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This bulletin establishes the policy and procedures teachers are to follow when accessing the
Online Progress Reports and the Student Online Assessment Reports (SOAR) to ensure that
student demographic, progress marks, and SOAR results are kept secure and access to
student data is provided to those with proper authorization.

Previously Online Progress Reports could only be accessed from the school’s intranet or
from dial-up at home using a LAUSDnet access phone number. The Planning, Assessment
and Research Division is finalizing security plans to allow access to Online Progress Reports
and SOAR from home using any Internet Service Provider (ISP) including cable or DSL
access in addition to the currently available access.

The Division will make every effort to allow this additional access beginning in mid-January
2004. However, due to the sensitive nature of the information the system contains, outside
access will not be provided until the District can assure that the system meets reasonable
confidentiality requirements commensurate with the risk of exposing a sensitive system to
the Internet.

In order to maintain the security of all student data, teachers are to follow the
procedures listed below:

I. ACCEPTABLE USE POLICY (AUP)

All Online Progress Report users must read and agree to the District's Acceptable
Use Policy (AUP) by signing the online and hard copy of the AUP.

II. EMAIL ADDRESSES

Users must obtain a LAUSDnet email addresses. If users do not already have a
LAUSDnet e-mail account they may obtain a LAUSDnet account by faxing an
application for LAUSDnet — ONLINE PROGRESS REPORT CARD to (213)
241-8498. (See attachment.)
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III. PASSWORDS

Beginning in January 2004, teachers must change their access passwords every
180 days (6 months). Instructions are available on the ESIS website log-on menu
and a short downloadable and / or printable PowerPoint training guide will also
be available.

A. Passwords cannot be re-used and will need to meet certain specifications:

1. The password must have at least one number in the password that is a
minimum of eight (8) characters in length (example: ABCDEFGI)

2. The same letter or number cannot be repeated more than twice.

3. If, after a new password has been established and the user has made (five)
failed attempts to log-on, access will be blocked to that user for 6 hours
unless they call ESIS to re-establish access.

Remember if 4 (four) unsuccessful attempts have been made, request that
a new Online Progress Report password be sent via their LAUSDnet
E-mail account before making a fifth attempt.

AUTHORITY: This is a policy of the District.

RELATED Bulletin (BUL-339) — Elementary Progress Report Marking Practices & Procedures
RESOURCES:

Memorandum No. M-225: Dates for Required Progress Reports in Elementary
Schools, 2003-2004.

ATTACHMENT A - Application for LAUSDnet account

ASSISTANCE:  For assistance or further information for Online Progress Reports, please contact
Elementary SIS Support at (213) 241-4617.

For assistance with SOAR, please call School Information Branch at (213) 241-2450.
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PLEASE DUPLICATE AS NEEDED

Los Angeles Unified School District

s LAUSDnet Application = ONLINE PROGRESS REPORT CARD

<
OF ED\)GP (to be used for a new account or for reactivation of an old account)

157915\¢

(Applicants must be District Employees)

Have you applied before for an LAUSDnet account? (YES) (NO)
If YES when: Login Name: (if known)

This application may be used to request an LAUSDnet account for a District Employee.

Student accounts are issued under the auspices of a teacher. (Please call (866) 633-8110 for the
Student account packet.)

LAUSDnet diskettes (Version 2 - for older computers only) with instructions for setting up and dialing into

LAUSDnet are available at school sites or for download on the web. (http://www.lausd.k12.ca.us/lausd/
help_files).

No software is required for Windows 95, Windows 98, or MacOS 7.6 and above. Instructions are
available on line at http://www.lausd.k12.ca.us/lausd/help_files or at school sites.

For an LAUSDnet account, complete the following:

First Name Last Name Employee/Contractor Number
Site Name Location Code
Work Phone

Your account will be sent via school-mail to
the District location indicated to the right. School /Office (Mail code if Elem. School
Please accurately complete this
information.

Rm. Number (if applicable) and / or additional location information

| understand that by accepting this LAUSDnet account, | agree to completely follow the LAUSDnet Acceptable Use Policy
and that violation of the AUP will result in the termination of this account or other disciplinary actions by the District.

Signature of Applicant Date
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Please return this form via school mail to: Or FAX the completed form to:

Planning, Assessment & Research Division (2 13) 241'8498

Student Information Systems Branch
Elementary SIS, 23rd Floor No cover page required



	ROUTING

