Below is a list of items that the Technology Department recommends users complete before leaving for the summer. Not all items will apply to every user.   
· Clear out email, voicemail, and user folder
☺ Clear out any email or voicemail messages that are not needed. Be sure to check the ‘Junk Items’, ‘Sent Items’ and ‘Deleted Items’ folders in your email.
☺ Server space is limited, so please clear out any unnecessary files from your user folder on the server (f:\users\username ex: f:\users\jsmith.ae). Also, note that student’s user folders will be deleted. Please advise them to copy any files they would like to keep to a USB Drive.
· Exporting of lesson plans from classroom module
It is not necessary to export lessons plans this year on the new iNow program.  You can access the data by changing the academic session upon login.

· Print Staff Page Instructions

Important information will continue to be posted to the Staff Page all summer. If you have Internet access at home and would like to occasionally check the Staff Page, be sure you print the instructions on how to do this at http://www.calhoun.k12.al.us/files/staffpage.pdf .  The instructions for checking your school email from home are also on this page. If you are still unable to login to the staff page following these directions, it may be necessary for you to use another browser, such as Firefox or Chrome.
· Change Password

Change your password so that it will not expire over the summer. You will need it to remain valid if you want to access the Staff Page or your email during the summer.

( Press CONTROL+ALT+DELETE keys (all three keys at the same time).

( Click the CHANGE PASSWORD button.

( Complete the form with your current password then your new password twice.

( After changing your password, verify that the new password is working by logging-off the network and then logging back onto the network. If your password does not work at this time, please call x7483 or x7476 for assistance.  The Technology Department will not change your password via telephone during the summer months without administrator approval.
· Submit Technology Work Orders

Submit Work Orders for any problems that you are having with any of your computers so that they can be taken care of over the summer.  Please include as many details as possible and an optional home phone number in case we need to call you about the problem.
· Verify Technology Inventory 

Ensure that all computers in your area have been inventoried using the online audit. This can be verified by logging onto the computer and opening the Staff Page.
If the audit has not been completed, the audit screen will appear.
If the audit has been completed and you want to verify the barcodes entered previously, click on the small blue computer screen located just below the tab SYSTEM and to the left of the words CALHOUN COUNTY SCHOOLS NEWS.  You can change or add the correct barcodes or any other information, at this time. NOTE: Make sure the correct school code is highlighted before clicking on the submit button at the bottom of the screen. 
Inventory and store in a safe place all auxiliary technology items, such as: slates, IP phones, iPads etc. This inventory can be entered under the Classroom Inventory link on the staff page and Print a classroom inventory list – turn a copy into the Principal (if required) and take a copy home.  Notate on the sheet where the items have been stored.
· Turn Off All Computers (Desktop and Laptops)
Turn off and unplug all computers and monitors in your classroom before leaving for the summer.  Leave any black boxes (switches), servers, or network equipment on. Ensure all laptops have been stored and secured. NOTE: 5-port switches located in the classroom can be turned-off.  If you have any questions regarding what to turn off or leave on, please contact the Technology Department at x7483 or x7476.
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