower left of your screen and type Company Portal. It should
appear as your first option.

Best match
i E Company Portal ‘ 3
App
Apps
™ This PC >
[5] Settings >
* Component Services >
y Bl Xbox Console Companion >
i Settings
! [ Complete guide to Narrator >
7> Check for updates >
@ View your PC name >
& Device performance & health >

Search work and web
/O comp - See work and web results >

Photos (1+)

NOTE: You may also find the Company Portal by clicking on IT HUB on the desktop, clicking on
the house in the upper corner, and then clicking “Company Portal”.




DEVICE INFO

| company porTaL |

SPS PHONE
WEBLINKS
HELPDESK DOCUMENTATION

HELPDESK SUPPORT

Assassing the 17 Hus [Iifl

R thod 1

v L O rhe detktop, cEts o doubile Clok on !ﬂﬂ

Polas b 2

mEeg 1 Click o IHFH‘- e livseen TETT ol yerar S e

Srage 2 Typss “IT HU

Step 3: Select-——-———- YA 7 Hu

L

PAwthod 3

Srep L Pross ond hold the CTHRL ey on your keyboard
Svage E: Winikle woill holding CTRL, pres tihe FL ey

PIOVTE: IF this doesntt work, it"s possible Fr Lock s on and you can tey FRreaCTRLFL imnste o

Pelar v 4

Wuned Ay Al Try o lid Kirgg dam m wara war Taskhar {inseer righl Sidle ool paeiar oo, 1P yoma ol reid

i 0L, You mey havs o ook on
ardd smiact "Opan™.

firer. Than sither doubie cick an ﬂnr rigne click n it

W wow tried all these methods and still cannot opan 1T HUB, reach out to the Student Help Desk

Foer Turibhier assisiancoe,
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Step 2: The Company Portal should open in a new window and will display apps available to you

after a few seconds. (To see the full list of apps available to you, select Show all

next

Recently published apps)

# Springfield Public Schools

I Show sl
[ tome Featured apps i
IE Aoos
ooy F 5% 52 & E 23
L Downloads & updates
B Devees

SCCM Repair Tool  Driver Updater Yoga e Audio, T4S0 CameraFix - AtHome Office DBA
@ Hoo & suppoat - SCCM Repair. Yool - Driver. Microphone, an. 450 Readiness Check Licensing - DBA
I

Recently published apps  showa

PEARSON
1] office ] office H:] %
TestNav
Microsoft 365 Microsoft 365 TestNav Python 3.9 Arduino IDE XProtect Smart
Apps w/ Access... Apps - STAFF Pesrsce Educaton Python Schtware Arduino UC Client 2020 R3..
Veciasaf Mcrosen ne Foundton Niestone
Devices snowail

R My profie E-GYWHW33
s

@ Settngs

NOTE: App availability is different depending on the needs of the user class. (Apps available to
Students will differ from apps available to Staff.)

Step 3: Locate and select the app you wish to install.

Step 4: Click the ' Install button to begin downloading the app.
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Microsoft 365 Apps - STAFF Install
G Oﬁ;] Microsoft Installing this version of
ce Productivity Office 365 will replace other
versions of Office 365 that
you may have already
installed from the Company
Portal.
Learn more
Overview Additional information
Microsoft Office 365 Apps for STAFF
Includes:
« Word
* Excel
« Powerpoint
« Outlook
Version 1
Date Published 7/12/2021
‘. . H
. Download pending
.
Your device is syncing and will begin downloading your app shortly

. * Downloading

Step 5: After the app finishes downloading, it will automatically begin the installation process.

NOTE: You can also check the status of the download(s) by selecting Downloads & updates in
the left pane (displayed below).




= Company Portal

‘ Search for apps pe) ’

()

Home

Apps

App categories

S5
¥

Downloads & updates

a

]

Devices

Help & support
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Step 6: Once the installation is finished, the Install button will change to a Reinstall button.

NOTE: A restart may be required after installing some software.

NOTE: Should you have an issue with an app that a restart does not fix, you can enter the

Company Portal and Reinstall the app from there. Once done, the computer may ask for a

restart to finish the process.
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Office 365

Microsoft Office is a collection of applications incduding Word (for document creation), Outlook
(email client), Excel (for spreadsheets) and more. Every SPS employee and student is given
access to Office and can even install Office on a total of 5 personal devices.

Table of Contents
Office 365 App ([Company Portal-5P5 Computers Only)

Office.com [Web Version)
Installing Office from Office.com (Personal Device Only)

Accessing or Installing Office

Office can be accessed multiple ways, whether on an SP5S computer or a personal computer.
The following will explain the different methods available.

Office 365 App (Company Portal-SPS Computers Only)

To install Office from the Company Portal...

Step 1: Open the Company Portal

Step 2: Locate Office 365. Students will select Office 365-5tudent and Staff will select Office
365-5taff.

ffice 365 - O*ee 365 - STAFT
STUDEMT

Step 3: Select Install |Pictured below)

Takes a while to download due to its 3 GB of storage. Every student can also use the web version
of office which downloads faster (www.office.com). No installation is required. They log into
the website using their email (studentiD@springfieldpublicschools.com) and the same password
they use to log into the computers.



https://www.office.com/
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Ease of Access-Student Laptop

Ease of Access allows a user to make changes to a computer to make the laptop more accessible, based
on your needs. This is the only category that students have access to in the Settings app on their laptops.
The following is a quick explanation of the available options available as of 4/1/2021.

NOTE: Due to student laptops having restrictions in place, some clickable links in Ease of Access may not
work/open.

Vision
Display
1. Make text bigger — Increase the size of the text to make it easier to read
2. Make everything bigger — Changes the size of apps and text on the display
3. Make everything brighter — Change the brightness of your built-in display

4. Simplify and personalize Windows -Allows you to enable/disable animations, transparency, hide
scroll bars and show/hide the desktop background

Magnifier

1. Use Magnifier — Enable/disable the ability to zoom in on parts of your display, have the
magnifier start automatically and/or before signing in

2. Change Magnifier View — Change how the magnifier displays and what the magnifier follows
3. Reading — Have the magnifier read from your screen
Color Filters
Use color filters — Make photos and colors easier to see by applying color filters
High Contrast

Use high contrast — Enable/disable making text and apps easier to see by using more distinct
colors
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Narrator

1. Use narrator — Enable/disable the screen reader that describes what is on the screen to help you
navigate the device

2. Start-up options — Change when the narrator starts
3. Personalize Narrator’s voice — Adjust the sound of the narrator’s voice
4. Change what you hear when reading and interacting — Change what and how the narrator reads

5. Change what you hear when typing — Choose whether to hear letters, words, numbers, and/or
punctuation as you type. Can also choose if you want to hear certain navigation keys or when
modifier keys (such as Caps lock and Num lock) are turned on/off

6. Choose keyboard settings — Choose the keyboard layout and what key is used as the Narrator
modifier key for shortcuts

7. Use Narrator Cursor — Shows you where Narrator is focused on the screen

8. Use braille — This allows you to use a braille display with Narrator (will need to be downloaded
and installed)

9. Manage your data and services — Have Narrator (with current settings) start automatically for
anyone that logs into the laptop (can be changed per profile after login). Can also set getting
descriptions for images and page titles

Hearing
Audio

1. Make your device easier to hear - Adjust device volume, enable/disable mono audio

2. Show audio alerts visually - Select whether to enable/disable showing audio alerts visually &
how they are displayed.

Closed Captions

1. Preview — See how the captions appear with the current settings

2. Change caption font — Change the appearance of captions
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3. Change caption background — Add/change text background to make reading captions easier

4. Dim window content - Change caption window color and transparency

Interaction
Speech

1. Talk instead of type — Use dictation to enter text (Press the Windows logo key + H to
enable/disable)

2. Dictate text and control your device using only your voice — Enable/disable Speech recognition
to control and navigate your device using your voice

Keyboard

1. Use your device without a physical keyboard — Turn on/off the On-Screen keyboard (can also be
done by pressing the Windows key + Ctrl + O)

2. Use sticky Keys — Press one key at a time for keyboard shortcuts

3. Use Toggle Keys — Plays a sound when Caps Lock, Num Lock, or Scroll Lock is pressed

4. Use Filter Keys — Ignores brief or repeated keystrokes and changes keyboard repeat rates
5. Change how keyboard shortcuts work — Underline access keys when available
6. Print Screen shortcut — Enables/disables screen snipping by simply pressing the PrtScn button

7. Make it easier to type — Select whether to display a message and/or play a sound when
enabling/disabling Sticky Keys, Toggle Keys, or Filter Keys from the keyboard

Mouse

Control your mouse with a keypad — Use a numeric keypad to move the mouse

Eye Control

Use eye control (preview) — Control the laptop using a compatible eye tracking device




Page 16

Enabling Flash Player in Chrome

Flash Player is software that allows different media, whether it be games or videos, to be
played in web browsers like Google Chrome and Microsoft Edge. It is now an outdated software
that is being phased out completely and because of this, many browsers do not support it
anymore or it may have to be enabled manually. To enable Flash Player in Chrome...

Step 1: Go to the website that requires Flash Player (example:
https://www.icivics.org/games/represent-me)

Step 2: In the top right corner of the Chrome browser, you will see a plugin icon (which looks
like a jigsaw piece) with a red box and a white “x” in it (highlighted in red below)

= X

il O :

NOTE: You may also see a message like the one pictured here:

Adobe Flash Player is blocked

Step 3: Select the plugin icon and then click on “Manage” (highlighted in red below)

- o
hot O

Flash was blocked on this page

Step 4: You will then be taken to Chrome Settings. Click on the toggle switch (highlighted in red
below) to enable the “Ask First” option for Flash Player.
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Q, Search settings

& Flash Q, Search

Your Flash settings will be kept until you quit Chrome.

Block sites from running Flash (recommended)

Block

No sites added

Allow

@ [*]iready.com i3]

NOTE: You will notice the “Block Sites from running Flash” will switch to “Ask First” as pictured
below

Your Flash settings will be kept until you quit Chrome.
Ask first @

Step 5: Once enabled, you can close the Chrome Settings tab

Step 6: Now click the “Refresh” button in the top left corner of the Chrome browser (pictured
below) while on the website that needs Flash Player.

¢« > le]o

Step 7: Once the website reloads, you should now see “Click to enable Adobe Flash Player”
(pictured below). Click on this to load the Flash content.




Click to enable Adobe Flash Player
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NOTE: You will have to select “Click to enable Adobe Flash Player” every time you visit a new

website or after you restart the computer. You may have to repeat all the steps in this

document in the future.
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Logging into an SPS computer for the first time

NOTE: It is good practice and recommended to Restart (not Shut Down but Restart) your laptop
AT LEAST once a week. This allows Windows Updates and other updates and installations to
complete and flush anything else the computer needs to. This is the first thing that should be
tried when troubleshooting as this will resolves many issues on its own.

Step 1: Power on the computer.

Step 2: The computer will come up to a Windows login screen which should display Other User.

Other user

Step 3: In the bottom right corner, (circled in red above), you will see a network connection
icon. This is how you verify that the computer is connected to the internet.

NOTE: The icon may vary depending on the connection and status of the connection (listed
below).
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This icon means the computer is NOT connected to a network.

fﬁ This icon shows the computer is connected wirelessly and has good signal strength.

These icons show the computer connected wirelessly but with a poor signal. This could
mean that the wireless router is too far or there are too many obstructions (walls or wire mesh
in walls) between the computer and the router.

EThis icon shows the computer is connected through an ethernet (physical) cable and does
have a connection.

g 4|

! iﬁ If you see an exclamation mark, regardless of the signal strength, you likely
have an issue with the connection or may be connected to a guest network (ex: Xfinity/Comcast
routers) and may require a password or some form of authentication to establish a normal

connection.

Step 4: If you are NOT connected to a Wi-Fi network, click on the icon.

NOTE: You may also connect to the Internet using an Ethernet cable. You would plug one end
of the cable into your laptop and the other into an Ethernet port (usually in the back of the
router). You can verify it is working if you see blinking lights inside the connector.

Image: https://gph.fs.quoracdn.net/main-qimg-77c3634c9f99111c6c122e5015b455c5
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Step 5: If using a laptop, you should see a list of available wireless networks pop up. Select your

network.

Goyard finest
(7 Secured

ﬁ Ianese

Secured

E Connect automatically

Connect
% e
% xfmnyw.f.
Network & Interr‘mt sot:tmgs

V7 D

Wi-Fi Airplane mode

Step 6: Once you select your network, click Connect.

Tanese
(7

Secured

E Connect automatically

Connect

Step 7: You will be asked to enter the password if your network requires a password. Enter it

now and click Next.
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Te Tanese
fﬁ anese @

Secured Secured

Enter the network security key Enter the network security key

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

Next Next Cancel

NOTE: Passwords are case sensitive meaning they must match exactly to how it was originally
entered. EX: If the password is supposed to be “PASSword” but it is entered as “Password”,
then it will not be correct and it will not connect.

Step 8: If the password was entered correctly, you should see Connected, secured.

Tanese

Disconnect

Step 9: Once you have verified internet access, type your username in the Username (top) field
and the password in the field just under.
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Sign-in options

NOTE: If the password is entered incorrectly too many times (5 times), the user will be locked
out for 10 minutes. If the password continues to be input incorrectly, the account may lock out
and need to be reset.

Step 10: The computer should now begin logging in.

NOTE: If this is your first time logging into this specific computer, Windows will go through a
“Hello” setup phase. This is normal and may take a couple of minutes.

We're setting things up for you

Step 11: Once logged in, the computer will take you to the Desktop screen (Pictured below).
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NOTE: If you get an error saying the computer cannot communicate with or is not connected to
the domain, please verify that you do have an active internet connection. If not, reboot the
device, reconnect to the WIFI network, wait at least one minute, and then try logging in again.
It is very important that you verify that you have connected to the WIFI network correctly
and that you WAIT at least 1 minute before trying to log in; this allows Global protect time to
connect the remote network to SPS.
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How to log into the web version of Teams

1) Open a browser (Edge or e 6 Chrome)

2) Goto “ https://www.office.com/ and

select
NOTE: You can also click on the link above

The new browser recommended by Microsoft is here 3
No thanks Switch now
Get speed. security and privacy with 9 W £dge

B® Microsoft |  Office  srosuets

Welcome to Office

3) Enter your student email (studentiID@springfieldpublicschools.com) and select

BT Microsoft
Sign in

Email, phone, or Skype

No account? Create one!
Can't access your account?

Sign-in options



https://www.office.com/
https://www.office.com/
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4) Enter the same “Sp” password you use to log into the laptop and select

Springfield Public Schools

Sign in with your organizational account

-@springﬂeldpublicschools.com

Il’assword

5) Select “Yes” to have the browser keep you signed in

SPRINGFIELD PUBLIC SCHOOLS
] Office 365

G :pringfieldpublicschools.com
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[ ] Don't show this again

No

6) Select the Teams icon on the left side of the browser window (students will not have all
the apps shown below)
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Disabling Notifications for Microsoft Teams

To change or disable notifications in Microsoft Teams...

Computers

Step 1: Open the Teams app &

Step 2: Click on the profile picture in the upper right corner of the Window (highlighted in red
below) and then “Settings” (highlighted in blue)

Step 3: Select “Notifications”

Step 4: Click on the drop- %

Settings

@ General

& Privacy

Q1 Notifications

{3} Devices
B8 Permissions

& calls

would like to change (highlighted in red below)

e o -

A

Change picture

Available >
4 Set status message

I:I Saved

Zoom —  (100%) +

Keyboard shortcuts
About 5
Check for updates

Download the mobile app

Sign out

down ( ) on each field you
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Mentions

Personal mentions Banner
Channel mentions Banner and email

Team mentions Banner

Messages Only show in feed

Chat messages Banner N

NOTE: A Banner is a little window that will appear for a few seconds in the lower right corner of
your screen (pictured below). “Banner and email” will show you the banner and also send you
an email of the notification. “Only show in feed” will only display a notification inside the Teams
room that the notification belongs in.

John Doe mentioned you

Student Help Desk - HS

Step 5: Select the option desired for each category. Select “Only show in feed” for all
categories if you do not want to receive any notifications outside of the Teams app.
Step 6: Once finished, you can click the x to close the Settings window.

To change or disable notifications for specific Teams

Step 1: Open the Teams app *
Step 2: Verify that “Teams” is selected in the left pane (pictured below)
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‘3

Activity

Assignments

Calendar

Step 3: Select the Team you want to change the notifications for
Step 4: Once in the selected Team. Click on the 3 dots in the upper right of the window
(highlighted in red below) and then select “Channel Notifications” (highlighted in blue)

® Team eoe

D

Channel notifications

Manage channel

@

Get email address

©

Get link to channel

Step 5: Click on the drop downs (highlighted in red below) in each category and change it to the
desired option.

NOTE: To turn off notifications for the channel, change both drop downs to “Off” and uncheck
the box next to “Include all replies” (highlighted in blue below)




Channel notification settings
Staff Help Desk > TechOps

All new posts
Notify me every time there is a new post in this channel

Include all replies

Channel mentions
Notify me each time this channel is mentioned

Reset to default

Banner and feed

Banner and feed
Only show in feed

Off

Step 6: Once all options are set, click “Save”
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Mobile Devices

®
Step 1: Launch the Teams app *
Step 2: Select the three lines in the top left of the screen (highlighted in red below)

9:56 ol LTE ()

Q Teams 85" o3

Step 3: Select “Notifications”

Out of office

®

Set status message

Notifications
Quiet hours scheduled

Ol R

Settings

What's new

+ O

Add account

Step 4: You will now be at the notifications screen (pictured below). Set all notifications as

desired.
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9:56 | LTE ()
X Notifications
Qf Quiet hours Scheduled

Receive notifications
Only when inactive on desktop/web V4

Always
You are considered inactive on desktop/web after 5 minutes
of inactivity
Notify me for
Chats

Mentions

Replies

88686

Followed channel posts
Apps

Likes and reactions
Team update alerts
Trending

Shifts

Missed calls

Voicemails

lelele

In i ralle

ON-@O
Off-
NOTE:

Quiet Hours

Within the notifications screen, you will see “Quiet Hours”. Quiet hours allow you to set a
schedule for your notifications to be silenced.

Step 1: Follow steps 1-4 in the “Mobile Devices” section of this guide.
Step 2: Select “Quiet Hours” in the notification settings screen (pictured below)

9:56 wol| LTE ()
X Notifications
Qf Quiet hours Scheduled

Receive notifications

Step 3: Here you can enable “Quiet Hours” (highlighted in red below).
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9:56 ol LTE ()
< Quiet hours
Daily quiet hours ()
From 5:00 PM
To 7:53 AM
When enabled, daily quiet hours mutes all Teams notifications on
this device
Quiet days
Sun, Sat

Step 4: Set the time you would like Quiet Hours to begin (“From”) and end (“To”).
NOTE: You can even set “Quiet Days”. These are days you do not want to receive notifications
at all.

Step 5: Tap on “Quiet Days” (pictured above, highlighted in blue)
Step 6: Enable Quiet Days and then select which days you would like notifications to be turned
off. (The picture below shows “Quiet Days” is on with Sunday and Saturday selected as “Quiet
Days”).
10:58 all 7 )

< Quiet days

Quiet days ()

Sunday Vv
Monday
Tuesday
Wednesday
Thursday

Friday

Saturday v/

When enabled, quiet days mutes all Teams notifications for 24
hours on selected days.
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Change/Disable Notifications For Specific Teams

You can limit the notifications you get from a specific team within Microsoft Teams. To do this:

Step 1: Launch the Teams app *
Step 2: Select the Teams button at the bottom of the screen (pictured below, highlighted in red)

- ." LR R
Activity Chat Teams Mare

Step 3: Select the team you wish to change notification settings for
Step 4: Once the team is selected, you will see a bell icon in the top right corner of the screen
(pictured below). Tap on the bell.

9:57 I LTE (m)
< General I
Student Help Desk - HS s
Posts Files More
NOTE: The bell can Q /'(oZ be pictured like

this or like this
Step 5: You will get a screen like the one pictured below. Select the option you prefer.

L) All new messages in this channel

S Replies to my messages only v

NOTE: Selecting “All new messages...” will send you notifications for any message posted.
Selecting “Replies to my messages only” will only send you notifications for posts that you are
part of.
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Quitting Teams

1) Select the arrow in the taskbar (bar at the bottom of the screen), next to the date and time

2) RIGHT click on Teams *

3) Select Quit

Py status

Sign ouz
138t lags
Canlle | saapaprezel Tilees

Selinigs

2pen

4) Reopen the Teams app




Student Laptop Troubleshooting

“I Type Letters but Numbers Appear Instead”
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MWOTE: It is good practice and recommended to Restart (mot Shut Down but Restart) your laptop AT
LEAST ocnce a week. This allows Windows Updates and other updates and installations to complete and
flush amything else the computer needs to. This is the first thing that should be tried when

troubleshooting as this will resolves many issues on its own.

MOTE: This only applies to HP and Dell laptops as Lenove laptops do not hawve this function

This usually happens because NUM LOCE has been toggled on.

For HP laptops: Hold the Fn button (lower left of keyboard) and press the “HOME™ (numi |k} button to
toggle NUM LOCK on/off. Any key that has a box around an icon is a function. To enable/disable any of
these functions, you must hold the “Fn"™ key when pressing the button. NOTE: HP laptops can

enable/disable touchpads by holding “Frn™+ FZ_ Try this if the touchpad is not working.

For Dell laptops: Hold the “Fn”™ key (lower left of keyboard) and press the FS button. You will notice that
the “Fn” on the “Fn"” button is blue and there are other blue keys on the keyboard. To enable/disable

those functions indicated in blue, the “Fn” key must be held when pressing the button.
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Student Laptop Troubleshooting

Desktop loons andfor Taskbar lcons are gone

NOTE: It is good practice and recommended to Restart (not Shut Down but Restart) your laptop AT
LEAST cnce a week. This allows Windows Updates and other updates and installations to complete and
flush amything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many issues on its own.

Windows 10 has a feature called Tablet Mode, which is handy for laptops with touchscreen andfor can
flip backwards and ke used like a tablet. It makes the laptop more “Towdh”™ friendly like a tablet.
Sometimes this is enabled by mistake and makes it lock like everything is gone or has changed.

To toggle Tablet Mode on/off:

STEP 1: Swipe from the right edge of the screen to the left or click on the Notifications (square “speech
bubble” locking icon) in the bottom right of your taskbar, next to the date/time.

STEP 2: Tap or click on “Tablet Mode” to enable/disable
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Student Laptop Troubleshooting

Laptop Will Not Power On

NOTE: it is good practice and recommended to Restart (mot Shut Down but Restart] your laptop AT
LEAST once a week. This allows Windows Updates and other updates and installations to complete and
flush amything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many issues on its own.

If your laptop will not power on, try the following

Step 1: Verify that the charger is fully inserted into a known working outlet/power strip and, if
connected to a strip, that the power strip is on.

Step 2: Make sure that the charger cable is fully inserted into the charger (where the brick and cutlet
cable separate).

Step 3: Inspect the charge port of the laptop. You SHOULD NOT see any bare or bent/twisted metal
pins. With Lenowo’s you will see a Yellow rectangle in the center of the receptacle. For HF and Dell
laptops, you should see a circular, grey or black plastic receptacie. If you do see metal pins or the plastic
is broken/missing inside the charge port, then the unit needs to be repaired.

Step 4: Inspect the charger tip. Lenovo, HP and Dell chargers should have 1 metal pin that is centered in
thie charger's tip. If this metal pin is bent/missing, then it needs to be replaced, repaired.

Step 5: If both the charger and charge port look ok, fully insert the charger tip into the charge port.

MNote: For . when plugging in the laptop, you should see the Power Button blink to

indicate the charger is supplying power to the laptop. hawe a light directly next to the charge
port that will illuminate. Dell [aptops hawve a light at the bottom right hand side of the palm rest that will

light up when plugged in.

Step 6: Press the power button for 2 seconds and wait 5 seconds [Dell and HP laptops sometimes may
take a few seconds to display something when turning on)

Mote: You should feel a clidk when pushing in the button. If the button is stuck or you do not feel a click
and it does not turm on, there may be a physical issue with the button, and it will have to be repaired.

S5tep 7: If nothing happens, press and hold the power button for 10 seconds. This will perform a hard
shut down and force the laptop to shut down. [Sometimes laptops may get stuck in “Sleep” mode and
may have issues starting up again. This step should fix that as well.)

Mote: It is a good idea to Shut Down a laptop once you are done using it and to Restart the [aptop at
least once a week to allow Windows Updates to install if there are any. Not restarting the laptop andjor
just dosing the laptop every time you are done may lead to issues like not powering back on properly or
the laptop's WiFi not working.
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Student On-Premises Wi-Fi Troubleshooting

E i e h " L= " = alfal = . i i
complete and flush anything else the computer needs to. This is the first thing that should be
tried when troubleshooting as this will resolve many issues on its own.

If you or a student have issues connecting their SPS student laptop to the Wi-Fifinternet while
at an SPS location. Try the following...

Step 1: Verify the wireless device on the laptop is on and “Airplane Mode” is off. You can see
these be dicking on the Wi-Fi icon in the bottom right of the screen. The icons should look like
this:

Miplane mode

MOTE: Student laptops also have a keyboard shortout to enable/disable Wi-Fi. For Lenovao it is
Fn+F8 [FB alone if the light on the ESC key is on). For HP it is FN+F12. For Dell it is Fn+Home. In

each of these cases, you HOLD the FN key and press the second button ONCE.

Step 2: Select the {:r theﬂ in the bottom right of the taskbar/screen and select “SP5 Wi-
Fi*. Make sure the “Connect automatically”™ box is selected then select “Connect” if it does not
dlready say “Connected”.

Step 3: i the laptop still does not connect to the intermet or SPS Wi-Fi network, try connecting
by using a network cable [Please ask a teacher for help if you do not have a network cable).

NOTE: Qur student Dell laptops do not have a network port built-in for this cable. A USE 1o
ethernet dongle is needed to connect our student Dell laptops with a network cable (Please ask
your Technology Coordinator for one if needed).
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Student Laptop Troubleshooting

Power Start

1. Disconnect EVERYTHING from the laptop, including its charger.
2. Hold down the power button for EXACTLY 60 seconds.

3. After that, you may see the keyboard light up and/or the computer logo on
the screen. You may now release the power button.

4. Log into the computer using your usual username and password.

Domain Issues

Students with “"domain” issues with their computers. This means that they are not
connected to Wi-Fi when trying to log in. Make sure you are connected. You can also try to
restart the laptop. If that doesn't work, you can try plugging the device into the network via
ethernet and restarting it a couple of times. If all fails, then the device will need to be replaced.

Wi-Fi issues

NOTE: It is good practice and also recommended to Restart (not Shut Down but Restart) your laptop AT
LEAST once a week. This allows Windows Updates and other updates and installations to complete and
flush anything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many issues on its own.

Step 1: Verify that the Wireless device on the laptop is on and “Airplane Mode” is off. (Click on the Wi-Fi
@ Ld

icon in the bottom right of the screen. They should appear like this: Ei eplete v ).
Once the WiFi is on, you should see a list of networks that are in range.

Note: Student laptops may also have a shortcut to enable/disable WiFi.
. For Dell it is FN+HOME

Step 2: Verify you are connected to YOUR WiFi network by clicking on the (Iocated at the bottom
right of your screen), selecting their network name, clicking wfollowed by your network

password. Once connected, it will say “CONNECTED”

NOTE: If Comcast is your Internet Service Provider (ISP) and the router is from them, the router should
have a label on it with the network name (SSID) and password on them. If you do not see this network
name, then either the network name and/or password has been changed and you would have to verify
the name with whoever set it up or contact your ISP for help on changing it back.

Step 3: Once you verify that you are connected to your network, if not already, log in.




Page 42

Note: It may take 30 seconds to a minute for Anywhere Access to turn on and start working. Anywhere
access allows getting to certain SPS websites that users normally wouldn’t be able to access otherwise.
Step 4: Try browsing the web using Chrome or Edge browsers. If one isn’t working, try the other. Step
5: If none of the above work, you may also use an ethernet cable to connect your router to your laptop
and get wired internet instead. Once plugged in, if there is a connection with the network/internet, you
should see blinking lights inside where the connection is. If you still do not see any lights/activity, it
could be possible that your router is not working, and must contact your ISP (if the router is
rented/supplied from them).

NOTE: Student Lenovo and HP laptops have this connector but student Dell’s require a dongle/adapter
to go from USB to ethernet.

Step 6: Once connected to the internet via ethernet, let the computer stay connected for about 15
minutes (computer can be used while you wait), then restart (not a shutdown but restart) the computer,
disconnect the ethernet cable, and try using a wireless network.

Step 7: If it still does not work, reconnect the ethernet cable, open the Software Center (click on the E
in the lower left corner, typing Software Center and selecting it from the menu). Locate “At Home
Readiness” and then “Install”.

Step 8: The Readiness Checker will run and when finished, will require a restart.
Step 9: Disconnect the ethernet cable and try connecting via the wireless network again.

Step 10: If you still cannot connect to the network, you (along with a parent/guardian) may have to
bring the laptop to the closest school and be close enough to the building to connect to the SPS WiFi.

Step 11: Once connected, power on the laptop, wait 2 minutes, log into the laptop and leave it on for 15
minutes (can be used while you wait).

Step 12: After the 15 minutes, open the Software Center (click on the E in the lower left, type
Software Center and select it when it comes up.)

Step 13: Locate and select At Home Readiness checker and install it.

Step 14: Once the Readiness checker finishes, it will ask you to Restart the laptop.

NOTE: If the Readiness checker takes longer than 10 minutes, restart the laptop and try again. Step 15:
Restart (not Shut Down but Restart) the laptop, wait 2 minutes and log back in to test the internet
connection. If it works, you should now be ok to try connecting to the wireless at home or any other
location.

NOTE: If at this point it is still not working, the computer will need to be serviced/replaced. Reach out to
the Student Help Desk.




Page 43

Student Laptop Troubleshooting

Troubleshooting “No Sound”

NOTE: It is good practice and recommended to Restart [not Shut Down but Restart) your laptop AT
LEAST once a week. This allows Windows Updates and other updates and installations to complete and
flush amything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many Esues on its own.

MOTE: If using wired headphones, make sure that they work on another device and the cable is fully
inserted into the jack. If they are not fully inserted, it may result in intermittent audio, only one
headphone working or no sound at all.

Step 1: Check the volurme. Click on the [BJ] in the taskbar (lower right of screen)

Step 2: If the volume is low or muted, move the slider towards the right to raise the volume or to
ummute.

S5tep 3: While still in the volume menu, make sure the correct device is selected. You may :aeen if 5o,
dick on it.

S5tep 4: In most cases, the computer speakers are labeled “Speakers” and headphones will be
"Headphones” . Select the device you are trying to use.

MOTE: Some devices may have only one option for both speakers and headphones and labeled as such
“Speakers/Headphones”.

S5tep 5: Try adjusting the volume of the laptop by dicking on the slide bar. The computer will play a tone
every time you click on this bar. If you hear this sound, try playing a video online. I not skip to 5tep 7.
S5tep 6: Most videos also hawve their cwn volume control separate from the Windows sowund conmtrol.
Make sure the volume for the video is also raised. If you hear sound from the video, you should be all
set. If not, continue onto the next step.

S5tep 7: Right click un and select JERE L= 10Ty

Step B: If you see iz under any device or application, then that app is muted. Click iz to unmute
S5tep 3: Once all devices and applications have been unmuted, try playing a video again. If there is still no
audio, continue to the next step

Step 10: Right click on ] and mlenm

Step 11: Click > Yes Open Aocw E-bancerienls and close that Window when it opens

Step 12: Chick ™ e e e

Step 13: Listen for any sounds. Click ! -0 av e ifyou didnt hear amything. (If you did, you are
all done and can close the ‘I]'DI.IIJ|E|IDID1:1;".T= e

S5tep 14: The computer will reinstall or roll back the audio driver. This may take a few minutes and then
it may prompt you to restart.

Step 15: Click Restart Laker and it should play some test sounds for you again.

S5tep 16: Usually, the sound should work at this point. [f not restart the computer and test the audio by
playing a video.
S5tep 17: If you still do not hear anything, the computer may have an issue that requires repair.
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Troubleshooting Anywhere Access

5tep 1: “Restart” the computer. Make sure to select “Restart” not “shutdown®.
Step 2: Verify you are connected to the internet via Wi-Fi or ethernet.

Step 3: f connecting via ethernet, make sure both ends are fully inserted into both the laptop and the router, then check the
laptop ethernet port and see if there are blinking lights [showing activity). If there are still no lights, try another cable/port, if
available.

Step 4: If connecting wirelassly, ensure “Airplane Mode” is not on (shiould be grey to indicate it is off) and that “Wi-Fi" is on
{should be blue to indicate it is on). Please see the “Student L S Remote Legrning During School Closures™
document for instructions on how to troubleshoot and connect your 5P5 issued device to the intermet.

Con’t browse to internet websites:

Step 5: Waiting at least two minutes after logon, click on m urn in the lower left of youwr screen and type “Software
Center” (without the gquotes). |t should appear as your first opticn. You may also find “Software Center” by clicking on “IT
HUEB" on the desktop, clicking on the house in the upper corner of the application and clicking on “Software Center”.

NOTE: You may also search by right clicking on m and selecting or by dicking on E in older versions on Windows
10

5Step 6: Inside Software Center, on the applications tab — Click on “At Home Readiness Check" and select “Install”. When the
installation is finished, it will prompt you to restart your laptop. After the laptop restarts, please logon. Wait at least two
minutes and then “shutdown” the laptop.

Step 7: If Software Center is missing or the installation fails, please follow the steps in “Logon lssues™ below.

Logon Issues:

Step B: Wait at least two minutes after you connect to your home intermet before attempting to logon to the device. If you still
cannot logon, please repeat steps 1 through 4 above. If this does not resolve your issue, please proceed to Step 9 below.

Step 9: Please tum the laptop off by selecting “Shutdown”. With parental permission and supervision, please take the laptop
to the nearest 5P5 school building. Turn the | on, connect to “SPS-WIFI”. Logon with your 5F5 username and password.
Wait at least two minutes after logon. Click on [or see “NOTE" in step 5 for other ways to search) in the lower left of your
screen and type “Software Center” (without the quotes). It should appear as your first option. You may also find “Software
Center” by dlicking on “IT HUB™ on the desktop, clicking on the house in the upper corner of the application and clicking on
“Software Center”. If Software Center is missing, please wait 10 minutes and restart the laptop and repeat the steps above.
This may be required more than once to download and install the Software Center.

Step 10: Inside of Software Center, on the applications tab— Click on “At Home Readiness Check™ and select “Install”. When
the installation is finished, it will prompt you to restart your laptop. After the laptop restarts, please logon. Wait at least two
minutes and then shutdown the laptop.
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Student Sound/Mic Troubleshooting

Troubleshooting “No Sound”

NOTE: It is good practice and recommended to Restart (not Shut Down but Restart) your laptop AT
LEAST once a week. This allows Windows Updates and other updates and installations to complete and
flush anything else the computer needs to. This is the first thing that should be tried when
troubleshooting as this will resolves many issues on its own.

NOTE: If using wired headphones, make sure that they work on another device and that the cable is fully
inserted into the jack. If they are not fully inserted, it may result in intermittent audio, only one
headphone working, or no sound at all.

Step 1: Check the volume. Click on the in the taskbar (lower right of screen)

Step 2: If the volume is low or muted, move the slider towards the right to raise the volume or to
unmute.

Step 3: While still in the volume menu, make sure the correct device is selected. You may see , if so,
click on it.

Step 4: In most cases, the computer speakers are labeled “Speakers” and headphones will be
“Headphones”. Select the device you are trying to use.

NOTE: Some devices may have only one option for both speakers and headphones and are labeled as
“Speakers/Headphones”.

Step 5: Try adjusting the volume of the laptop by clicking on the slide bar. The computer will play a tone
every time you click on this bar. If you hear this sound, try playing a video online. If not skip to Step 7.

Step 6: Most videos also have their volume control separate from the Windows sound control. Make
sure the volume for the video is also raised. If you hear sound from the video, you should be all set. If
not, continue onto the next step.

Step 7: Right-click on PHL R [3ad Open Volume mixer

Step 8: If you see b under any device or application, then that app is muted. Click b to unmute
Step 9: Once all devices and applications have been unmuted, try playing a video again. If there is still no
audio, continue to the next step

Step 10: Right-click on and select

q ) ) Troubleshoot sound problems

Step 11: Click and close that Window when it opens

—> Yes, Open Audio Enhancements
Step 12: C“Ck—) Play test sounds

Help me choose the best audio driver

Step 13: Listen for any sounds. Click ~ !didnthearanything

iy et a1 you didn’t hear anything. (If you did, you are
all done and can close the troubleshooter.)

Step 14: The computer will reinstall or roll back the audio driver. This may take a few minutes and then
it may prompt you to restart.
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Step 15: Click = Restart Later and it should play some test sounds for you again.

Step 16: Usually, the sound should work at this point. If not restart the computer and test the audio by
playing a video.

Step 17: If you still do not hear anything, the computer may have an issue that requires repair.

Audio/Mic Settings in Microsoft Teams
If you are experiencing issues with the audio or the microphone in Teams, here are some things for you
to check.

Step 1: Check your microphone setting to see if you are muted. While in a meeting, move your cursor,

and or will appear towards the bottom of the window.

- -
Microphone is enabled

D
Microphone is muted
More actions (settings)

Step 2: If you see , click on it once to enable the microphone (unmute) and you should see

U
Step 3: Try speaking into the microphone to see if it is working. If it is not, continue.

Step 4: Select u and then

Step 5: A window will slide open from the right that looks like this:

Device settings X

Audio devices

PC Mic and Speakers v
Speaker
Speakers (Conexant ISST Audio) v

p ———o

Microphone

Internal Microphone (Conexant ISST ... v

2
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Step 6: Make sure the correct device in selected in the drop-down (pictured above in red) especially if
using headphones.

NOTE: You can also adjust the volume of the speakers in this window using the slider under “Speakers”
(pictured above).

Step 7: After verifying all settings are correct, try speaking to test the microphone. If the microphone
U ERRARRRRRRR

can hear you, you should see the bar fill up like this:

If the microphone is not functioning after trying all these steps, try using a headset, a set of headphones
that have a microphone, or an external microphone. If this fails as well, the computer may likely need to
be replaced/repaired.

“»
Microsoft Edge .

Step 1: In the upper right corner of the Edge browser window, select more options ( *"" ),
then Settings (pictured below)

—
= X
EEEN]
= Newtsb Ctrl+T
B New window Ctrl+N
E;;:‘ New InPrivate window Ctrl+Shift=N
Zoom — 100% + /7
Y= Favorites >
0 History >
i Downloads Ctrl+)
B Apps >
{3 Extensions
Collections
= Print Ctrl+P
Do Find on page Ctrl+F
More tools >
I
? Help and feedback >
Close Microsoft Edge
=] Managed by your organization
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Step 2: (Pictured below) Select “Site Permissions” in the left pane or type “Microphone” in the
search field to have Edge find it for you. (Edge will highlight what it thinks you are looking for)

Settings
5

Profiles

Privacy, search, and services

& [

Appearance

On startup

B C

New tab page

Site permissions

o)
g

Default browser

< I

Downloads
Family safety

Languages

1P ®

Site permissions - 2 results

Cookies and site data

Allowed

©®  Location

Ask first

Camera
g

1 resuit

Microphone

(]

Ask first

(t=)  Motion or light sensors

Allow sites to use motion and light sensors

1  Notifications

Ask first

Step 3: Select “Microphone” (pictured above, highlighted if you typed in the search field)

Step 4: The “Site permissions” pane will show any sites that you have allowed or denied access

to the microphone. Select the Trash icon (in red below) to have Edge forget your “Block

microphone access” answer and when you visit the site again, it will ask you for permission

again.

< Search results / Microphone - 1 result

Default - Microphone Array (Realtek(R) Audio) v

Ask before accessing (recommended)

Will block if turned off
Block

Q https://customtech.webex.com:443
Allow

No sites available
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Troubleshooting Integrated Cameras

NOTE: It is good practice and recommended to Restart (not Shut Down but Restart) your laptop
AT LEAST once a week. This allows Windows Updates and other updates and installations to
complete and flush anything else the computer needs to. This is the first thing that should be
tried when troubleshooting as this will resolves many issues on its own.

Camera Physically Blocked

The first thing to check (after trying a restart), is to make sure that nothing is covering the
camera. For example, the Dell 5400 (staff laptop) has a camera shutter built in that blocks the
camera when closed.

(Above) A Dell 5400 (Staff laptop only), with the camera shutter in the open position.

(Below) A Dell 5400 (Staff laptop only), with the camera shutter in the closed position)

You can also try to clean/wipe the camera with a paper towel or microfiber cloth sprayed
lightly with a display cleaner, isopropyl alcohol (70% or higher), or very little glass cleaner.

NOTE: It is VERY important to only spray the cloth/paper towel and NOT the laptop. If any
liquid drips or runs into the bezel (plastic border of screen) or anywhere inside the laptop, it
can cause severe damage to the laptop.

Check Camera Settings In Apps

Most applications have settings specifically for the camera. We will show the options from the
Microsoft Teams and Zoom apps.
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Microsoft Teams (App)

When in a Teams meeting, move the cursor to show the Tool Bar. The Tool Bar will display the
camera toggle button (in red below).

o017 g« @

(Above) The camera toggle button is shown with the camera disabled

(Below) The camera toggle button is shown with the camera-enabled

Make sure the camera toggle button is enabled like the one shown in the second picture
above. You can click on the camera icon to toggle the camera on or off.

NOTE: The keyboard shortcut for toggling the camera on or off is Ctrl+Shift+O (letter O, not
number 0).

You can also go to device settings to show which camera is selected (some systems may have
more than one camera). If no camera is detected, notify IT in the Microsoft Teams Help Desk
for further troubleshooting.

To access device settings...

Step 1: In the Tool Bar mentioned previously, select “ (more options) followed by “Show
device settings” (pictured below)
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£33 Show device settings

E Show meeting notes

I Enter full screen

7% Show background effects
Turn on live captions (preview)
i Keypad

© Start recording

Invite [ o= End meeting

(4 Turn off incoming video

Step 2: The “Device Settings” pane will open on the right side of the Window (pictured below).
Under “Camera” select the drop-down (in red below), then select the camera you wish to use
(if there is more than one). Again, if no camera is detected, notify IT in the Microsoft Teams
Help Desk.

When finished, select the “X” to the right of “Device Settings” to close the “Device Settings”
pane.
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Device settings X

Audio devices

PC Mic and Speakers v
Speaker

Speakers (Conexant ISST Audio) v
p —e

Microphone

Internal Microphone (Conexant ISST ... v

g 1

Camera

HP HD Camera v

Meeting settings

Private viewing On

Allow participants to move through shared
presentations on their own

Microsoft Teams (Browser)
The first time you use any web site that needs to use a microphone and/or camera on the

computer, you should see a window pop up (pictured below), asking for permission to use
these devices. Select Allow.

teams.microsoft.com wants to

lDJ Use your microphone

X Use your camera
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NOTE: Whichever option you choose will be remembered by the browser. For example: If you
choose “Block”, the browser will not be able to use the device and will not ask you for
permission again.

If you chose “Block” and want to change it to “Allow”...

“»
Microsoft Edge .

Step 1: In the upper right corner of the Edge browser window, select more options ( *"" ),
then Settings (pictured below)

=
= X
=+ e g [

= Newtab Ctrl+T

Bl New window Ctrl+N

F‘g New InPrivate window Ctrl+Shift=N
Zoom — 100% + P

Y= Favorites >

@ History >

i Downloads Ctrl+)

B apps >

{3 Extensions

Collection:

[g] Print Ctrl+P

Da Find on page Ctrl+F
More tools >

I

?  Help and feedback >
Close Microsoft Edge

= Managed by your organization

Step 2: (Pictured below) Select “Site Permissions” in the left pane or type “Camera” in the
search field to have Edge find it for you. (Edge will highlight what it thinks you are looking for)
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Settings Site permissions - 2 results

I 2 Camera| Cookies and site data

Profiles

: : Location
E} Privacy and services

Appearance

(N On startup

Camera

New tab page

BF Site permissions

£} Default browser
Y Motion or light sensors

i Downloads Allow sites to use motion and light sensors

gk Family safety Notifications

@ Languages Ack first

b Printers JavaScript

el

Ll System

Step 3: Select “Camera” (pictured above, highlighted if you typed in the search field)

Step 4: The “Site permissions” pane will show any sites that you have allowed or denied access to the
camera. Select the Trash icon (in red below) to have Edge forget your “Block camera access” answer and
when you visit the site again, it will ask you for permission again.

< Site permissions / Camera

HP HD Camera (04f2:b595) User-facing v

Ask before accessing (recommended) Q
Will block if turned off
Block

e https://teams.microsoft.com:443 ]ﬁ[
Allow

sites available

NOTE: You can also prevent Edge from having to ask you for permission again by turning off the “Ask
before accessing” toggle switch (above in green) but it is not recommended to have this option off.
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Google Chromem

The first time you use any web site that needs to use a microphone and/or camera on the computer,
you should see a window pop up (pictured below), asking for permission to use these devices. Select
Allow.

teams.microsoft.com wants to

B Use your camera

NOTE: Whichever option you choose will be remembered by the browser. For example: If you
choose “Block”, the browser will not be able to use the device and will not ask you for
permission again.

If you chose “Block” and want to change it to “Allow”...

Step 1: Select the Camera icon ( o ) next to the Bookmarks star in the Address Bar
(highlighted in red below)
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[=]-
X

his page has been blocked from accessing your

Camera and microphone blocked

camera and microphone,

O Always allow https://teams.microsoft.com to
access your camera and microphone

@ Continue blocking camera and microphone
access

Microphone: ‘

Manage

Step 2: Select “Always allow...” (highlighted in orange above) followed by “Done” (in green
above).

Alternatively, you can also go into the Site Settings and have the browser forget your previous
response and ask you again the next time you visit the site. To do this...

Step 1: In Chrome, select i inthe upper right of the window (in red below) followed by
“Settings”




X + = X
% o []

New tab Ctrl+T
New window Ctrl+N
New incognito window Ctrl+Shift=N
History

Downloads Ctrl+)
Bookmarks
Zoom - 100% = : :
Print... Ctrl+P
Cast...

Find... Ctrl+F
More tools

Edit Cut Copy Paste
Settings

Help

Exit

B Managed by your organization

Step 2: Scroll down and select “Site Settings” (pictured below)
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Q, Search settings

5 Your browser is managed by your organization

You and Google

Get Google smarts in Chrome
Sync and personalize Chrome across your devices

@ :

Sync and Google services »
Manage your Google Account A
Chrome name and picture »
Import bookmarks and settings 4
Autofill
O+ Passwords »
B  Payment methods »
Q  Addresses and more >

Privacy and security

Clear browsing data
Clear history, cookies, cache, and more

Site Settings
Control what information websites can use and what content they can show you

More v

NOTE: You can also type “Camera” in “Search Settings” (pictured above), which will then
you to where this is located in an attempt to teach you how to get there (pictured below)
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guide




Q, camera b3

Privacy and security

Clear browsing data
Clear history, cookies, cache, and more

Site Settings
Control what information websites can use and what content they can show you

1 result

Permissions

@ Cookies and site data X

Allow sites to save and read cookie data

Location
Ask before accessing

Camera
Ask before accessing

Microphone

EC

Ask before accessing

Motion sensors
©) : ) »
Allow sites to use motion sensors

Notifications
A >

Ask before sending

<  Site Settings ®
All sites
View permissions and data stored across sites »
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Step 3: Select “Camera” (in red above).

Step 4: The “Site Settings” window will show any sites that you have allowed or denied access
to the camera. Select the Trash icon (in red below) to have Chrome forget your “Block camera

access” answer and when you visit the site again, it will ask you for permission again.
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& Camera Q, Search

HP HD Camera (04f2:b595) U: =

Ask before accessing (recommended) )
Block

g# https://teams.microsoft.com:443 > B
Allow

No sites added

NOTE: You can also prevent Chrome from having to ask you for permission again by turning off
the “Ask before accessing” toggle switch (above in green) but it is not recommended to have
this option off.

Allowing or denying access to the camera is the only difference, as far as the camera is

concerned, between the App version and Web Browser versions of Microsoft Teams

ZO0M

NOTE: If using Zoom through a browser (like Chrome or Edge), you will need to select “Allow”
when you are asked for permission to use the camera or microphone when visiting the website
for the first time. If you selected “Block”, please follow the steps mentioned under “Microsoft
Edge” or “Google Chrome” in this document, depending on which browser you use, to allow

access.

Step 1: When in a Zoom meeting in a web browser or the app, the camera icon can be seen in
the bottom left of the Zoom window (in red below). If you see “Start Video”, select it to turn on
the camera.
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The picture above shows the camera disabled while the picture below shows the camera
enabled.

If the camera does not turn on...

)

Step 2: Select the carat next to the video icon (pictured below), followed by “Video Settings”

Select a Camera
v HP HD Camera

Choose Virtual Background

Video Settings...

-, -

Stop Video

NOTE: You can select which camera to use (at the top) if you have more than one camera or an
external camera plugged in.

Step 3: Make sure a camera is listed next to “Camera”. If no camera is listed here, restart the
computer and try again. If there is still no camera listed, reach out to IT in the Microsoft Teams

Help Desk
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Camera: HP HD Camera =
O 16:9 (Widescreen) Original Ratio
My Video: Enable HD

Mirror my video
Touch up my appearance
Meetings: Always display participant names on their video
Turn off my video when joining meeting

Always show video preview dialog when joining a video meeting

() Touch up my appearance

Meetings: Always display participant names on their video
(] Turn off my video when joining meeting
Always show video preview dialog when joining a video meeting

|__| Hide non-video participants

(] spotlight my video when | speak

Did not see any video,| trouble shooting

Step 4: Verify that “Turn off my video when joining meeting” is not checked.

NOTE: You can click on “troubleshooting” (above in red) for a list of troubleshooting steps to
try.

If you have reached this point and the camera still is not functioning, reach out to IT at the
Microsoft Teams Help Desk for further assistance.

For the black screen: For devices that won’t power on at all, plug them
into a different compatible charger and into a different outlet. Then let
it charge for at least 5 minutes, hold the power button down for 8
seconds, wait 8 seconds, then power in again. If it powers on but shows
a black screen, 8 seconds power down.
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Student T-Mobile Franklin T9 Hot Spot Guide
To connect to the Hot Spot ..

Step 1: Power on the hot spot by holding the power button for 3 seconds.

MOTE: If it does not power on, plug it in to charge. Once plugged in, the power button will blink
and the display will show a battery charging. You can also power it on when plugged in.

Step 2: Click on {:rm display the available wireless networks

Step 3: Select “Franklin T9"

Step 4: Select Connect

Step 5: Enter the password and click Next

MOTE: The password is case sensitive. This means you MUST enter the password EXACTLY as it
appears. You can find the password by pressing the power button on the hot spot to oycle

through the menus until you see “Password™ on the display of the hot spot

Step 6: Select “NO™ when asked “Do you want to allow your PC to be discoverable_.”

You should now be connected
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Realtek Audio Driver Install for Dell 3189/3190

This guide will show you how to install the Realtek Audio driver. This is useful for laptops that
experience an issue switching between the laptop speaker and aux headphones or when there
is no audio playing.

Step 1: Download the corresponding driver for the Dell laptop model (You can download this
directly on the laptop or you can download these files onto a flash drive, copy the files to the
student laptop and run the file from the laptop.)

NOTE: You CANNOT run the file on the student laptop from the flash drive. The file(s) MUST be
copied to the laptop and then run the copy that is on the student's laptop.

Dell 3189 direct driver download link: https://dl.dell.com/FOLDER05917332M/2/Realtek-High-
Definition-Audio-Driver OKDOO WIN 6.0.8825.1 A09.EXE

Dell 3190 direct driver download link: https://dl.dell.com/FOLDER06027277M/1/Realtek-High-
Definition-Audio-Driver DKNN9 WIN 6.0.8868.1 A11.EXE

Step 2: Once the driver is on the student laptop, right-click and run as admin if logged in as
stuprep or the student (using your credentials) to run the file. If you logged into the laptop
using your credentials at the login screen, you can simply double-click the file and you will not
be prompted for admin credentials.

NOTE: The installation happens in 4 sections:

1) Uninstall current driver
2) Reboot
3)Install replacement driver

4) Reboot

Step 3: Once the file opens, continue clicking “Install” and/or “Next”



https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
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https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
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https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER05917332M/2/Realtek-High-Definition-Audio-Driver_0KD00_WIN_6.0.8825.1_A09.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
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https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
https://dl.dell.com/FOLDER06027277M/1/Realtek-High-Definition-Audio-Driver_DKNN9_WIN_6.0.8868.1_A11.EXE
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@,‘ Dell Update Package X

Realtek High Definition Audio Driver
v6.0.8868.1 (A11) January 03, 2020

Install or update your system with this software INSTALL

Only extract contents of software update EXTRACT

® 2009 - 2019 Dell Inc. All rights reserved
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NOTE: You will likely get a warning telling you the driver you are about to install is older and

asking if you want to continue installing. If you see this, select “Yes”

Realtek High Definition Audio Driver - InstallShield Wizard

The driver that you are trying to install is older than the
existing one.

Do you want to continue the installation 7

Yes N6

Step 4: Continue clicking “Next” until you reach the following image where you select “Yes, |
want to restart my computer now.” then select “Finish” to restart the laptop.

Realtek High Definition Audio Driver Setup (4.74 for DELL) 6.0.8868.1 x64 Edition

InstallShield Wizard Complete

InstallShield Wizard has finished uninstalling Realtek High Definition Audio Driver.

Realtek audio driver has been uninstalled. If you want to re-install the Realtek audio driver,
please restart the computer. Realtek setup program will install audio driver automatically after

reboot.

O Yes, I want to restart my computer now.

® No, I will restart my computer later.,

InstaliShield Wizard has finished uninstalling Realtek High Definition Audio Driver. To complete
the uninstallation, you must restart your computer.

InstallShield | <Back I Finish I

I Cancel
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NOTE: Once the laptop is restarted, it is important to not let the laptop sit and do the following
steps as quickly as possible. Letting the laptop sit (while on) can result in Windows checking the
drivers automatically and reinstalling the previously uninstalled driver.

Step 5: Once the laptop restarts and you log back in, the installation should continue. Click
“Next” until you are prompted to restart again as in Step 4 and select “Finish” to restart once
again.

Step 6: Once you log back in, try playing sounds or a video. Once the sound plays, try plugging
in a pair of headphones to see if the laptop audio switches from the speakers to the
headphones.

NOTE: If you copied the file to the student profile, delete the file once the process is complete.
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Technology Resources for Learning

STUDENT TECH HELP DESK

Students or parents facing school-related technology issues may
receive assistance by call, email or live chat. The bilingual student
Student Help Desk is available from 7 a.m. to 8 p.m. Monday
through Friday (except holidays)

PHONE:
(866) 552-0486

LIVE CHAT:
https://support.customms.com

EMAIL:

studenthelpdesk@springfieldpublicschools.com

Teachers/Staff Service Desk Link: OITA Client Portal Home (teamdynamix.com)

For requesting new computers:

Call the Student Help Desk and see if they can fix the problem first. If not,
request a ticket number to receive a new computer. Write the ticket number down
and call the school or email bassb@springfieldpublicschools.com and provide
them with the ticket number.

Finding Serial Number for computers: Either on the bottom of the laptop or go to
IT Hub and see the assigned number for your computer.



https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Home/
mailto:bassb@springfieldpublicschools.com
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Student Laptop Troubleshooting

NOTE: Please Restart (not shut down but restart) your laptop daily and turn your laptop off
when not in use. This is also the first step when troubleshooting any issue with your laptop.

Logging into The Computer

Step 1: Power on the computer.

Step 2: The computer will come up to a login screen which should display “Other User”.
Step 3: In the bottom right corner, you will see the network connection icon. Verify that the
computer is connected to the internet before logon.

This icon means the computer is NOT connected to a network.

This icon shows the computer is connected wirelessly and has good signal strength.

These icons show poor wireless signals. This could mean that the wireless router is
too far away or there are too many
obstructions (walls or wire mesh in walls) between the computer and the router.

. This icon shows the computer is connected through an ethernet (physical) cable
“'“5‘ ﬁ and does have a connection.

If you see an exclamation mark, you likely have an issue with the connection or may be
connected to a guest network

that requires a password or some form of authentication to establish a full connection.

Step 5: If you are NOT connected to a network, click on icon.

Step 6: If using a laptop, you should see a list of available wireless networks. Select your Wi-Fi
network.

NOTE: You may also connect to the internet using an ethernet cable. You would plug one end of the cable into
your laptop and the other into an ethernet port (usually in the back of the router). You can verify it is working if
you see blinking lights inside the connector.

Step 7: Once you select your network, click Connect.
Step 8: You will be asked to enter the password if your network requires a password. Enter it
now and click Next.

NOTE: Passwords are case sensitive meaning they must match exactly to how it was originally entered. If the
password is supposed to be “PASSword” but it is entered as “Password”, then it will not connect.

Step 9: If the password was entered correctly, you will see Connected. Wait at least 90 seconds
before logging in the first time. Step 10: Once you have verified internet access, type your
Student ID in the “Username” (top) field and the password in the field below.
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NOTE: Student passwords are “Sp” followed by their date of birth in a 2x2x2 format. EX: Sp123100 for December
31, 2000. If the password is entered incorrectly 5 times, the student will be locked out for 5 minutes. If this is your
first time logging into this specific computer, Windows will go through a “Hello” setup phase.

This is normal and may take a few minutes.

Step 11: Once logged in, the computer will take you to the desktop. Once here, you should be
set to start using the computer.

Laptop Will Not Power On
Step 1: Verify that the charger is fully inserted into a known working outlet/power strip and, if
connected to a strip, that the power strip is on.

Step 2: Make sure that the charger cable is fully inserted into the charger (where the
brick and outlet cable separate). Step 3: Fully insert the charger tip into the charge
port.

Note: For Lenovo laptops, when plugging in the laptop, you should see the Power Button blink to indicate the
charger is supplying power to the laptop. HP laptops have a light directly next to the charge port that will
illuminate. Dell laptops have a light at the bottom right-hand side of the palm rest that will light up when plugged
in.

Step 4: Press the power button for 2 seconds and wait 5 seconds (Dell and HP laptops
sometimes may take a few seconds to display something when turning on).

Step 5: If nothing happens, press, and hold the power button for 10 seconds. This will perform a
hard shut down and force the laptop to shut down. (Sometimes laptops may get stuck in
“Sleep” mode and may have issues starting up again. This step should fix that as well).

Note: Shut Down the laptop once you are done using it and “Restart” the laptop daily. Not restarting the laptop or
just closing the laptop lid when you are done may lead to network connection issues or the laptop not powering
back on properly.

Software Center
Software Center is an application used by both students and teachers to download and install
many free applications made available to us by the IT department. The most used apps are
Microsoft Office (for document creation/editing), and Microsoft Teams.

Step 1: Start by clicking the lower left of your screen and type “Software Center” (without

the quotes). It should appear as your first option.
NOTE: You may also find the Software Center by clicking on IT HUB on the desktop, clicking on the house in the
upper corner, and then clicking “Software Center”.

Step 2: The Software Center should open in a new window and will display the apps
available to you after a few seconds. Step 3: Locate and select the app you wish to install.

Step 4: Click the install button to begin downloading the app.
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Step 5: After the app finishes downloading, it will
automatically begin the installation process.
Step 6: Once the installation is finished, the Install button will

change to an Uninstall button. Note: Please restart your laptop after
installing the software.

Should you require more assistance...
If after following these guides and troubleshooting tips you feel you need help, feel free to
open the Microsoft Teams app, locate the Student Help Desk Team, and enter your
guestion(s) into the chat. A member of our IT department will respond as soon as possible.

If the Microsoft Teams app is missing from your device, please see below how to access
Microsoft Teams.

Installing Teams on Different Devices

There are multiple ways to get to Microsoft Teams should you need more assistance. The
following will guide you on how to access the apps on different devices.

Teams Desktop
Application

Step 1: Start by clicking onlower left of your screen and type “Software Center” (without the

quotes). It should appear as your first option.
NOTE: You may also find the Software Center by clicking on IT HUB on the desktop, clicking on the house in the upper corner,
and then clicking “Software Center”.

Step 2: The Software Center should open in a new window and will display the apps available to
you after a few seconds.

Step 3: Locate and click on Microsoft Teams in the Software Center.

Step 4: Click the install button to begin downloading the app.

Step 5: After Teams is done downloading, it will automatically begin
the installation process.

Step 6: Once the installation is finished, there should be an icon on
your desktop.

Step 7: Click on and open the Teams app. i
Step 8: On the left side of the Window, click on the icon.

Step 9: Look for the Team named Student Help Desk, select it, and enter your issue in the chat.
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Web Version

Step 1: On the d@top, launch the icon. If the icon is missing, open a web browser go to
www.office.com and click sign in.

Step 2: Click on the icon to open the Teams app.

Mobile Devices

Step 1: Go to the App Store u on iOS
or the Google Play Store

Step 2: In the search bar, type -
Microsoft Teams. @

Step 3: Download the app named Microsoft Teams.

Step 4: Once installed, open
the app.

Step 5: Sign into the app using your SPS email which is
studentiD@springfieldpublicschools.com and use the same password used to log into the
student computer, e.g. Sp123100.

Step 6: The first time you log in, you will be asked if you want to allow notifications and to allow
the use of the microphone (which is used for chat/meetings). Hit allow access.

Step 7: Hit “Next” until you get to the main screen.

Step 8: At the bottom of the app, click on the 4 jcon.

Step 9: Look for the Team named Student Help Desk, select it, and enter your issue in the chat.



http://www.office.com/
http://www.office.com/
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Connecting Android Devices to SPS-Personal

NOTE: You can only add one personal device to the network. You must first delete the profile
from your currently connected device and request it be removed from the network before
attempting to add another device. To request a device be removed, enter a ticket here: Service
- Personal Device Removal fro... (teamdynamix.com)

DO NOT do this on an SPS device as they should already be able to connect to SPS-WiFi.

NOTE: Please be sure to have your WiFi enabled on your device before beginning.

Please be aware...Due to different device manufacturers and operating systems/versions, the
screens displayed may appear different from the ones in this guide.

1. Using the Android device that you want to
connect to SPS Personal, open the Google Play

store V" , search for the SecureW2 JoinNow
app and select “Install”

2:27 © 0% 56 4 Wa3%

& joinnow multios O\ \U/

SecureW2 JoinNow

2. Navigate to
https://cloud.securew2.com/public/46443/SPS-
AZURE/ or scan the QR code below and tap
“JoinNow”.



https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/

This area is available to provide some basic welcome
message to your users, such as, this is our organization's
Wi-Fi network. Your device has been detected and by
Connecting below you will be configured for our secure Wi-
Fi Service.

The following system was detected:

i
l"l
anaz0I1>

Step 1: Please select a download source and install App.
Google Play Store (App) ¥ | Download
To allow *Local Server" App install an your device, you may need
1o goto "Settings” and select either "Security” or ‘Applications”.

Turn on *Allow installation of non-market apps'.

‘Step 2: Return to this page to connect by selecting JoinNow
below.

Note: if clicking the JoinNow button does not open the App,
please use Android's buill-in browser or Ghrome browser.

By clicking the JoinNow button you accept the following Lers acd
cond

Was your device dotocted incorrectly?

Select your device: Android Y

3. Tap “Yes, App will configure and connect”

Y soringteld public schools
Rdlly

Location Permission Required
Yes, App will configure and connect

No, App will only configure, | will manually connect

4. Tap “Allow while using app”
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Allow JoinNow MultiOS to access this
device's location?

5. Tap “Next”

o
{{?"i Springfield Public Schools
>

We are now launching a separate dialog to continue sign-in at your
account provider website

When you have successfully signed-in, the application will continue

Next

6.
Sign in using your SPS credentials and tap “Sign in”

Springfield Public Schools

Sign in with your organizational account

7. Tap “Continue” if you get the screen shown below




8. Tap “Next”

9. Tap “Next”

Returning to onboarding client, please
wait ...

Close this window after client finishes
onboarding.

Click continue if the client did not launch

f;};‘} Springfield Public

We're Almost Done.

Your device is almost configured,
just a few more steps to go

After pressing Next, you may receive an Android System
notification suggested by JoinNow MultiOS to "Connect to Wi-Fi
networks?"

Press Allow on this notification

Allow suggested Wi-Fi networks?
JoinNow MultiOS suggested networks.
Device may connect automatically.

No thanks Allow

IMPORTANT: JoinNow MultiOS will not be able to connect your
device to the Wi-Fi network if you press No thanks.

If you decline this notification, your device will not be able to
connect to the Wi-Fi!

Next
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Springliess Public Scheols

sreen, but you
a Special App

the prompt shown in the
No thanks, you need to manually e
ting

Allow App to Enable Wi-Fi

1. Navigate t

Please note, vendors like Samsung, Oneplus, Redmi, etc. will differ
in how to access this screen.

& Wi-Ficontrol Q
(]

JoinNow MultioS
3155

Allow app to control Wi-Fi ®

Next

10. Tap “Done”

If your device is still having issues
connecting to the Wi-Fi network, the
following tips can help

Remove the Setup Network(s)

1. Navigate to Wi-Fi Settings

Z lect onboarding SSID and long press
3. Press Forget

Manually Connect to Network
1. Navigate to Sett
2. Connec PERSONAL Wi-Fi Network

Wi-Fi Settings

Don't Delete this App

If you delete this small 15MB application, your
wirel onnection may be lost. Only delete the
app if you don't need to connect to the campus
network anymore. Google has promised to fix this
in a future update.

You're finished!
Happy browsing :)

NOTE: DO NOT DELETE the SecureW2 JoinNow APP! Doing so will remove you from the SPS
network.

11. Verify you are connected to the SPS-Personal
network by checking in your devices’ Wi-Fi
settings and in the SecureW2 JoinNow app.
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Use Wi-Fi N J

SPS-PERSONAL
Connected via JoinNow Multi0S

© oy P4 Wse%

Restart Setup
a >
Search and Setup
= ' >
Email Feedback and Logs
>

troubleshooting guide
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Connecting iOS device to SPS-Personal

NOTE: You can only add one personal device to the network. You must first delete the profile
from your currently connected device and request it be removed from the network before
attempting to add another device. To request a device be removed, enter a ticket here: Service

- Personal Device Removal fro... (teamdynamix.com)

DO NOT do this on an SPS device as they should already be able to connect to SPS-WiFi.

1. Using Safari on the iOS device you want to add to the SPS-Personal, navigate to
https://cloud.securew2.com/public/46443/SPS-AZURE/ or scan the QR code just below and tap
“Sign In”.

N

=
)
i

N

\\"‘E Springfield Public Schools

Sy,

/"

\®

=

This area is available to provide some basic welcome
message to your users, such as, this is our organization's Wi-
Fi network. Your device has been detected and by Connecting

below you will be configured for our secure Wi-Fi Service

The following system was detected:
o I 7

1D

Phone/iPa
We are now launching a separate dialog to continue sign-in at your
account provider website.

When you have successfully signed-in, the application will
continue.

By clicking the JoinNow bulton you accept the following lerms and condiions

Was your device

Select your device: (iPhone/iPad B

dotoctod incorroctly?

Powered by Secure\W2



https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://springfieldpublicschools.teamdynamix.com/TDClient/1908/Portal/Requests/ServiceDet?ID=41425
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/
https://cloud.securew2.com/public/46443/SPS-AZURE/

2. Enter your SPS credentials, then tap “Sign In”.

Springfield Public Schools

Sign in with your organizational account

3. Tap “JoinNow”

Springfield Public Schools

This area is available to provide some basic welcome
message to your users, such as, this is our organization's Wi-
Fi network. Your device has been detected and by Connecting

below you will be configured for our secure Wi-Fi Service.

The following system was detected:
® N ™
-

1D

iPhone/iPad

By clicking the JoinNow button you accept the following terms and conditions.

Was your device detected incorrectly?
Select your device: | iPhone/iPad v

Privacy Policy Powered by SecureW2

4. Tap “Allow”

This website is trying to download a
configuration profile. Do you want to allow

this?
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5. If prompted, select the device you are trying to connect

6. Tap “Close”

7. Open your
down and select
Management”

Choose a Device

On which device would you like to
install this profile?

Profile Downloaded

Review the profile in Settings app if
you want to install it.

General

CarPlay

iPhone Storage

Background App Refresh

Date & Time
Keyboard

Fonts

Language & Region

Dictionary

VPN

Profiles & Device Management

Settings App
“Profiles & Device

Page 80

, scroll
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8. Tap on “Springfield Public Schools SPS-BYO...”

anl LTE (0B

Profiles & Device Management

Springfield Public Schools SPS-BYO...

1 Public Sc

9. Tap on “Install”

Install Profile

Springfield Public Schools SPS-BYO...

by Securew2
Verified v/

This area is available to provide some basic welcome
message to your users, such as, this is our
organization's Wi-Fi network. Your device has been
detected and by Connecting below you will be
configured for our secure Wi-Fi Service.

s Wi-Fi Network
Device Identity Certificate
Certificate

More Details

10. Enter your Passcode
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Enter Passcode

Enter your passcode

O O O O

11. Tap “Install” and then “Install” again when it pops up

Warning

Installing the certificate “DigiCert Global Root CA”"
will add it to the list of trusted certificates on your
iPhone. This certificate will not be trusted for
websites until you enable it in Certificate Trust
Settings.

12. Tap “Done”

Profile Installed

Springfield Public Schools SPS-BYO...

springfiel

y SecureW2
Verified v/

This area is available to provide some basic welcome
message to your users, such as, this is our
organization's Wi-Fi network. Your device has been
detected and by Connecting below you will be
configured for our secure Wi-Fi Service.

s Wi-Fi Network
Device Identity Certificate
Certificate

More Details




Page 83

13. If/when at an SPS location, verify that your device has connected to SPS-Personal in the

. _—
app under the category

Wi-Fi

SPS-PERSONAL

NOTE: You MUST be at an SPS location and within range of the WiFi to see and connect to the
SPS-Personal wireless network.

Your device should now have access to SPS-Personal.




Dyknow
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School Login

Please select your identity provider.

[CY|  Sign i with Google

Hell  Sign in with Microsoft Azure AD

E ‘

P'Y  Sign in with Classiink

@ Sign In with Device Console 1D

Log into Dyknow for the First Time

1. Navigate

to https://www.dyvknow.me/springfieldpublicschools/Account/Login

2. If you have never logged into Dyknow click
the Forgot Password hyperlink.



https://www.dyknow.me/springfieldpublicschools/Account/Login
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Dyknow: Allow Only/Block Only

Websites

Apphications

Apphcatons
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Zoom

Click on the Zoom app via your desktop or search for it via the “Type
here to search” icon on the bottom left of your laptop. Click SSO (The

key icon).

) Zoom Cloud Meetings

< Back

200m -

[‘Enter' your email j

Enter your password Forgot?
Sign In
() Keep me signed in
or sign in with
« G f)
Apple Google Facebook

Sign Up

Sign in with SSO. The company domain is Springfieldpublicschools.

Press continue.
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) Zoom Cloud Meetings — X

Sign In with SSO

Company Domain
[springfieldpublicschools‘ .ZOom.us VJ

| do not know the company domain m

< Back

Press Open and it will reconnect you back to your Zoom app and you
will be logged in. You could also do this via the Zoom website as well.

This site is trying to open Zoom Meetings.
ZOOI I . Support English «

https://springfieldpublicschools.zoom.us wants to open this application

D Always allow springfieldpublicschools.zoom.us to open links of this type in the associated app

A

Sign in with SSO

Click Open Zoom Meetings on the dialog shown by your browser

If you don't see a dialog, click Launch Zoom below

By clicking "Launch Zoom", you agree to our Terms of Service and Privacy Statement




Technology Orientation Topics
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This link will provide you with the following information: Simply hover

over or click the picture and then Ctrl+Click to follow the link.

We Learn

SPRIMNGFIZLD

Technology Orientation Sessions

e Hardware and Software

e Connecting to WIFI

e Software Center

e Restarting a computer

e Getting Help Through SPS Student Help Desk

e How to Access a Microsoft Teams Meeting

e How to Access Office 365 and Create Files

e Schoology — PK-5 Online Teaching and Learning Platform

e Signing into Schoology

e How to Navigate in Schoology

e How to Find and Submit an Assignment in Schoology

e How to Communicate with Teachers in Schoology

e Unified Classroom — Gr. 6-12 Online Teaching and Learning
Platform

e Signing into Unified Classroom

e Basic Navigation in Unified Classroom

e Navigating Class Pages in Unified Classroom

e How to Access and Submit Assignments in Unified Classroom

e How to Communicate with Teachers in Unified Classroom



https://spsma-my.sharepoint.com/personal/bassb_springfieldpublicschools_com/Documents/Documents/Technology%20Coordinators/Staff%20Info/TechnologyOrientations082020.pdf
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Overview of SPS-Provided Technology

This link will provide you with the following information: Simply hover
over or click the picture and then Ctrl+Click to follow the link.

We Learn

SPRINGFIZELD

Overview of SPS-Provided Technology

e About your student’s username and password

e Connecting to a wireless network

e Logging into your computer

* Restarting a computer

e What are windows updates

e Getting help through the Student Help Desk on MS Teams
e How do I sign into Schoology?

e How do | sign into Unified Classroom?



https://spsma-my.sharepoint.com/personal/bassb_springfieldpublicschools_com/Documents/Documents/Technology%20Coordinators/Staff%20Info/SPS-Provided%20Technology%20(Parent_Orientation_Information)).pdf
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Usar Company Portal para instalar aplicaciones

Company Portal

NOTA: Es una buena practica y se recomienda reiniciar [mo apagar pero reiniciar) su computadora POR
LD MEMOS una vez a la semana. Esto permite que las actualizaciones de Windows y otras varias
actualizaciones y instalaciones completen y elimines cualguier otra cosa que el equipo necesitas
eliminar. Esto es lo primero que se debe intentar para resolver problemas, ya que esto resehvera muchos
problemas por si solo.

Company Portal es una aphicacion utilizada por estudiantes y profesores para descargar y instalar
mhasaphmmumsgmtsquedD&pmtamiodeﬂmshapu&hamﬁadmpo&mmLﬂ
aplicaciones mas utilizadas son Microsoft Office [ 5= (para la creacion/edicion de
documentos) v Microsoft Teams . A

Paso 1: Haga E].'IEEIIE menmentmenlapmtemﬂmrmqmﬂdade]apautaﬂaimm

"Company Portal” (sin las comillas). Deberia aparecer como su primera opci

NOTA: También puede encontrar el Company Portal haciendo clic en IT HUE en la pagina principal de 1a
computadora, haciendo clic en 1a casa en 1a esquins supetior ¥ lnego hadendo clic en "Company Portal”.

Paso 1: El Company Portal debe abrirse en una nueva ventana y mostrara las aplicaciones
disponibles para usted después de unos segundos.

Paso 3: Localice y seleccione la cion que desea mstalar..

Paso 4: Haga clic en el boton para comenzar a descargar la aplicacion
Paso 5: Después de que la aplicacién ternune de descargarse, comenzara automaticamente el
proceso de instalacion.

Paso 6: Uuamﬁmhzaﬂa]amtalam:m,elbutnumm]}maam

NOTA: Eeinicie su computadora portatil despues de instalar el aplicacion.

MOTE: 5i tiene un problema con una aplicacion que wn reinicie no corrige, puede entrar en el Company
Portal y desinstalar la aplicacion desde alli. Cuando termines la desinstalacion, el equipo puede solicitar
un reinicio para finalizar el proceso. Después que estas hecho, puede volver a instalar la aplicacion
siguiendo esta guia de nuevo.
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Acceso al IT HUB !ﬂE

Método 1
Paso 1: En el escritorio, localice v haga doble dic en m
Meétodo 2

Paso 1: Haga clic EHDEH la parte inferior izquierda de la pantalla
Paso 2: Escriba "IT HUB"

. IT Hub
Paso 3: Selecciong——m—-—— m -

Método 3

Paso 1: Mantenga presionada la tecla CTRL en su teclado
Paso 2: Mientras mantiene presionada la tecla CTREL, presione la tecla F1
MOTA: Si esto no funciona, es posible que Fn Lock esté activado v pueda probar Fn+CTRL+F1 en

su lugar.

Método 4

la pantalla). 51 no lo ve, es posible que tenga que hacer clic en el primero. Despues, haga

También puedes intentar hacer clic en ![m en la barra de tareas Ien la parte inferior derecha de
doble clic en Hﬂm 0 haga dic derecho sobre €l y seleccione "Open”.

5i ha probado todos estos métodos v sigue sin poder abrir IT HUB, pongase en contacto con el
departamento de Tl para obtener mads ayuda.
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Habilitacion de Flash Player en Chrome

Flash Player es un software que permite que diferentes medios, ya sean juegos o videos, se
reproduzcan en navegadores web como Google Chrome y Microsoft Edge. Ahora es un
software obsoleto que se esta eliminando por completo y debido a esto, muchos navegadores
ya no lo soportan o puede que tenga que ser habilitado manualmente. Para activar Flash Player
en Chrome...

Paso 1: Vaya al sitio web que requiere Flash Player (por ejemplo,
https://www.icivics.org/games/represent-me)

Paso 2: En la esquina superior derecha del navegador Chrome, verd un simbolo de plugin
(parece una pieza de rompecabezas) con una caja roja y una "x" blanca en él (resaltado en rojo
abajo)

= X

hlr O :

NOTA: También puede ver un mensaje como el que se muestra aqui:

Adobe Flash Player is blocked

Paso 3: Seleccione el simbolo del plugin y luego haga clic en "Manage" (resaltado en rojo a
continuacion)

- O
n +« O

Flash was blocked on this page
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Paso 4: A continuacion, se te dirigira a la configuracién de Chrome. Haga clic en el interruptor
de palanca (resaltado en rojo a continuacién) para activar la opcidn "Ask First" para Flash
Player.

Q, Search settings

& Flash Q, Search

Your Flash settings will be kept until you quit Chrome.

Block sites from running Flash (recommended)

Block

No sites added

Allow

@ [*liready.com i3]

NOTA: Usted notara que "Block sites from running Flash" cambiard a "Ask First" como se
muestra a continuacion

Your Flash settings will be kept until you quit Chrome.
Ask first @

Paso 5: Una vez habilitado, puedes cerrar la pestafia Configuracién de Chrome

Paso 6: Ahora haga clic en el boton "Refresh" en la esquina superior izquierda del navegador
Chrome (imagen abajo) mientras que en el sitio web que necesita Flash Player.

¢« >[c]o

Paso 7: Una vez que el sitio web se recarga, ahora deberia ver "Click to enable Adobe Flash
Player" (imagen abajo). Haga clic en esto para cargar el contenido Flash.




Click to enable Adobe Flash Player
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NOTA: Tendra que seleccionar "Click to enable Adobe Flash Player" cada vez que visite un
nuevo sitio web o después de reiniciar el equipo. Es posible que tenga que repetir todos los

pasos de este documento en el futuro.
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Iniciar sesion en la computadora

NOTA: Es una buena practica y se recomienda reiniciar (no apagar, pero reiniciar) su
computadora POR LO MENOS una vez a la semana. Esto permite que las actualizaciones de
Windows y otras varias actualizaciones y instalaciones completen y elimines cualquier otra cosa
gue el equipo necesitas eliminar. Esto es lo primero que se debe intentar para resolver
problemas, ya que esto resolverd muchos problemas por si solo.

Paso 1: Encienda la computadora.

Paso 2: La computadora aparecerd en una pantalla de inicio de sesién de Windows que deberia
mostrar “Other User”.

Other user

Sign-in options

En la imagen de arriba: pantalla de inicio de sesidn. El drea encerrada en un circulo rojo muestra
el drea que mostrara la conexién de red.

NOTA: El icono puede variar segun la conexién y el estado de la conexién (que se enumeran a
continuacion)

Paso 3: En la esquina inferior derecho, vera el icono de conexion de red. Asi es como se verifica
gue la computadora esté conectada al Internet.
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Este icono significa que la computadora NO esta conectada a red.

Este icono muestra que la computadora estd conectada de forma inaldmbrica y tiene
buena intensidad de sefial.

Estos iconos muestran la computadora conectada de forma inaldmbrica pero con poca
sefial. Esto podria significar que el enrutador inaldmbrico esta demasiado lejos o que hay
demasiadas obtrucciones (parades o malla de alambre en paredes) entre la computadora y el
enrutador.

E Este icono muestra que la computadora esta conectada a través de un cable ethernet
(fisico) y tiene una conexion.

Si ve un signo de exclamacion, independientemente de la intensidad de la sefial, es

probable
gue tenga un problema con la conexion o que este conectado a red invitada (EJ: Xfinity para
enrutadores Comcast) y puede requerir una contrasefia o alguna forma de autenticacién para
establecer una conexién normal.

Paso 4: Si NO esta conectado a una red WI-FI, haga clic en el icono.

NOTA: También puede conectarse al Internet usando un cable Ethernet. Conectaria un
extremo del cable a su computadora portatil y el otro a un puerto Ethernet (generalmente en
la parte posterior del enrutador). Puede verificar que funciona si ve luces intermitentes
dentro del conector.

Image: https://www.cmple.com/content/images/thumbs/cat6-500mhz-utp-ethernet-lan-network-cable-25-feet-blue_NID0O008002_700.jpeg
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Image: https://qph.fs.quoracdn.net/main-qimg-77c3634c9f99111c6c122e5015b455c5

Paso 5: Si usa una computadora portatil, deberia ver una lista emergente de redes inaldmbricas
disponibles. Selecciona tu red.

Goyard finest

Secured

Tanese
Secured

@ Connect automatically

Connect

XFINITY

red

xfinitywifi

Open

Network & Internet settings

7 B°

Wi-Fi Airplane mode

Paso 6: Una vez que seleccione su cadena, haga clic en “Connect”.
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Tanese
(7

Secured

g Connect automatically

Connect

Paso 7: Se le pedira que ingrese la contrasefia si su red requiere una contraseiia. Ingrese ahora
y haga clic en “Next”.

Tanese
(7

Secured

Enter the network security key

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

Next Cancel

Tanese
Secured

Enter the network security key

........l N

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

Next Cancel

NOTA: Las contrasefas distinguen entre mayusculas y minusculas, lo que significa que debe
coincidir exactamente con la forma en que se ingresaron originalmente. EJ: Si la contrasefia es
“PASSword” pero entras “password”, entonces no serd correcta y no se conectara.

Paso 8: Sl la contraseiia se ingresd correctamente, puede demorar unos segundos comunicarse
con el enrutador y darle acceso al internet.




Tanese
Connected, secured

Properties

Disconnect

Goyard finest
Secured

NTGR_VMB_1462060951
Secured

Archie
Secured

Network & Internet settings

Change settings, such as making a connection metered.

Iz e G
Mobile
Wi-Fi Airplane mode hotspot
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Paso 9: Una vez que haya verificado el acceso al Internet, escriba su ID de estudiante donde

dices “User name” (arriba) y la contrasena donde dices “Password”.

Other user |

Sign-in options
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NOTA: Las contrasefas de los estudiantes son “Sp” sequidas de su fecha de nacimiento en
formato 2x2x2. EJ: Sp123100 para el 31 de diciembre de 2020.

NOTA: Si la contrasefia se ingresa incorrectamente demasiadas veces (5 veces), el estudiante
guedara bloqueado por 10 minutos.

Paso 10: La computadora ahoara deberia comenzar a iniciar sesién.

NOTA: Si es la primera vez que inicia sesion en esta computadora especifica, Windows pasaras
por una fase de configuracion “Hi”. Esto es normal y puede tomar un par de minutos.

We're setting things up for you

Paso 11: Una vez que haya iniciado sesion, la computadora lo llevara a la pantalla Escritorio.
Una vez aqui, debe estar configurado para comenzar a usar la computadora.

NOTA: Si recibes un error que dice que la computadora no puede comunicarse o conectarse al
dominio, verifique que tenga una conexion al Internet activa. De lo contario, reinicie el
dispositivo, vuelva a conectarse a la conexién de WIFI, espere al menos unos minutos e intente
iniciar sesién nuevamente. Es muy importante que verifique que se haya conectado
correctamente a la conexiéon de WIFl y que ESPERE al menos 2 a 3 minutos antes de intentar
iniciar sesion. Es posible que la computadora no haya recibido todas las actualizaciones que la
computadora portatil necesitaba para permitir que el dispositivo se conecte desde su red
doméstica.
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Instalacion de Microsoft Teams en diferentes dispositivos

Hay varias maneras de llegar a Microsoft Teams si necesita mds ayuda. Lo siguiente le guiara en
la instalacion de las aplicaciones en diferentes dispositivos.

Aplicacion de escritorio de computadoras

Paso 1: Comience haciendo clic en E en la parte inferior
izquierda de la pantalla y escriba "Centro de software" (sin las
comillas). Deberia aparecer como su primera opcion.

L:;'; Software Center
App

NOTA: También puede encontrar el Software Center haciendo clic en IT HUB en el escritorio, haciendo

clic en la casa en la esquina superior y luego haciendo clic en "Software Center".

Paso 2: Paso 2: El Software Center debe abrirse en una nueva ventana y mostrara
las aplicaciones disponibles para usted después de unos

segundos.

Install

Paso 3: Busca y haga clic en
Paso 4: Haga clic en el botdn para comenzar a descargar la aplicacién.
Paso 5: Después de que Teams haya terminado la descarga, comenzara

automaticamente el proceso de instalacién.

Install
Paso 6: Una vez finalizada la instalacidn, el botdn cambiard a debes estar en su
escritorio ahora.

[ uninscal [0 IR

Paso 7: Inicie la
aplicacion.

Navegador web

Para computadoras de Springfield Public Schools (SPS):

Paso 1: En el escritorig, inicie (Office 365)

Paso 2: Hagaclicen * s

Teams
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Paso 3: En el lado izquierdo de la Ventana, haga clic

en

Nota: Es posible que te preguntes para tu cartas credenciales que es el numbero de
identificacion de el estudiante mas @springfieldpublicschools.com. (Ejemplo:

152462 @springfieldpublicschools.com) y la misma contrasefia utilizada para iniciar sesién

en el ordenador del estudiante (Ejemplo: Sp123100 si la fecha de nacimiento es el 31 de
diciembre del afio 2000)

Para computadoras de SPS y computadoras personales:

Paso 1: Vayaa www.office.com

Paso 2: Seleccione m

Paso 3: Inicie sesion con su correo electronico SPS que es el numbero de identificacion de el
estudiante mas @springfieldpublicschools.com. (Ejemplo:
152462 @springfieldpublicschools.com) y la misma contrasefia utilizada para iniciar sesién
en el ordenador del estudiante (Ejemplo: Sp123100 si la fecha de nacimiento es el 31 de

diciembre del afio 2000) Paso 4: Una vez que haya iniciado sesion, seleccione@'

Dispositivos moviles

o =
Paso 1: Ve a la App Store eniOS o Go Play Store

para Android Paso 2: En la barra de busqueda, escriba Te@itns.

Paso 3: Descargue la aplicacién denominada Microsoft Teams.

Paso 4: Una vez instalado, inicie la aplicacién.

Paso 5: Inicie sesidn en la aplicacion con su correo electrénico SPS que es el numbero de
identificacion de el estudiante mas @springfieldpublicschools.com. (Ejemplo:

152462 @springfieldpublicschools.com) y la misma contrasefia utilizada para iniciar sesién
en el ordenador del estudiante (Ejemplo: Sp123100 si la fecha de nacimiento es el 31 de
diciembre del afio 2000)

Paso 6: La primera vez que inicie sesidn, se le preguntard si desea permitir notificaciones y
permitir el uso del micréfono (que se utiliza para el chat / reuniones). Presione “Allow Access”.
Paso 7: Presione "Next" hasta que llegues a la pantalla

principal. Paso 8: En la parte inferior de la aplicacién, haga clic

g
en-------- Teams



http://www.office.com/
http://www.office.com/
http://www.office.com/

Page 103

Deshabilitacion de notificaciones para Microsoft Teams

Para cambiar o deshabilitar las notificaciones en Microsoft Teams...

Computadoras

Paso 1: Abra la aplicacién de Teams *

Paso 2: Haga clic en la imagen de perfil en la esquina superior derecha de la ventana (resaltado
en rojo a continuacion) y luego "Settings" (resaltado en azul)

— 0
e o -

A a

Change picture

Available >
4 Set status message

[ saved

Zoom

|

(100%) +

Keyboard shortcuts
About >
Check for updates

Download the mobile app

Sign out

Paso 3: Seleccione "Notifications"




Paso 4: Haga clic en el ment desplegable (

(resaltado en rojo a continuacion)

Settings

@ General

& Privacy

L1 Notifications

{3 Devices
B Permissions

R Ccalls

Mentions
Personal mentions
Channel mentions
Team mentions
Messages

Chat messages

Banner

Banner and email

Banner

Only show in feed

Banner N
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) en cada opcién que desea cambiar

NOTA: Un Banner es una pequefia ventana que aparecera durante unos segundos en la esquina
inferior derecha de la pantalla (en la siguiente imagen). "Banner and email" le mostrara el
banner y también le enviara un correo electrénico de la notificacion. "Only show in feed" sélo
mostrara una notificacion dentro de la sala de equipos en la que pertenece la notificacion.

John Doe mentioned you

Student Help Desk - HS
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Paso 5: Seleccione la opcién deseada para cada categoria. Seleccione "Only show in feed"
para todas las categorias si ho desea recibir ninguna notificacion fuera de la aplicacion Teams.
X

Paso 6: Una vez terminado, puede hacer clic en el para cerrar la ventana Configuracion.

Para cambiar o deshabilitar las notificaciones de equipos especificos

Paso 1: Abra la aplicacidon Teams *

Paso 2: Verifique que "Teams" esté seleccionado en el panel izquierdo (en la imagen de abajo)

‘3

Activity

Assignments

Calendar

Paso 3: Seleccione el equipo para el que desea cambiar las notificaciones

Paso 4: Una vez en el equipo seleccionado. Haga clic en los 3 puntos en la parte superior
derecha de la ventana (resaltado en rojo a continuacién) y luego seleccione "Channel
Notifications" (resaltado en azul)

®© Team El

Channel notifications

D

Manage channel

@

Get email address

Get link to channel

©
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Paso 5: Haga clic en los menus desplegables (resaltados en rojo a continuacién) en cada
categoria y cdmbielo a la opcidn deseada.

NOTA: Para desactivar las notificaciones del canal, cambie los menus desplegables a "Off" y
desmarque la casilla situada junto a "Include all replies" (resaltado en azul a continuacion)

Channel notification settings X
Staff Help Desk > TechOps

All new posts

Notify me every time there is a new post in this channel Banner and feed
Include all replies Banner and feed

Channel mentions Only show in feed

Notify me each time this channel is mentioned

Off

Reset to default Cancel m

Paso 6: Una vez que todas las opciones estan configuradas, haga clic en "Save"

Dispositivos moviles
@i

Paso 2: Seleccione las tres lineas en la parte superior izquierda de la pantalla (resaltado en rojo
a continuacion)

Paso 1: Inicie la aplicacién Teams

9:56 | LTE o)

= |Q Teams 88" o3

Paso 3: Seleccione "Notifications"
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Out of office

®

Set status message

Notifications
Quiet hours scheduled

DR

Settings

What's new

LS}

-+ Add account

Paso 4: Ahora estards en la pantalla de notificaciones (en la imagen de abajo). Ajusta todas las
notificaciones como desee.

9:56 all LTE )
X Notifications
Qf Quiet hours Scheduled

Receive notifications

Only when inactive on desktop/web Vv

Always

You are considered inactive on desktop/web after 5 minutes
of inactivity

Notify me for
Chats
Mentions

Replies

olole]e

Followed channel posts
Apps

Likes and reactions
Team update alerts
Trending

Shifts

Missed calls

Voicemails

lefele

In i ralle

Encendido- @)

Apagado-
Nota:
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Quiet Hours (Horas tranquilas)

Dentro de la pantalla de notificaciones vera "Quiet Hours". Las horas tranquilas le permiten
establecer un horario para que sus notificaciones sean silenciadas.

Paso 1: Siga los pasos 1-4 en la seccidon "Dispositivos méviles" de esta guia.

Paso 2: Seleccione "Quiet Hours" en la pantalla de configuracion de notificaciones (en la imagen
de abajo)

9:56 ol LTE ()
X Notifications
Qf Quiet hours Scheduled

Receive notifications

Paso 3: Aqui puede activar "Quiet Hours" (resaltado en rojo a continuacion).

9:56 ol LTE ()
< Quiet hours
Daily quiet hours ()
From 5:00 PM
To 7:563 AM
When enabled, daily quiet hours mutes all Teams notifications on
this device.
Quiet days
Sun, Sat

Paso 4: Ajusta el tiempo que le gustaria iniciar ("From") y terminar ("To") Quiet Hours. NOTA:
También se puede establecer "Quiet Days". Estos son dias que no desea recibir notificaciones
en absoluto.

Paso 5: Toque en "Quiet Days" (en la imagen de arriba, resaltado en azul)
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aso 6: Enciende “Quiet Days” y, a continuacion, seleccione los dias que desearas que las

Paso 6: E de “Quiet Days” t I los d d I
notificaciones se desactiven. (La imagen de abajo muestra "Quiet Days" encendida con domingo
y sabado seleccionados como "Quiet Days").

10:58
< Quiet days
Quiet days
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday

Saturday

all = )

| @,

When enabled, quiet days mutes all Teams notifications for 24

hours on selected days

Cambiar/Deshabilitar notificaciones para equipos especificos

Puede limitar las notificaciones que recibe de un equipo especifico dentro de Microsoft Teams.

Para hacer esto:

[ ]
Paso 1: Inicie la aplicacién Teams w

Paso 2: Seleccione el botdn Teams en la parte inferior de la pantalla (imagen abajo, resaltado

en rojo)

L,

Activity

Paso 3: Seleccione el equipo que deseas cambiar la configuracién de notificacidon

S

8

Assignments Mare

Paso 4: Una vez seleccionado, vera un icono de campana en la esquina superior derecha de la
pantalla (en la imagen de abajo). Toque en la campana.
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9:57 Il LTE ()
General >4
< Student Help Desk - HS %
Posts Files More

NOTA: La campana se puede imaginar asi @ o asi /'roZ(
Paso 5: Obtendrd una pantalla como la que se muestra a continuacidn. Seleccione la opcién que

prefiera.

Q All new messages in this channel

,@ Replies to my messages only v

NOTA: Seleccionando "All new messages..." le enviara notificaciones de cualquier mensaje
publicado.

Si seleccionas "Replies to my messages only", solo recibiras notificaciones de las publicaciones
de que te pertenecen.
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Solucion de problemas de portatiles para estudiantes

El portatil no se enciende

NOTA: Es una buena practica y se recomienda reiniciar o “Restart” (no apagar pero reiniciar) su
computadora POR LO MENQOS una vez a la semana. Esto permite que las actualizaciones de
Windows y otras varias actualizaciones y instalaciones completen y elimines cualquier otra cosa
gue el equipo necesitas eliminar. Esto es lo primero que se debe intentar para resolver
problemas, ya que esto resolverd muchos problemas por si solo.

Si su portatil no se enciende, intente lo siguiente

Paso 1: Verifique que el cargador estd completamente insertado en una toma de
corriente/regleta que trabajas, y si estd conectado a una regleta, que la regleta estés
encendida.

Paso 2: Asegurese de que el cable del cargador esté completamente insertado en el
cargador (donde el ladrillo y el cable de salida se separan).

Paso 3: Inspeccione el puerto de carga del portatil. NO DEBE VER ningun perno de metal
desnudo o doblado. Con Lenovo's verds un rectdangulo amarillo en el centro del receptaculo.
Para los portatiles HP y Dell, deberia ver un receptaculo de plastico circular, gris o negro. Si
usted ve los pernos de metal o el plastico esta roto/ falta dentro del puerto de carga, entonces
necesitas ser reparada.

Paso 4: Inspeccione la punta del cargador. Los cargadores Lenovo, HP y Dell deben tener un
perno de metal centrado en la punta del cargador. Si este pasador de metal esta doblado/falta,
entonces necesita ser reemplazado/reparado.

Paso 5: Si tanto el cargador como el puerto de carga se ven bien, inserte la punta del
cargador en el puerto de carga completamente.

Nota: Para los portatiles al conectar el portatil, deberia ver una luz intermitente para
indicar que el cargador estd suministrando energia a la computadora portatil. Los portatiles
tienen una luz directamente al lado del puerto de carga que se iluminara. Los portatiles Dell
tienen una luz en la parte inferior derecha del reposamanos que se iluminarda cuando estén
enchufados.

Paso 6: Presione el botén de encendido para 2 segundos y espere 5 segundos (los portatiles
Dell y HP a veces pueden tardar unos segundos en mostrar algo al encenderlo)

Nota: Usted debe sentir un clic al presionar en el botdn. Si el botdn esta atascado o no siente un
clicy no se enciende, puede haber un problema fisico con el botén, y tendra que ser reparado...
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Paso 7: Si no pasa nada, mantén presionado el botén de encendido para 10 segundos. Esto
realizard un apagado duro y forzard el apagado del portatil. (A veces los portatiles pueden
guedarse atascados en el modo "Dormir" y pueden tener problemas para iniciarse de nuevo.
Este paso deberia solucionarlo también.)

Nota: Es una buena idea apagar un portatil una vez que haya terminado de usarlo y reiniciar
(Restart) el portatil al menos una vez a la semana para permitir que las actualizaciones de
Windows se instalen si las hay. No reiniciar (Restart) el portatil y / o simplemente cerrar el
ordenador portatil cada vez que haya terminado puede conducir a problemas como no
encender correctamente o el WiFi de la computadora portatil no funciona.

Paso 8: Intente encender el portatil de nuevo.

Paso 9: Si el portatil sigue sin encenderse, prueba con otra toma de corriente o cargador (si esta
disponible).

Paso 10: Si estd disponible, puede probar el cargador con otro portatil compatible (misma
marca / modelo) o el portatil con otro cargador (también de un ordenador portatil que es la
misma marca / modelo) y ver si funciona con ese.

Si después de todo esto el portatil todavia no se enciende, entonces es posible que sea
necesario reparar/reemplazar el cargador. Comunicase con Tl para ver que debes hacer.
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Solucion de problemas de laptop para estudiantes

Problemas de WiFi

NOTA: Es una buena practica y se recomienda reiniciar o “Restart” (no apagar pero reiniciar) su
computadora POR LO MENQOS una vez a la semana. Esto permite que las actualizaciones de
Windows y otras varias actualizaciones y instalaciones completen y elimines cualquier otra cosa
gue el equipo necesitas eliminar. Esto es lo primero que se debe intentar para resolver
problemas, ya que esto resolvera muchos problemas por si solo.

Paso 1: Verifique que el dispositivo inalambrico en la computadora portatil este encendido y
qgue “Airplane Mode” (Modo avidn) este apagado. (Haga clic en el simbolo de WiFi en la parte
inferior derecha de la & i pantalla.

Wi-Fi Airplane mode

Ello deberian aparecer asi:

Una vez que el WiFi este encendido, deberia ver una lista de redes que estan dentro del
alcance. Nota: Las computadoras portatiles de los estudiantes también pueden tener un acceso
directo para habilitar /deshabilitar WiFi.

Para Dell es FN + HOME.

Paso 2: Verifique que esta conectado a SU conexién WiFi. Haga %n (ubicado en la
parte inferior derecha de la pantalla), seleccionando su nombre *haga clic en

y entra tu contraseiia.
Una vez conectada, dira “CONNECTED”.

NOTA: Si Comcast es su proveedor de servicios de internet y el enrutador proviene de ellos, el
enrutador debe tener una etiqueta con el nombre del conexidn de red y la contrasefia. Si no ve
ese conexion, entonces se cambié el nombre y /o la contrasefa de la red y debera verificar el
nombre con quien lo configurd o contactar a su proveedor de servicios de internet para obtener
ayuda para cambiarlo.

Paso 3: Una vez que verifique que esta conectado a su red, si no lo est3, inicie sesion.

Nota: Puede tomar de 30 segundos a un minuto para que Anywhere Access se encienda y
comience a funcionar. El acceso desde cualquier lugar permite el acceso a ciertos sitios web de
SPS a los que los usuarios normalmente no podrian acceder de otra manera.

Paso 4: Intenta navegar por la web con los navegadores Chrome E o Edge

. . Si uno no funciona, intente con el otro.

Paso 5: Si nada de lo anterior funciona, también puede usar un cable de ethernet para
conectar su enrutador a su computadora portatil y conectarse a Internet por cable. Una vez
enchufado, si hay una conexion con la red/internet, deberia ver luces intermitentes dentro de




Page 114

la conexidn. Si auin no ve ninguna luz/actividad, es posible que su enrutador no este
funcionando y debe comunicarse con su proveedor de servicios de internet (si el enrutador es
alquilado/suministrado por ellos).

NOTA: Las computadoras portatiles de los estudiantes Lenovo Y HP tienen este conector, pero
las de Dell requieren un adaptador para pasar de USB a ethernet.

Paso 6: Una vez conectado a internet a través del cable Ethernet, deje que la computadora
permanezca conectada durante aproximadamente 15 minutos (la computadora se puede usar
mientras espera), luego reinicie (no apague sino reinicie) la computadora, desconecte el cable
de Ethernet e intente usar una cadena inalambrica.

Pa : Si todavia no funciona, vuelva a conectar el cable de Ethernet, abra el Software Center
(h lic en en la esquina inferior izquierda, escribiendo Software Center y
seleccionandolo en el menu).

Busca “At Home Readiness Checker” y luego “Install”.
Paso 8: Readiness Checker se ejecutard y, cuando termine, requeria un reinicio.

Paso 9: Desconecte el cable de ethernet e intente conectarse nuevamente a través de la red
inaldmbrica.

Paso 10: Si auin no puede conectarse a la red, usted (junto con un padre/adulto) tiene que llevar
la computadora portatil a la escuela mas cercanay estar lo suficiente cerca del edificio para
conectarse a SPS WiFi.

Paso 11: Una vez conectado, encienda la computadora portatil, espere 2 minutos, inicie
sesion en la computadora portatil y déjela encendida durante 15 minutos (se puede usar
mientras espera). Paso 12: Después de 15 minutos, abra el Software Center. (Haga clic en

E en la esquina inferior izquierda, escriba Software Center y selecciénelo cuando
aparezca).

Paso 13: Localice y seleccione “At Home Readiness Checker” e instalelo.

Paso 14: Una vez que finalice el At Home Readiness Checker, le pedird que reinicie la
computadora portatil.

NOTA: Si el At Home Readiness Checker tarda mas de 10 minutos, reinicie la computadora
portatil e intente nuevamente.

Paso 15: Reinicie (no apague, pero reinicie) la computadora portatil, espere 2 minutos e inicie
sesion nuevamente para probar la conexidn a Internet. Si funciona, ahora deberia estar bien
para intentar conectarse a la cadena inaldmbrica en casa o en cualquier otro lugar.

NOTA: Sl en este punto todavia no funciona, la computadora deberd ser
reparada/reemplazada. Comunicase con el departamento de TI.
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Solucién de problemas de sonido/micréfono

Solucion de problemas "Sin sonido"

NOTA: Es una buena practica y se recomienda reiniciar (no apagar pero reiniciar) su
computadora POR LO MENOS una vez a la semana. Esto permite que las actualizaciones de
Windows y otras varias actualizaciones y instalaciones completen y elimines cualquier otra cosa
gue el equipo necesitas eliminar. Esto es lo primero que se debe intentar para resolver
problemas, ya que esto resolvera muchos problemas por si solo.

NOTA: Si utiliza auriculares con cable, asegurese de que funcionan en otro dispositivo y que el
cable estd completamente insertado en el conector. Si no estan completamente insertados,
puede resultar en audio intermitente, sélo un auricular funcionar o ningun sonido en absoluto.

Paso 1: Compruebe el volumen. Haga clic en en la barra de tareas (abajo a la derecha de la
pantalla)

Paso 2: Si el volumen es bajo o silenciado, mueva el control deslizante hacia la derecha para subir el
volumen o desactivar el silencio.

Paso 3: Mientras esté en el menu de volumen, asegurese de que el dispositivo correcto esté

seleccionado. Puede ver , Si es asi, haga clic en él.

Paso 4: En la mayoria de los casos, los altavoces de la computadora estdn etiquetados como "Speakers"
y los auriculares seran "Headphones". Seleccione el dispositivo que estd intentando utilizar. NOTA:
Algunos dispositivos pueden tener una sola opcidn para altavoces y auriculares y etiquetados como
tales "Speakers/Headphones".

Paso 5: Intente ajustar el volumen de la computadora portatil haciendo clic en el control deslizante. El
ordenador reproducird un tono cada vez que haga clic en esta barra. Si escuchas este sonido, tratas de
reproducir un video en linea. Si no salta al paso 7.

Paso 6: La mayoria de los videos también tienen su propio control de volumen separado del control de
sonido de Windows. Asegurate de que el volumen del video también esté aumentado. Si escucha el
sonido del video, debe estar listo. Si no es asi, continle con el paso siguiente.

. ) , »
Paso 7: Haga clic con el botén derecho en y sty Open Volume mixer

Paso 8: Si ves %o bajo cualquier dispositivo o aplicacién, entonces esa aplicacion esta silenciada. Haga
clicen %o para desactivar el silencio

Paso 9: Una vez que todos los dispositivos y aplicaciones se han dessilenciado, intente reproducir un

video de nuevo. Si todavia no hay audio, continle con el siguiente paso

Paso 10: Haga clic con el botén derecho en y seleccione

Paso 11: Haga clicen — Yes, Open Audio Enhancements y cierre esa ventana cuando se abra
Paso 12: Haga clic en = Play test sounds

Help me choose the best audic driver . .
—> | didn't hear anything

Try reinstalling current driver
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Paso 13: Escucha para cualquier sonido. Haz clic en si no has oido nada. (Si lo hizo, ya
esta y puede cerrar el solucionador de problemas.)

Paso 14: El ordenador reinstalara o revertira el controlador de audio. Esto puede tardar unos minutos y
luego puede pedirle gue reinicie la computadora.
Paso 15: Haga clicen = Restart Later v debe reproducir algunos sonidos de prueba para usted de

nuevo.

Paso 16: Por lo general, el sonido debe funcionar en este punto. Si no reinicia el equipo y prueba el audio
reproduciendo un video.

Paso 17: Si todavia no escucha nada, el equipo puede tener un problema que requiere reparacion.

Configuracion de audio/micréfono en Microsoft Teams

Si esta experimentando problemas con el audio o el micréfono en Microsoft Teams, aqui hay
algunas cosas para comprobar.

Paso 1: Compruebe la configuracidn del micréfono para ver si estd silenciado. Mientras esté en
una

sesion, mueva el cursor y aparecerd
hacia la parte inferior de la ventana.

1 4 ili
Microfono habilitado
D

)

El micréfono esta silenciado

Mas acciones (configuracion)

" . 7’ g . 7 .
Paso 2: Si usted ve , haga clic en él una vez para habilitar el micréfono (desactivar) y

U
usted debe ver

Paso 3: Intente hablar en el micréfono para ver si esta funcionando. Si no es asi, continte.

. Show device setti
Paso 4: Seleccione ﬂ y luego

Paso 5: Una ventana se abrira desde la derecha que se ve asi:




Page 117

Device settings X

Audio devices

PC Mic and Speakers v
Speaker
Speakers (Conexant ISST Audio) v

& ————o

Microphone

Internal Microphone (Conexant ISST ... v

}g

Paso 6: Asegurese de que el dispositivo correcto en seleccionado en el menu desplegable
(imagen arriba en rojo) especialmente si se utilizan auriculares.

NOTA: También puede ajustar el volumen de los altavoces en esta ventana utilizando el control
deslizante debajo de "Speakers" (en la imagen de arriba).

Paso 7: Después de verificar que todos los ajustes son correctos, intente hablar para probar el
micréfono. Si el micréfono puede oirte, deberias ver la barra llenarseasi: O 000000000010

Si el micréfono no funciona después de probar todos estos pasos, intente usar auriculares que
tengan un micréfono o un micréfono externo. Si esto falla también, es posible que el equipo
necesite ser reemplazado/reparado.

Ajustes de audio/micréofono en Zoom

Si tiene problemas no poder escuchar a nadie o si no te pueden escuchar, aqui hay algunos
pasos para probar.

Paso 1: Cuando se una a un sesion, asegurese de que "Do not connect to audio" (imagen abajo)
NO esta marcado.
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£ Zoom X

Join Meeting

l Enter meeting ID or personal link name v

Administrator

Remember my name for future meetings

() Do not connect to audio

[_| Turn off my video

Join Cancel |

Paso 2: Una vez que ingrese la informacidn para la sesién y se le permita unirse, se le
preguntard si desea “Join with Computer Audio” (imagen abajo). También puede seleccionar
"Test Speaker and Microphone" antes de unirse a la sesién. Seleccione "Join with Computer
Audio".

NOTA: También puede marcar la casilla en la parte inferior de las ventanas (resaltado en rojo
en la imagen de abajo) para conectarse automdticamente con audio al unirse a futuras
sesiones.

) Join Audio X

Join with Computer Audio

Test Speaker and Microphone

EAutomaﬂcallyjoin audio by computer when joining a meeting

U

4
Paso 3: Ahora deberias estar en la Mute
sesion con audio y puedes confirmarlo si ves en la parte inferior izquierda de la ventana

Zoom. El audio y el micréfono ahora deberian funcionar. Si no es asi, continte en.

?

4

NOTA: Sive LTS , haga clic en él para desactivar el silencio del micréfono.
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Paso 4: Si se unid a la sesién y ve HLEXCIS , puede hacer clic en el simbolo y volver al
paso 2, o haga clic en el “*” (resaltado en rojo en la imagen de abajo) y seleccione " Test
Speaker & Microphone..." o " Audio Settings "

Test Speaker & Microphone...
Audio Settings...

~ I~ %

Start Video Security

Si ha seleccionado "Test Speaker & Microphone..." ir al
Paso 5a Si ha seleccionado "Audio Settings", vaya al paso
5b

Paso 5a: Si seleccionaste " Test Speaker & Microphone...", el ordenador reproducird algunos
sonidos de prueba (en la imagen de abajo). Compruebe que tiene seleccionado el dispositivo de
salida correcto (resaltadoen rojo) y seleccione "Yes" si escuchd el tono o "No" si no hizo sonido.

Do you hear a ringtone?

Yes | | No

Speaker 1 Speaker/HP (Realtek High Definition... v

Output Level:

A continuacién, el ordenador probara el micréfono (en la imagen de abajo). Como antes,
asegurese de que el dispositivo correcto estd seleccionado (resaltado en rojo). Ahora hable en
el micréfono y la computadora reproducira lo que oyd. Si has oido lo que dijiste,selecciona "Si".
Si no es asi, seleccione "No". NOTA: Si el micréfono puede oirle, la barra "Input Level" se
llenara de azul como se muestra el imagen de abajo.
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Speak and pause, do you hear a replay?

Yes | | No

Microphone 1: Microphone (Realtek High Definition... v

IPpC: Level: ]

Si ha seleccionado "Yes", ha terminado las pruebas. Si ha seleccionado "No" Zoom buscara otro
microfono para usar. Se repetira la prueba con cualquier micréfono que encuentre. Una vez
gue no puede encontrar ningln otro micréfono, obtendra la ventana que se muestra a
continuacion. En este punto, usted puede "Test Again" o cerrar la ventana como "Join Audio by
Phone" no es una opcidn disponible ya que requiere la autorizacién/licencia para utilizar.

We have tested all your microphones

g B e N
(‘ Test Again ] | Join Audio by Phone )

Microphone 2: Same as System

Input Level:

Si ha llegado a este paso, es probable que tenga que utilizar auriculares con micréfono, un
microfono externo, o otro dispositivo como un teléfono/tableta u otro computadora.

Paso 5b: Si selecciond "Audio Settings" deberia ver una ventana como la que se muestra a
continuacion.




© Settings

General

@ Share Screen
O Chat
Virtual Background
Recording
. Profile
@ Statistics
o Keyboard Shortcuts

Accessibility

Compruebe que el dispositivo de salida correcto estd seleccionado (resaltado en azul a

 E———
Speaker Test Speaker Speakers (Conexant ISST Audio) v

Output Level:

o)

Volume: 4

Microphone (__ Test Mic Internal Microphone (Conexant IS... v

Input Level: ———

Volume: « @ <)
Automatically adjust volume
() use separate audio device to play ringtone simultaneously

Automatically join audio by computer when joining a meeting
() Mute my microphone when joining a meeting
Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset
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continuacion). Al seleccionar "Test Speaker" (resaltado en rojo a continuacidn) se reproducira

audio en bucle. Puede ajustar el nivel de volumen (resaltado en verde a continuacion).

Speaker Test Speaker Speakers (Conexant ISST Audio) 4

Output Level:

Volume: | « @ L D)

Compruebe que el micréfono correcto estd seleccionado (imagen abajo, resaltado en azul). Se
recomienda tener activada la opcion "Automatically adjust volume" (resaltada en verde).
También puede ajustar el volumen del micréfono (también resaltado en verde). Al seleccionar
"Test Mic" (resaltado en rojo) tendra el micréfono grabado y luego reproducir cualquier sonido

gue acaba de grabar.
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Microphone Internal Microphone (Conexant IS... v

Volume: + ®

Automatically adjust volume

Compruebe que la configuracion coincide con las que se muestran a continuacién.

(L) Use separate audio device to play ringtone simultaneously

Automatically join audio by computer when joining a meeting
() Mute my microphone when joining a meeting
(") Press and hold SPACE key to temporarily unmute yourself

Sync buttons on headset

Si ha llegado a este paso, es probable que tenga que utilizar auriculares con micréfono, un
microfono externo u otro dispositivo como un teléfono/tableta u otro computadora. Si es un
estudiante y tienes una computadora Lenovo, contdctese con el departamento de TI.
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Solucion de problemas de portatiles para estudiantes

Solucion de problemas "Sin sonido"

NOTA: Es una buena practica y se recomienda reiniciar (no apagar pero reiniciar) su
computadora POR LO MENOS una vez a la semana. Esto permite que las actualizaciones de
Windows y otras varias actualizaciones y instalaciones completen y elimines cualquier otra cosa
gue el equipo necesitas eliminar. Esto es lo primero que se debe intentar para resolver
problemas, ya que esto resolvera muchos problemas por si solo.

NOTA: Si utiliza audifonos con cable, asegurese de que funcionan en otro dispositivo y que el
cable estd completamente insertado en el conector. Si no estdn completamente insertados,
puede resultar en audio intermitente, sélo un auricular funciona o ningin sonido en absoluto.

Paso 1: Verifica el volumen. Haga clic en en la barra de tareas (abajo a la derecha de la
pantalla) Paso 2: Si el volumen es bajo o silenciado, mueva el control deslizante hacia la
derecha para subir el volumen o desactivar el silencio.

Paso 3: Mientras esté en el menu de volumen, asegurese de que el dispositivo correcto esté
seleccionado. Puede ver , Si es asi, haga clic en él.

Paso 4: En la mayoria de los casos, los altavoces del ordenador estan etiquetados como
"Speaker" y los auriculares seran "Headphones". Seleccione el dispositivo que esta intentando
utilizar.

NOTA: Algunos dispositivos pueden tener una sola opcion para altavoces y auriculares y
etiquetados como tales "Speakers/Headphones".

Paso 5: Intente ajustar el volumen de la computadora portatil haciendo clic en el control
deslizante. La computadora reproducira un tono cada vez que haga clic en esta barra. Si
escuchas este sonido, tratas de reproducir un video (como en Youtube). Si no funcionas, ir al
paso 7.

Paso 6: La mayoria de los videos también tienen su propio control de volumen separado del
control de sonido de Windows. Asegurate de que el volumen del video también esté
aumentado. Si escucha el sonido del video, debe estar listo. Si no es asi, continle con el paso
siguiente.

Paso 7: Haga clic con el botén derecho RS [ese s Open Volume mixer

Paso 8: Si vests bajo de cualquier dispositivo o aplicacion, entonces esa aplicacién esta
silenciada.

Haga clic en para desactivar el silencio
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Paso 9: Una vez que todos los dispositivos y aplicaciones se han dessilenciado, intente
reproducir un

video de nuevo. Si todavia no hay audio, continte con el siguiente paso

Paso 10: Haga clic en con el botén derecho y seleccione

Paso 11: Haga clic en _—: Yo e AL;O“O Enhancements y cierre esa ventana cuando
- lay 1est sounas

se abra Pa.SO 12: Haga CIIC en Help me choose the best audio driver

. . . —> ldidn't hear anything . , .
Paso 13: Escuchar cualquier sonido. Haz clic en Ty renstaling curent diver S1 N0 NAS 010 Nada. (Si
oyes sonido, ya esta y puede cerrar la aplicacion.)
Paso 14:: La computadora reinstalara o revertira el controlador de audio. Esto puede tardar unos
minutos y luego puede pedirle que reinicie la computadora.

Paso 15: Haga clic en Restart Later

de nuevo.

y debe reproducir algunos sonidos de prueba para usted

Paso 16: E sonido debe funcionar en este punto. Si no, reinicia el equipo y prueba el audio
reproduciendo un video.

Paso 17: Si todavia no escucha nada, el equipo puede tener un problema que requiere
reparacion. Contactarse con un miembro de T para mas ayuda.
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Solucion de problemas de computadora portatil estudiantil

AVISO: Se ruega reiniciar (no apagar sino reiniciar) tu computadora portatil y apagarla cuando
no esté en uso. Esto también es el primer paso de identificar un problema y encontrar la
solucion.

Iniciar sesidon en la computadora

Paso 1: Enciende la computadora

Paso 2: Aparece la pantalla de inicio de sesidn, la que debe ensefiar “Otro usuario”.
Paso 3: En el rincén derecho inferior de la pantalla, puedes ver el icono de conexién de red.
Verifica que la computadora estd conectada a Internet antes de iniciar la sesidn.

Este icono significa que la computadora NO esta conectada a una red.

Este icono indica que la computadora esta conectada inaldmbricamente y que tiene

buena conexion.

Estos iconos indican pobre servicio inaldmbrico, lo cual puede significar o que el router

inaldmbrico queda demasiado lejos

o puede haber obstrucciones (paredes o malla metdlica en las paredes) entre la computadora y
el router.

. Este icono indica que la computadora estd conectada a través de un cable de
“'“g‘ ﬁ Ethernet (fisico) y tiene conexidn.

Si ves una marca de exclamacidn, puede que tengas un problema con la conexién y estés
conectado a una red de

visitante que requiera contrasefia u otra forma de autenticacidn para establecer una conexién
completa.

Paso 5: Si NO estds conectado a una red, haz clic en este icono .

Paso 6: Si estas usando una computadora portatil, puedes ver una lista de redes inaldmbricas
disponibles. Selecciona tu red de WIFI.

AVISO: También te puedes conectar a Internet usando un cable de Ethernet. Enchufa un lado del cable
en tu computadora portatil y el otro en un puerto de Ethernet, el que se encuentra normalmente en la
parte atras del router inaldmbrico. Puedes verificar si esta funcionando si ves luces brillando
intermitentemente adentro del conector.

Paso 7: Una vez selecciones la red, haz clic en “Connect”.
Paso 8: Se te pide entrar la contrasefia si tu red la requiere. Ingrésala ahora y haz clic en “Next”.

AVISO: Las contraseiias son sensibles a mayusculas y minusculas, lo cual quiere decir que debe verse
igual a cdmo fue ingresada originalmente. Si se supone que la contrasefia sea “PASSword” pero se
ingresa como “Password”, no te dejard conectarte.
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Paso 9: Si la contraseia fue ingresada incorrectamente, veras “Connected”. Espera al menos 90
segundos antes de iniciar la sesidn por primera vez.

Paso 10: Una vez hayas verificado el acceso a Internet, ingresa tu ID estudiantil en el campo de
nombre de usuario el que se ubica en la parte arriba y la contrasefia abajo.

AVISO: Las contraseiias estudiantiles comienzan con “Sp” seguido por tu fecha de nacimiento de
formato MMxDDxAA. EJEMPLO: Sp123100 para el 31 de diciembre de 2000. Si la contrasefia se ingresa
incorrectamente 5 veces, serds bloqueado por 5 minutos. Si es tu primera vez iniciando la sesién en la
computadora portatil estudiantil, Windows te orientara con una presentacién de configuracién la
primera vez que enciendes la computadora, lo cual puede tomar unos minutos para hacer.

Paso 11: Una vez iniciado, la computadora te llevara al escritorio. De aqui, todo ya debe estar
listo para que empieces a usar la computadora.

La computadora portatil no se enciende

Paso 1: Verifica que el cargador ha sido insertado completamente en un enchufe/multiple que
funcione, y si estd insertado en un multiple, verifica que esta encendido.

Paso 2: Verifica que el cable de enchufe esta insertado completamente en el dispositivo
cargador (donde el dispositivo cargador y el cable de enchufe se separan).

Paso 3: Inserta completamente la punta del cargador en el puerto de cargador.

AVISO: Para las computadoras portatiles de Lenovo, al conectar la computadora al cargador, puedes ver
que el botén de inicio brillard intermitentemente para indicar que el cargador estd proporcionando
poder a la computadora portatil. Las computadoras portatiles de HP tienen una luz directamente al lado
del puerto de cargador que se iluminard. Las computadoras portatiles de Dell tienen una luz en la parte
derecha inferior del dispositivo donde se coloca la palma que se ilumina al conectarse al cargador.

Paso 4: Presiona el botdn de inicio por 2 segundos y espera 5 segundos (las computadoras
portatiles de Dell y HP pueden tomar unos segundos para fijar algo al encender).

Paso 5: Si no pasa nada, presiona y aguanta el botén de inicio por 10 segundos. Esto apagara la
computadora. (A veces las computadoras portatiles pueden colgarse en el modo “Sleep” y
tener problemas al reiniciar. Este paso lo debe solucionar también.

AVISO: Apaga la computadora una vez acabes de usarla y reiniciala a diario. No reiniciarla o cerrar la
pantalla después de usarla puede resultar en problemas de conexion o problemas de encender
apropiadamente.

Centro de software

El Centro de software es una aplicacidon usada por ambos estudiantes y maestros para
descargar e instalar varias aplicaciones gratis que se hacen disponibles por el Departamento de
informatica. Las aplicaciones mas usadas son Microsoft Office (para crear/editar documentos) y
Microsoft Teams.
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Paso 1: Comienza al hacer clic en este icono: ubicado en la parte izquierda inferior de
la pantalla e ingresa “Software Center” (sin cuotas). Debe aparecer como la primera opcién.

AVISO: También puedes encontrar el Centro de software al hacer clic en el atajo de IT HUB ubicado en el
escritorio. De alli, haz clic en la casa en el rincdn superior de la pantalla, y después haz clic en “Software
Center”.

Paso 2: El Centro de software abrird una nueva ventana y ensefiara las aplicaciones

disponibles para descargar después de unos segundos.
Paso 3: Ubica y selecciona la aplicacién que deseas instalar.

Paso 4: Haz clic en el botdn de instalacidn para comenzar a instalar la aplicacién.

Paso 5: Después de que la aplicacion termine de descargar, iniciard el proceso
de instalacidon automaticamente. Paso 6: Una vez se complete la instalacion,
el botdn de instalacién se cambiard a un botén de desinstalacion. AVISO: Se
ruega reiniciar tu computadora portatil después de instalar software.

Por si requieres mas asistencia...

Si sientes que necesitas mas ayuda después de seguir esta guia de solucidn de problemas, no

duda en abrir la aplicacién de Microsoft Teams y encuentra el Equipo de Student Help Desk e

ingresa tu(s) pregunta(s) en el chat. Un personal del Departamento de informatica respondera
lo mas antes posible.

Si no puedes encontrar la aplicacion de Microsoft Teams en tu dispositivo, lee a continuacion
los pasos de como acceder a Microsoft Teams.

Como instalar Teams de varias maneras

There are multiple ways to get to Microsoft Teams should you need more assistance. The
following will guide you on how to access the apps on different devices.

Aplicacién de Teams
en el escritorio

Q
Paso 1: Comienza al hacer clic en este icono: ubicado en la parte izquierda inferior

de la pantalla e ingresa “Software Center” (sin cuotas). Debe aparecer como la primera opcion.

AVISO: También puedes encontrar el Centro de software al hacer clic en el atajo de IT HUB ubicado en el
escritorio. De alli, haz clic en la casa en el rincdn superior de la pantalla, y después haz clic en “Software
Center”.

Paso 2: El Centro de software abrird una nueva ventana y ensefiara las aplicaciones
disponibles para descargar después de unos segundos.
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Paso 3: Ubica y haz clic en Microsoft Teams en el Centro de software.

Paso 4: Haz clic en el botdn de instalacidon para comenzar a instalar la aplicacién.

Paso 5: Después de que la aplicacion termine de descargar, iniciard el proceso de instalacidon
automaticamente.

Paso 6: Una vez la instalacidon se complete, debe haber este icono: [t en tu escritorio.

Paso 7: Haz clic en la aplicacién de Teams y abrela. it

Teams

Paso 8: En el lado izquierdo de la ventana, haz en este icono:

Paso 9: Busca el Equipo nombrado Student Help Desk, eligelo, e ingresa tu problema o
pregunta en el chat.

Version Web

Paso 1: Desde el escritorio, haz clic en este icono: . Si elicono no esta, abre un navegador
web y visita E. www.office.com y haz clic en “Sign In”.

Paso 2: Haz clic en este icono: para abrir la aplicacion de Teams.

o . . W
Paso 3: En el lado izquierdo de la ventana, haz clic en este icono:

Paso 4: Busca el Equipo nombrado Student Help Desk, eligelo, e ingresa tu problema o
pregunta en el chat.

Dispositivos celulares

- E
u para ioS .

Paso 1: Pasa al App Store
o la tienda de Google Play Paso 2: En el @
area de busqueda, ingresa “Microsoft

Teams”.

Paso 3: Descarga la aplicacion titulada Microsoft Teams.
Paso 4: Una vez instalada, abre la aplicacion.

Paso 5: Registrate en la aplicacion usando tu email de las Escuelas Publicas de Springfield, el
gue se ve asi:



http://www.office.com/
http://www.office.com/
http://www.office.com/
http://www.office.com/
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IDestudiantil@springfieldpublicschools.com y usa la misma contrasefia que usas para
registrarte en la computadora estudiantil, ejemplo: Sp123100.

Paso 6: Se te pide la primera vez que te registras si quieres prender notificaciones y permitir el
uso del micréfono (se usa para el chat y reuniones). Permite acceso.

Paso 7: Haz clic en “Next” hasta que
llegues a la pantalla principal.

) . . . . i
Paso 8: En la parte inferior de la aplicacion, haz clic en este icono:

Paso 9: Busca el Equipo nombrado Student Help Desk, eligelo, e ingresa tu problema o
pregunta en el chat.
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End Cover Page /agina de portada final:

If you have any questions, contact IT, the Student Help Desk, or the Tech
Coordinator: Brandon Bass bassb@springfieldpublicschools.com If you know of
any additional resources, you can add them here and send them out to families. Or
you can easily send over new information to the person directly.

Si tiene alguna pregunta, comuniquese con TI, la Mesa de ayuda para
estudiantes o el Coordinador de tecnologia: Brandon Bass
bassb@springfieldpublicschools.com Si conoce algun recurso adicional, puede
agregarlo aqui y enviarlo a las familias. O puede enviar facilmente nueva
informacion a la persona directamente.
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