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Technology Access for Secondary Students

Step 1. Launch Word to Activate Office

Click on the Windows Key: o os e
¢ In the box to the right, type .
‘Word’
e Click on Word 2016 in the ~ b
blue box at the top of the list N ,
PPs
= WordPad
Web >
2 word
Store >
Windows Key
B word
X
Activate Offlge box pops up: . Activate Office
e Type in your LWSD email
addl’eSS To activate Office, enter the email address that's
° ClICk NeXt associated with your Office subscription.
‘ Type your email address or phone number
P y stah t
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In the Office 365 box, type your
password under your email address
e Click Signin

In the First things first box
e Click Accept

Wait for Word to open

You’re done, X out to close Word

IJ Office 365

Work or school, or personal Microseft account

kkier@lwsd.org

Password

Can't access your account?

B® Microsoft

® 2016 Microsoft

Terms of use  Privacy & Cookies

First things first.

This product also comes with Office Automatic Updates.

By clicking "Accept" you agree to the Microsoft Office License \

View Agreement

Agreement. Accept

—

v.08.2016




Step 2. Change your default browser

Press the Windows Key and
type “default programs”
e Under “Best Match” it will

show the “Default
Programs” setting menu,
click this.

h &
Best match

Default Programs
Desktop app

@ Default Programs

Desktop app
Settings
5% Default app settings
% Choose a default app for each type of file

¢3¢ Choose a default app for each protocol

Web

SO default programs

Default programs

This will take you to the
System screen:

Click on Default apps
Scroll down to the Web
Browser option, click it and
choose Internet Explorer
from the options.

Next, click on Choose default
apps by file type

& Settings

53 SYSTEM

d Display

Notifications & actions

Apps & features

Multitasking

Tablet mode

Battery saver

Power & sleep

Storage

Offline maps

Default apps

About

Offline maps

Default apps

About

Find a setting

Music player

' VLC media player
=

Phote - Choose an app

E E Microsoft Edge

Recommended for Windows 10

Video Firefox
= Internet Explorer

g > 3

Web £

E Microsoft Edge

Reset to the Microsoft recommended defaults

Reset

e Choose default apps by file type
Choose default apps by protocol

Set defaults by app
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Scroll down to change your .pdf
default to Adobe Reader:

e Scroll down to .pdf (this is a
long list, but it is alphabetical
by file type, so look for the
“.p” file names)

e |If the app is not Adobe
Reader of Adobe Reader
DC, select what is there

.pch + Choose a default

PCH File

.pdb + Choose a default

PDB File

.pdf L Adobe Acrobat DC
—'7 Adobe Acrobat Document ==

pdfxml

4 Choose a default
Adobe Acrobat PDFXML Document

-pds Choose a default

and choose one of the PDS File T

Adobe products.
e Close the file.

Step 3. Adding a Printer:
Begin by clicking on the ST 1 DV
Windows Key on the bottom h @ More /i
right of your desktop and type et match |
printer i
B Devices and Printers

Above, Click on Devices and Control panel I
Printers in the blue box Settings >

£ Printers & scanners

£ Connected device settings
% Advanced printer setup
% Share printers

£ Change default printer

£ Change advanced color management
settings for displays, scanners, and printers

Web >

L printer

Store >
I I

prlnterl
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-

In the box to the right, type 1 ¢ setings - o

‘add a, in front Of the Word 2§3 SEARCH RESULTS \‘i add abrinter

printer

~o @ Printers & scanners

The Printers & scanners box
will pop-up, click on the box

=

Click on Add a printer or T ¢ setings - o x
scanner £ pevices

| Find a setting L

Printers & scanners .
Add printers & scanners

Connected devices

— + Add a printer ar scanner
Bluetooth

Click on The printer that |

want isn'’t listed
Add printers & scanners

Refresh
O

TP The printer that | want isn't listed

In the Find Printers box: T® Fndprntes _ o x
e Enter the printer name 1 Ele Edit View
and click Find Now ~
° The printer yOU are : In: | _| Entire Directory ~ Browse...
looking for will be listed | ¢ Pirters Fostues Advances *
under Search results T (rcasrmmoro: i
e Double click on the d ' : Stop "
printer name 1 | ‘Location: | | == |
: Model: | | = j
To search for printers in your 7_)" ¢
school: ]
e Type PB-xxx or PX-xxx oK ]
(xxx= your school number) | _ 1
and click on Find Now piSearch esute '
e All of your school printers will | Name Location Model 3
be Shown (the”- netWOfk ] 51 PX-487-RM201-01 Ricoh - Upstairs Werkroom RICOH Pro 907EX PCL & i

names include the number of
the room location)

e Double click on the printer
you are searching for from
the list
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You will receive a message X
that you have successfully o & AddPrinter
added the printer
e Click Next You've successfully added PX-487-RM201-01 on srvprte4-01.lwsd.k12wa.org
1
I Printer name: PX-487-RM201-01 on srvprt6d-01.hwsd k12wa.org
|
This printer has been installed with the RICOH Pro $07EX PCL & driver. I
E
1]
€
]
€
]
~ i
Cancel EI
T T el
If you wish, check the default x1
printer box and Print a test I @ AddPrinter
page
e Then click Finish You've successfully added PX-487-RM201-01 on srvprt64-01.lwsd k12wa.org
1
[ Set as the default printer I
.
To check if your printer is working properly, or te see troubleshooting information for the printer, print a C
test page. it
I
Print a test page b
I
~ i
i
Cancel I_!

Step 4. Logging onto Student Portal and PowerSchool:

e When you log onto the student portal or PowerSchool, your username will be s-username
and your password will be your LWSD password.

Step 5.

e If you have trouble with your device, click on the link for information on ‘Maintaining and
Troubleshooting your Laptop’
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