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INTRODUCTION

The Long Beach Unified School District’'s PORTAL (myLBUSD) provides users with
access to District applications, services, and content from any Internet browser. This
User's Guide provides useful information concerning PORTAL services, applications,
and content that is available through the product.

The PORTAL User's Guide can provide helpful information on any of the following
topics:
Logging in to the Portal

SCA (Secure Cloud Access) webDesktop

Personalizing your webDesktop

Manadging vour Account Information

Changing Your Password

Resetting a Forgotten Password

Managing other Passwords

Accessing Your Files

webStorage

Please take a few minutes to review the User Guide to familiarize yourself with some
of the services and applications that are available through the PORTAL.



Logging In To The Portal

Login

The PORTAL is accessed by directing your browser, from anywhere in the world, to
http://myLBUSD.lbschools.net for employees or http://studentL BUSD.Ibschools.net
for students

or click the “myLBUSD” or “studentLBUSD” links on the District web page
(www.lbschools.net)

search topic

To login to the PORTAL enter your network login ID (such as jsmith) and your
network password. This is the same ID and password that you use first thing in the
morning when you turn on your computer at work.
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Secure Cloud Access

SCA webDesktop

The Secure Cloud Access webDesktop is your browser interface into PORTAL services
and applications. It was designed to be used on various devices including desktops,
laptops, tablets and smartphones. The webDesktop provides access to all content
and services from one convenient location. Much like your regular desktop, the
webDesktop organizes and displays all the web applications, services, and content
you have access to when you are logged in to the PORTAL.

The webDesktop (displayed below) provides PORTAL users with a paged presentation
of all the PORTAL services, applications, and content that is available to the logged in
user. This Workspace Menu contains page names (or screens) listed across the
bottom of the webDesktop: Home, My Tiles, Account, Applications, Desktop and
Reports. The interface can take advantage of touch interface technology and swiping
between screens.
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The different screens contain tiles that provide quick and easy navigation to all
corporate services and resources that are available to a user through the PORTAL
System. The menu system organizes PORTAL services into categories that can be
navigated by users. Under each menu (or page) is a list of available links in the
form of tiles that can be accessed by the PORTAL user. When you select a link the
web page, application, or service will be automatically loaded in the browser.



Help

Clicking the ? (question mark) will provide a description of webDesktop icons. A second
click will remove the help overlay.
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Shortcuts provide a list of links that take the user directly to the web page, service,
or application. This is useful for services that are frequently accessed.

Open Applications

Clicking or pressing the Open Apps icon will display the applications and services that
are open. You can toggle between them by selecting the desired tile. To close an
application simply select the X in the upper right corner of the tile.

Search

Selecting the Search icon will allow you to search the SCA webDesktop for
applications as well as search the Internet for any phrase typed in the input field.
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Personalizing the webDesktop

Personalizing the appearance of your webDesktop is critical when you need quick
access to important information and services. The SCA webDesktop allows you to
add your own custom links to the webDesktop. By long-pressing on the
webDesktop, you can select the ADD TILE option that will prompt for the URL and
name of the web site to add.

When you click Save, the new tile will appear on the My Tiles page.

webStore

The webStore has a list of web applications and services that you can add to your
webDesktop as a tile.

webStore
ﬁzﬁ View apps by categories

P &ﬁ Sort apps by popularity
? Search apps by keyword(<)

See the newes| apps Alphabatical sort

vt click for menu rd

Click for more info & options _ 2

W Non't show again




The webStore applications are organized by category for easier searching.
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When you press or click an app in the webStore, a window appears allowing you to
add it to the Desktop or immediately launch it.
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Viewing Account Information

Overview

The Account Information menu item displays information about the
user's account in the client frame of the browser. The Account
Information tile is found on the Account menu. The information that is
displayed is:

Account Information

Account Information

Account Information

Account

User ID: Viones
First Name: Veronica
Last Name: Jones
Department: Jefferson
Employee ID: E12345678
Contact

Email Address:
Phone Number:
Fax Number:
Location:
Name:
Address:

City, State, Zip:

Status
Portal Visits:
Last Login Time:

Client Number:

Vlones@lbschools.net
1234
4321

Jefferson

August 4, 2014 11:30:15 AM PDT

None

Max concurrent Logins: i g

o Portal Visits - number of times the user has logged into the PORTAL
system

e Last Login Time — last authentication to the PORTAL

¢ Concurrent Logins — maximum number of concurrent logins



Change Account Information

Overview

The Change Account Information application allows PORTAL users to i )
modify information about their accounts. Modifications made through N
the Change Account Information application will update your
information in the GroupWise address book. The application displays
information about the user's directory account in the client frame of the browser.

N hange Account Info

The following information can be updated through the Change User Information
application:

Change Account Info

Edit Account Information

Account

liser TD: Vinnes
First Name: Verorica
Last Name: Jones
Deparlment: JefTersor
Contact
Email Address: Vlones@lbschools.nat
Phone Number: 1234
Tax Number: 432
Locatlon: Jefferson
Address
Name:
Address:
P.0. Bux:
City:
State:
Zip:
Settings
Langudyes Use browser's confiqured language v
]
| Update Account Information
Contact

e Phone Number
e FAX Number



Changing Your Password

Overview
The LBUSD PORTAL provides PORTAL users with the ability to change 4
their account password as well as other application passwords. The

change password utility will update your network password. In order
to successfully change your password you will need to know the current
password.

The Change Password screen is located under the Account menu. Select the
Change Password tile and the Change Password screen will appear. This screen
will allow PORTAL users to modify their own PORTAL password. Changing your
PORTAL password also changes your network login password (since they are one in
the same).

Change Password

Change Password

0ld Password:
New Password:

Confirm Password:

Change Password

To change an account password simply:
1. Enter the current password into the Old Password field
2. Enter a new password in the New Password field.
3. Enter the new password in the Confirm Password field.
4. Select the CHANGE PASSWORD button.
5. Select the X in the upper right corner to close.
The password will be changed on the PORTAL and all District servers. You will

need to enter the new password the next time you authenticate to the
PORTAL or any District computer.



Resetting Your Password

Overview

The Configure Password Reset utility is provided to users for the e
purpose of resetting their password when it has been forgotten. By

providing the proper answers to challenge questions, users can reset a

forgotten password.

Registering to Reset a Password

Before you can reset a password you must register with the Password Reset Service.
The registration process will prompt for the answers to two challenge questions that
will be used to validate the password reset request later on. The steps below outline
how to register with the Password Reset Service.

1. Log into the PORTAL.

2. Select the Configure Password Reset tile located under the Account
menu.

3. Answer Question 1 by selecting the question that you wish to answer from
the dropdown panel and typing the answer in the ANSWER 1 field.

4. Answer Question 2 by selecting the question that you wish to answer from
the dropdown panel and typing the answer in the ANSWER 2 field.

The answers that are provided will be used in the password
reset process.

Configure Password Reset ey

Password Reset Configuration
Choose one of the questions in the list for each question, then provide an answer. You will have to answer these questions successfully if you ever need to reset your password
Challenge Questions

Question 1: What is your mother's maiden name?

Answer 1:

Question 2: What is the city you were born in?

Answer 2:

Update Configuration

5. Press the Update Configuration button to update the "Challenge"
questions and answers.

6. You are ready to reset your password



Resetting a Password

Once you have registered successfully you can reset your password anytime you
forget it. Follow the steps below to reset your PORTAL password.

1. From the PORTAL login screen select the RESET PASSWORD: hyperlink
2. Enter your network User ID

Reset Password

Tdentity

Instructions:

Enter in your identity (usually your account name or email) and click
the button to continue. If you do not remember your account name yau
will need to contact the help desk.

3. Select the NEXT button

4. Enter the answer to "challenge" question 1

Wk at is wour mothers maiden name™

Wik at is the city you were barn in™?

* Submit

5. Enter the answer to "challenge" question 2
6. Select the SUBMIT button

7. If you are successful in answering the questions you will be prompted to
reset you password

Change Password Q — X

Change Password

old -

New Password:

Confirm Password:

.Change Password |



8. Enter the NEW PASSWORD
9. CONFIRM the new PASSWORD
10. Select the CHANGE PASSWORD button

11. You will be automatically logged into the PORTAL

Managing Your Passwords

Overview

The Lockbox application provides PORTAL users with an interface to _1_,
manage their passwords to various applications and services. The

Lockbox encrypts and stores information specific to the PORTAL users

such as PIN numbers, Account IDs, and Account Passwords. When authenticated to
the PORTAL you will see a list of all account and password fields to other systems
that are available. You may set the values of these fields to enable the Single Sign-
on Process to other applications and services.

Lockbox Management

Password Manager

GroupWise Name T, ®

GroupWise Password T

Update Stored Passwords

System Name - The name of the account ID or password field that will store
credential information for a specific application.

Password / Value - enter the value of the account or password field for a
specific application

* Note - Select the Update Stored Passwords button to apply any
changes



File Services

Overview A

File Services provides you with access to home directories, shared

folders, and public drives through a common browser interface (see

below). The File Services screen allows you to navigate your remote

file systems in the left frame while managing the individual files in the right frame.
File Services supports all major file operations including: Create Directory, Rename,
Delete, Upload, Zip, Unzip, DeleteTree, Copy, and Email.

The File Services tile can be found under the Account menu of your webDesktop.
Select the link to start the File Services browser client.

File Services

webnetwork oy % 1 e

File System Explorer N - “/ s Drag and Drop files here to upload

™ Files | Action ¥ | / PublicDownload
+- 7™ HR Portal Documents =
%™ Jefferson L Drive

Name Size (KB) Date

+- 1 My Private Docs - N: Drive @] ForDistrictComputersonly

4™ 0SS5 Resource Manual & MG

# [=] PublicDownload [ AdbeRdr60_win98.exe 8929 1/22/09 11:05 AM
fl  Edmodo-LBUSD-schoolcodes.pdf 48 10/3/13 3:42 PM
fil  eHelpDesk User Documentation.pdf 141 7/20/09 12:13 PM
[Z]  home-Java7Install.exe 31068 7/28/14 2:16 PM
Fdl  JavalnstallGuide2014.pdf 706 7/29/14 11:56 AM

a) asswordManagement. 3
P: dM: t.pdf 530 10/16/09 9:10 AM

:H Download
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= Advanced Downloa
[ Sophu: 1 9041 9/4/13 10:12 AM
Fl  windg = Open with. 2 270 9/4/13 10:12 AM
¥ cut ctrl-X
‘ Copy ctrl-C
] Paste [SAY
| & Zip
Unzip
‘ Email Files
/ Rename F2
N Delete [Delete]
| Unlock File

Home - returns the File Services interface to the default view
Create Directory - makes a directory in the currently selected folder
Rename - renames a file or directory

Delete - deletes the selected file(s)

Upload - uploads multiple files to the currently selected directory

Zip - zips (compresses into a single file) the currently selected file(s)



Unzip - unzips (decompresses) the currently selected file

Email - emails the currently selected file to a specified user(s); if multiple
address separate by commas

Copy - copies the selected file(s) into another subdirectory or folder

webStorage

Overview

A new webNetwork file system interface named webStorage allows you to
access your files on tablets and smartphones as well as your desktop or
laptop computer. Selecting the Account menu will reveal the webStorage tile.

File nodes, or drives, are displayed on the left in the Location Panel.

Location Panel > h 10re Cptions By name A - Staraara View

Current Location

webStorage Q

HR Portal Documents
ortal Documents HR Portal locuments -letirrson | Dnve My Prvaie 1ocs - N- Drive

efferson L Drive

My Privaic Decs - N2 Drive 0SS5 Resourre Manual PublicDownload

0333 Resource Manual

PubiicLiownioad

When a file node is selected, the right side of the interface will be updated with a list of
files and directories located on the drive.



The Navigation Bar at the top of the page contains a list of options that can be used to
search, upload or sort the contents of the file system. Long-pressing a file or directory
will reveal a submenu with options to view, modify, download, copy, or paste the file or
directory.

. View
E Download
V Cut

, Copy
=

Q Delete
h Rename
@ Email Files
H Zip




