Los Angeles Unified School District
Locating Student MyMail PIN Numbers
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Principal/Counselor/Office Staff

1. Go to Focus Dashboard Reporting at https://focus.lausd.net
2. Select Summary from the Analytic Areas
3. Select Monitoring Reports

Welcome Message

<10f1) What's New'
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Welcome to Focus

R Tl i i e
The LAUSD integrated ad hoc reporting and dashboards application

Release Notes - MTAM Dashboard, Parent Portal,
Student Email Roster, MyFolder Saving Feature,..

10/30/2020
Focus consolidates all student and District data you need as

Release Notes - Student Email Roster, Testing
an LAUSD employee into one application.

Coordinator Report
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Population SP, Zoom Meetings, Norm Enroliment -....

Analytic Areas

21 ) Job Aids & Videos

See More ™y
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Quick Start Guide to Focus
0605 FOCUS Learn about the Welcome Page, Subject
Pages, Navigational Bar, and lcons

See More
Release Notes - Graduation Exemptions for Specialized
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Demographics

School demographics and summary
information

Mail Merge Monitoring Reports

2 New Dashboards

- +
Select the analytic area to the right to view the related subjects. Select a subject page below to view available dashboards.
s 9 ¥ blect peg Instruction Operations Summary

f

Summer School Reports

4. Select Student Email Roster
a. A student roster will populate for your schoo

| site

b. The roster includes student email address and PIN number

c. The roster alsoincludes teacher’s name
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Summary

Supporting education through data analytics
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< Demographics

All Grade Levels Secondary

Monitoring
Reports

Summer

Mail Merge School Reports

Elementary

B o

Students Without Schedules

NYE Students by Transfer Type NYE Exceptions Unfilled Teacher Sections

No Attendance But Not Marked No
English Learner Service

Show

Attendance Not Submitted No Show

SSPT - Request and Referral Counts
by Local District

SSPT - Referrals by Ethnicities SSPT - Referrals by Local District SSPT - Referral Counts by School

Incoming Students Class Size

Testing Coordinator \ Homeless Counts

Gate - Students Identified as GATE by
Parent

Student Email Roster
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Summary

Supporting education through data analytics

Demographics
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Mail Merge Monitoring séjc"r:g‘:lr
Reports

Reports
Student Email Roster
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Student Email Roster - Elementary
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This report displays a list of elementary school students and their email addresses. BT —
ER Rl Secondary Students | Early Ed Students

W i Rows1.75

School Local School Student LA Public Library
Year District Number School Name Teacher Full Name (LNF) Room District ID Full Name (LNF) PIN Student Email Account
20202021 C i@mymail lausd.net

2020-2021 C

Imymail.lausd.net

Figure 1 - Elementary Sample
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Supporting education through data analytics
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Summary ~ ¢ Demographics Mail Merge Monorhg S Sonoc!
Student Email Roster @Leec®
Student Email Roster - Secondary

‘This report displays a list of secondary school students and their email addresses.
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School Local  School Course Grade Student

Year District Number School Name Teacher Full Name (LNF) Period Name Room Py, District ID  Full Name (LNF) PIN Student Email

2020-2021 S 3@mymail lausd.net
20202021 §

@mymail lausd.net

Figure 2 - Secondary Sample

5. The report can be downloaded as a Microsoft Excel spreadsheet by clicking onthe down
arrow and selecting Excel 2007+

a. If the report is downloaded, it must be kept in a secure location

b. The report should not be emailed to anyone
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Elementary Students (™ PDF dents

.| Excel 2007+

| " Powerpoint 2007+

Student [ Web Archive (.mht)
PI: o StudeL

Il Data »
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Teachers — Option 1 (Single Student)

1. Login to Schoology at https://Ims.lausd.net . 4 %
2. Go to the course where the student is enrolled in
3. Click on the MyMail PIN app from the left hand-side menu e
4. |If thisisyour firsttime accessing the app, click Approve on the @ materials ¥
authorization message & Updates
a. Thisisa one-time approval Wi Gradebook
iy Grade Setup
) Mastery
' MyMail PIN Authorization Bacges
The application MyMail PIN by Los Angeles Unified School District wants to access %/ Attendance

your Schoology account information on your behalf. If you don't know what MyMail PIN
is or don't want to give it access to your account information, click "deny." 2 Members
(8 i

.9 Workload Planning

Conferences

ﬂ Edgenuity Elementary

o Edgenuity Secon

5. Aroster of students enrolled in the class will appear

a. Only the official teacher of record can access this report
. . @ Nearpod
b. Co-Admins do not have access to this report

LA
Sis Student Name Student . Account Stud.e nt LA Fublic P_u plc
Center (LastFirst) Slstvict b Account (Email) Siatus Email Library Library
Code % PIN Account Account
PIN
—
— g —— e - ENABLED | #### - -
- .- - - -
- — — - ENABLED | #### #HH#
— -— S . | ENABLED [ s -- e
- - -

6. Hover over the hash marks (####) to reveal the student MyMail PIN Student

number PIN
a. This report cannot be printed
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Teacher — Option 2 (Single Student)

1. Go to MISIS at https://misis.lausd.net/start
2. Select a student from the Attendance screen
3. Click on the Account Information link in the Student Profile page
a. The link will display the student email address and PIN number

School Grade

Performance Level Primary Language
ENGLISH

Home Room - Teacher SLC

12/

Counselor

Graduation Requirements Year
0

Emergency Information ' v

Account Information [~ €——

Email: @mymail.lausd.net

PIN:
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Teacher — Option 3 (Whole Class)

1. Go to GetData at https://getdata.lausd.net
2. Select Classroom from the GetData Dashboard menu

P@@@DINSIGHTS

MyData Landing Page

Suggestions  Sign Out

Dashboards v Signed In As . S v

Welcome to your

erprise Reporting System

MyData Dashboards /

Recently Added Reports
Attendance Rates ELPAC Student Attendance Data Profile
— = R s
<@\u / "\\ J/ﬁ ) . g
/ : ' ' / \ / A = -
Y \// R "= 4 =i EC : &
STUDENT SEARCH CLASSROOM SCHOOL =

3. Select My Students, Current Year Data from the Classroom Dashboards menu

\ CLASSROOM DASHBOARDS

MY STUDENTS, CURRENT YEAR DATA

MY STUDENTS, PRIOR YEAR DATA

MY FORMER STUDENTS, END OF YEAR
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4. Select the tab, Email/Account Roster
5. Select the appropriate fields from the left Administrative Filters, if not pre-populated
6. Click on the Student Email/Accountlink or Student Email/Account by Class Period link

P@@HINSIGHTS —

My Students, Current Year Data @ Dashboards v Signed In As S S v

Class Roster Core Subjects, Secondary  Alert Reports

Administrative Filters @

Eehial This report provides a list of your current students along with each account (e-mail address), student ID, account status and emergency contact number (account reset #). The purpose of this report is to provide
ichoo! teachers with the information to give their students (if necessary) in order for them to self-activate their accounts (e-mail addresses) and reset their passwords.

FITNESSGRAM Results, Grades 10-12 o e

Student Email / Account Roster

v
Student Email / Account

Department Student Email / Account by Class Period ——

--Select Value- v

Teacher

--Select Value- v

Counselor

--Select Value- w

Course Name/Custom Group

~-Select Value- v

Student Ethnicity

--Select Value- v

Student Language Class

--Select Value-- w

Student Grade

--Select Value-- w

Student Gender

--Select Value-- w

7. A student roster will display
a. The roster includes the student’s email and PIN number.
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My Students, Current Year Data Dashboards w Signed IN As e S v

Class Roster  Core Subjects, Secondary  Alert Reports  Email/ Account Roster  FITNESSGRAM Results, Grades 10-12  Student Email / Account ﬁ L]
Administrative Filters Student Email / Account Roster 2
amane
Schcal Roster for M s
v
Department Cost Center Code Student Name (Last, First) Student District ID Account (Email Student Pin
(ANl Column Vall w aymail.lausd.net
ymail lausd.net
Teacher ymail lausd.net
v ymail.lausd.net
Counselor nymail lausd.net
(ANl Column Vah w 'mymail.lausd.net

aymail lausd.net
Course Name/Custom Group

mail lausd.net
(All Column Vali v

ymail lausd.net

Student Ethnicity mail.lausd.net
~-Select Value- v wymail lausd.net
mail lausd.net
Student Language Class

/mail lausd.net
--Select Value- v Total Number of Records is: 13

Report ID: TCH2.EM
Student Grade Print - Export
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8. Click on Export at the bottom of the roster to download the report to Microsoft Excel
and select Excel 2007+

a. If the report is downloaded, it must be kept in a secure location

b. The report should not be emailed to anyone

*) PDF

—_—0 ; Excel 2007+ 3
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.| Powerpoint 2007+

)
[ Web Archive (.mht)
= E

Total Number o ﬁ Data

Print IExport | 4

»




