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2012 Laptop Refresh

Please do the following:
1. Sign in on the sheet

2. Get your laptop from the table by the door

3. Get your Bag from the table by the door

4. Find a seat

5. Wait for further instructions

I want you to have a great 
start and feel that you 
have the technology

under control…
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Press this button to TURN ON

Let’s log on…..
Your username and password were not changed

WAIT for the RED DOT and message 
"network accounts are unavailable"

TO DISAPPEAR

IMPORTANT: When you are off of the district network- the RED DOT 
will not disappear- so just log in.
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Can we try for something a little more secure?

INCLUDE:
•  Uppercase letter
•  Lowercase letter
•  Number
•  Symbol
•  8 character minimum

SUGGESTION: Try a root phrase

How to Change Your Password

• Go to APPLE MENU

• Select SYSTEM PREFERENCES

• Select USERS & GROUPS



August 13, 2012

CLICK

2. Enter old password

3. Enter new password

4. Enter new password again

5. Enter a password hint.

Passwords can only be changed while on the OPUSD Network!

How to RIGHT CLICK on a Mac

+ CLICK = RIGHT CLICK
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Let’s start in the MENU BAR…
the MENU BAR runs across the top of your screen in EVERY application

BUT will always begin with:

– The APPLE MENU

– The name of the current application

– the FILE MENU

– the EDIT MENU

– will always end with the HELP MENU for the application

The LEFT SIDE of the MENU BAR varies from application to application:

No matter which application you are using-
HELP will always be in the menubar
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Let’s continue in the MENU BAR…
the MENU BAR runs across the top of your screen in EVERY application

and includes such things as:

– Home Sync

– Bluetooth

– Airport (wireless connection)

– Sound

– Battery info

– Date & Time

– Spotlight

– ...and we will need to add DISPLAY

The RIGHT SIDE of the MENU BAR remains constant 

How to Add the DISPLAY MENU to the MENU BAR

• Go to APPLE MENU

• Select SYSTEM PREFERENCES

• Select DISPLAYS
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How to Add the DISPLAY MENU to the MENU BAR- continued

Check the box next to:

SHOW DISPLAYS IN MENU BAR

Notice that the DISPLAYS icon now appears in the MENU BAR

This where you select MIRROR DISPLAY to have your computer screen show on the 
Smartboard. This is also where you select extended monitor.

Bluetooth

ALWAYS leave DISCOVERABLE unchecked (off)
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OPUSD WIRELESS

Airport- Wireless Network 

We DO NOT support home wireless networks-
To use your home wireless- work with the person who set up 
your home network

Sound Output 
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Battery 

synch

laptop server

Synching only happens when you are on the district network!

Home Synch
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Your laptop will SYNCH 
whenever you START or SHUTDOWN…

sometimes this is convenient…

but often it is NOT convenient…

THEREFORE- You can force SYNCH your laptop by going to 
the double house icon in the menubar 
and selecting SYNCH HOME NOW

IMPORTANT:

We DO NOT back up
PHOTOS

VIDEOS

MUSIC

You will need to do this on your own.
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SPOTLIGHT-
will find ANYTHING on your computer

How to change the behavior  of the TRACKPAD

• Go to APPLE MENU

• Select SYSTEM PREFERENCES

• Select TRACKPAD
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This will take you a screen where you can 
view what each trackpad gesture does:

Keyboard Buttons



August 13, 2012



August 13, 2012



August 13, 2012

What's up with my DOCK?

What's up with my DOCK?

To the LEFT of the SRI icon

are the "standard set of application icons"
*these cannot be removed from the dock
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What's up with my DOCK?

To the RIGHT of the SRI icon

are applications that you have added. 

*You can edit these.

and to the LEFT of the gray "runway"

What's up with my DOCK?

To the RIGHT of the gray "runway"

are documents that you have added 

and SHARED FOLDERS
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To change the location of your DOCK…

Your FINDER is similar to a Table of Contents

 ...your FINDER will become      your BFF

•  CLICK on your FINDER icon now.
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When you select a location- 
there are several VIEWS available

ICON  VIEW
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LIST VIEW

COLUMN VIEW
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COVER FLOW  VIEW

To select what to show in your FINDER side bar

Go to FINDER>Preferences

Select SIDEBAR

Check the items you wish to show
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ACTION DROP DOWN 
(GEAR)

You can SORT the displayed items
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JAMF Self Service

Open Firefox

Go to:

http://www.oakparkusd.org/laptoprefresh
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How to take a SCREEN SHOT 
(*works in any application)

+ + 4

Power Cable
Ethernet

Firewire
Display- Dongle goes here

USB
USB

SD Card
Audio Out

DVD/CD
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Seriously?...a DONGLE?

YES...it is used to connect Smartboards, monitors and projectors.

We provide this one. 

If you lose it- you will need to purchase one at the Apple store.

For 21st CC Teachers:
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Power Cable- Always plug in power block when running Smartboard

Display- Dongle goes here

USB- USB Cable from Smartboard

Audio Out-Audio Cable

VGA from Smartboard

How to connect a SMARTBOARD

SMART Notebook software

If you see this screen- check the box 
in lower left and click OK
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SMART Notebook 11 software

There will a one hour online tutorial about

 

posted on the Staff Development page that 
will count for BuyBack time. It will be posted 
by July 1st.

You’ve got mail…

utlook

Open Outlook now and check your e-mail
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Anyone who does not see their mail or 
cannot open OUTLOOK-

RAISE YOUR HAND

To learn more about utlook:

Go to HELP > OUTLOOK HELP

Click on a topic or type in what 
you are searching for.

For even more HELP click 

GO ONLINE
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There are FABULOUS tutorials online
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Let's make OUTLOOK our default e-mail application:
This will allow you to e-mail directly from other Office applications.

Go to OUTLOOK > PREFERENCES

Select GENERAL

Check the box next to
"Make Outlook the default application for e-mail, contacts and calendar."

Then quit Outlook to apply the change.

Please change your handout:
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Open a Word document from your 
DOCUMENTS folder:

Go to FILE > SHARE > E-Mail as Attachment
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Outlook opens a new mail message-

 with the document already attached!

Thou shall not use district e-mail to:

•  send or receive personal pictures or videos

•  advertise items for sale

•  forward all of those cutsie chain mail jokes, etc.

•  for political purposes.
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About the HelpDesk….

there are 3 ways to get to the 
HelpDesk

…well actually there is also a 4th way too…

Before you place a HelpDesk ticket…

RESTART YOUR COMPUTER
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Over 50% of the time
that’s the MAGIC WAND

Let's start at the district web site:
http://www.oakparkusd.org

You can access the HelpDesk 24/7
...anytime...anywhere you have web access
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1st way….
and by far the easiest way

Regardless of where you are on the district website-
The Tech HelpDesk global icon will ALWAYS be at the very top.
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2nd way….



August 13, 2012

3rd way….
Just enter:
http://www.oakparkusd.org/helpdesk
in your browser.
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Click REQUESTOR

Groupname= opusdtech  Username= your username

Check REMEMBER GROUPNAME & USERNAME

Click if you forgot your password 

Enter PASSWORD Click LOGIN

You should land on your HelpDesk HOME

NOTE: there are 4 TABS

Click on MANAGE PROFILE
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Add your cell phone # and click SUBMIT

Click on CHANGE PASSWORD
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NEVER use your district password 
as your HelpDesk password !!!!

Enter a new password & retype it in the 2nd box

Click CHANGE

Since the HelpDesk does not contain secure info- 
you can keep your password as changeme

Now let's see how to place a NEW ticket- click the NEW TAB

Enter a SUBJECT that names your issue

You must select a CATEGORY

The Tech Dept will determine 
the importance during triage

DESCIPTION: Give as much detail as possible. 
The more info you give us- the faster we can pinpoint your issue

ALWAYS Enter your Room #
Click SUBMIT
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Click OK

You be returned to the LIST TAB

Your new ticket will appear in the list, 
as well as any other tickets you have

You can check on progress by clicking on a ticket in the list
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Here you will see all the notes that our fabulous 
techs add as they work on your issue.

…all tickets are “triaged” when they come in.
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…we take care of fires first.
Please don’t yell “FIRE” unless there are flames!

Thou shall not- “shoulder tap”

kidnap, grab, flag down, bribe, or tackle a tech

even if they are at your site.
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…they are on a mission with an assigned task list

…please do not make their mission impossible!

..there are other users in line ahead of you
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You can e-mail the HelpDesk:

helpdesk@oakparkusd.org
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2. Enter your usual district user name        (Example: jmintz)

3. changeme                                         (Default password)

1. Click Sign In

4. Click Sign In

NEVER use your district password 
as your Schoolwires password !!!!

Let's get signed in.....

The Dreaded Uh,Oh box- and how to make it go away!

If it doesn't disappear when you click OK- 
then try hitting the RETURN KEY
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No worries...
just click FORGOT MY PASSWORD

1. Enter your user name

2. Click SEND PASSWORD

your password will be immediately 
e-mailed to your district e-mail account

...then-
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Q- "How can I tell if I am signed in?"

A- You will see SITE MANAGER here

YOU
HAVE
ACCESS
TO

COWS
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OPUSD COW (Computers on Wheels) Teacher User Agreement
Only teachers who attend a training session and sign this agreement may sign out COWS. There will 

be a roster of teachers who have completed the training posted on the district tech site (viewable 
only by OPUSD staff).

I understand and agree to the following terms: (Initial each item)

• Use of the COW is a privilege.
• I am responsible for the equipment.
• I am responsible for student behavior.
• Location & terms of sign-up for use of COWs is a site 
decision.
• The COW must be locked at the end of each school day with 
the supplied padlock.
• All laptops must be plugged into the chargers at the end of 
each school day.
• The cart must be plugged into a surge protector, NOT directly 
into the outlet.
• STUDENTS MUST NEVER MOVE A COW from room to 
room…ever!!!!!!
• Laptops should have a skid-proof placemat under them when 
they are on student desks.

Ahhhhhhhhhhh… the magic box 
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We are here for YOU !

…working to facilitate & implement technology that will impact 
the way we teach, learn and communicate in OPUSD.

Please invite me…
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If you are already a Jedi Master on a Mac-

You may gather your things and be on your way...

If you are not a Jedi Master on a Mac-

Take a quick stretch-
and I will be your Mac Yoda when you return!

What’s up with MY DOCS?
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a ordabout ord

Let’s make a DOC, Doc.
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1. Select the SAVE ICON

2. Go to FILE àSAVE

3. Use the keyboard shortcut

How to SAVE a File- 3 Different Ways

• Name the File
• Select the place you want to save it.
• Select the format (.doc)
• Click SAVE
…or if you want more options for WHERE TO SAVE- CLICK
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Now you can pinpoint the 
save location.

Okay- now let's open this up for your questions.
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...ummm...how do I shut this thing off?

Click on the APPLE MENU

Select SHUT DOWN


