V.

How do | log on for the
first time?

Once a user’s account has been created,
he/she can sign on to any of the BISD
desktop computers.

For “standard” employees (and Long-Term
Subs), the first log in forces the employee to
define a password which he/she will use for

all of the resources defined here. Substitutes

see “Substitute Logon”.

Passwords must match these requirements:

1.
2.
3.

Be at least eight (8) characters long
Contain at least one (1) “capital” letter
Contain at least one (1) number

The employee should decide on this
password prior to logging into the computer
system.

On any BISD computer, the employee
should:

1.

Ok wN

© N

9.

10.

11.
12.

Turn the computer on, or have any current
user log off of the computer.

Press Ctrl-Alt-Del

Click the “Switch User” button

Click the “Other User” button

Enter the user’s user id in the “User name”
field

Do NOT type anything in the “Password” field
Click the “Right Arrow” button

Click “OK” on the “The user’s password must
be changed...” message.

Leave the “old password” empty

Type the password decided upon above in
the “New Password” and “Confirm Password”
fields.

Click the “Right Arrow”.

Click the “OK” button.

VL.

VII.

How do | log on for the first time?
(continued)

The password is now set and will be used for
all computer, Google and TEAMS access.

It is a violation of the district Acceptable
Use Policy to share your password.

Information Services suggests that you WRITE
down your password and store it SECURELY in
your wallet for future reference.

How do | log on to
Email?

BISD utilizes Google Mail (Gmail) as our email

system. To sign on to email:

1. Open a web browser.

2. Goto http://www.gmail.com

3. Enter the email address, which will be the
employee’s user id followed by “@bmtisd.com”
lLE.: User Id: jdoe

Email: jdoe@bmtisd.com

4. Click the “Next” button

5. Enter the password defined previously

6. Click “Sign In”.

Substitute Log On

Substitute accounts use a predefined
password. The password can be found on the
“‘About Me” page (see “What is my account
information?”) beside the heading “Substitute
System PIN”.

To log in, use steps 1-5 of the log in
procedures, but use the “PIN” as your
password.
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Beaumont ISD

New Employee
Technology
Information

This brochure covers a few topics to get a
new employee started:

Joining the team - Intro
Trouble?

Tools

Account Information
Logging in the First Time.
Email

Substitutes
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