Logging into the Web Site

1. Go to www.saffordusd.k12.az.us
2. In the upper right corner are buttons.  Click on STAFF LOGIN / LOGOUT.  The button will remain red the entire time you are logged in to the web site.  If you are not actively using the web site for twenty minutes, you will be automatically logged out.
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3. On the next screen you will need to put your user name and your web site password.  If you have forgotten your password or never logged in before, you can click on FORGOT YOUR PASSWORD? and your password will be e-mailed to your GroupWise account.
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4. Click Login and you will be taken to the next screen.
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5. From this page you will see the number of technology work orders you currently have open and any messages you have with your work orders.  You can click on that link to view them individually.

6. You can also click directly to your Department Web Site or your Teacher Page from this page so you don’t have to use the drop down boxes to get there.

7. You can Change Your Password from this page or Update Your Personal Location.  

8. Finally you will see any updates or news about the web site that you may be interested in reading.
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Personal Location is where you enter your home address.  Doing this does not mean it automatically gets published on the web site.  We want everyone to enter his/her home contact information.  You will then have the choice of where you want your home information published.  This allows you to make it VISABLE TO PUBLIC, which means anyone on your web site will see it, and /or PUBLISH IN EMPLOYEE DIRECTORY means only teachers logged into the web site will see it.  We strongly recommend publishing to the employee directly, no matter what, as teachers who do not have their teacher directory print out with them will still be able to access your home information in case of an emergency.
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