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Open your web browser....
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Enter the following web address into the toolbar:
https://remote.carrollki2.org
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Enter your e-mail (ex. jtest@carrollki2.org) and password
and click 'Sign in'
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Carroll County Public
Schools Remote Access

Sign in with your organizational account

\ Password ’

Carroll County Public Schools CCPS remote intranet access providing limited
Building the Future ccpsportal and portal application functionality




Click on Portal
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Carroll County Public Schools

Technology Services Portal o,
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)) phone: 410.751.3500 help desk: 410.751.3501 fax: 410.751.3462

# Home & My Info Q Portal © About Us £ Calendar Q Resources (d Tech Purchases % Test Connections

O Tech Services News ™ News and Recently Added FAQs and Tips

Q What happened to the Office 365 link that used to be on the CCPS homepage?

Technology & Mobil

Jble Use Proc Q How do | share School Messengers messages with others in my school?
ible Use Proc

Q Where can | get additional training for using School Messenger?

Q When trying to run reports and export data in some TS Portal apps, my Excel spreadsheet does not open, all | see is a
blank gray screen. How do | fix this?

Q How do | make documents accessible and Section 508 compliant for the visually impaired?
Q CCPS Cell Phone List
5 cCcPS Remote Access

Office365: Cloud Services for Students and Staff
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The uwAccept application You will be prompted to enter
allows CCPS employees to the uAccept application if you
electronically accept the have not accepted the
Technology Acceptable Use Technology Acceptable Use

Procedure and Mobile Device Procedure.
Acceptable Use Procedure.




Technology Acceptable Use Procedure

O
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Procedure

Technology Acceptable Use Procedure for Employees ?

The Technology Acceptable Use Procedure is a condition of
employment with Carroll County Public Schools. You will need to

electronically accept this procedure. Click the Acceptance Required
button.
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2 ome Overview
$ ccpsporta
&, Remote Desktop C The Board of Education of Carroll County (the "Board") recognizes that electronic communication is an efficient for

better perform their public duties. The use of e-communication, however, raises a number of issues concerning ar¢
Information Act (the "PIA"), Children's Internet Protection Act (“CIPA"), Protecting Children In The 21st Century Ac
also recognizes the value of Internet research as well as the risks involved with Internet use that is inappropriate
issues and to provide guidance on the appropriate use of Carroll County Public Schools (CCPS) network commur':I

The Board is committed to protecting CCPS employees, students, and the school system from illegal or damaging
is responsible for implementing appropriate systems and procedures to enable and enforce acceptable use.

Internet/Intranet/Extranet-related systems, including but not limited to computer equipment, software, operating sy:
browsing, and FTP, are the property of CCPS. These systems are to be used for business purposes in serving the!
operations.

Appropriate use of technology and security is a team effort involving the participation and support of every CCPS ¢
is the responsibility of every technology user to know these guidelines and to conduct their activities accordingly.

Purpose

The purpose of this procedure is to outline the acceptable usa of technology equipment at CCPS. These rules are
exposes CCPS to risks including virus attacks, compromise of network systems and services, and legal issues.

Scobe

Employee Number:

| accept the above procedure

Please read the Technology Acceptable Use Procedure. After reading,
scroll to the bottom and enter your employee identification number.
Then, click the “I accept the above procedure” button.




Mobile Device Acceptable Use Procedure

O

@ uAccept & Home

About this document:

The Mobile Device Acceptable Use Procedure is an optional agreement between employees and CCPS to govern the use of personally owned mobile
devices used to sync email and/or attach to the CCPS network. Users must accept this agreement to sync CCPS Exchange email and/or attach their
devices to the CCPS network either wired or wirelessly. Acceptance is required if you opt to use a personal device as described.

Mobile Device Acceptable Use Procedure
Purpose

The purpose of this Mobile Device Acceptable Use Procedure (the "Procedure”) is to define standards, processes, and restrictions for end
users who have legitimate business uses for connecting a mobile device to Carroll County Public Schools' CCPS wireless network. The use
of mobile devices is limited to access via the CCPS wireless network only.

The Mobile Device Acceptable Use Procedure is a voluntary program
and employees can choose to opt out. Employees who opt out may not
use mobile devices on the network nor attach to CCPS email with their
mobile device.




w -

breaches and/or misuse. The User agrees to and accepts that his or her access and/or connection to CCP S networks may be
monitored to record dates, times, duration of access, etc., in order to identify unusual usage patterns or other suspicious
activity. This monitoring is necessary in order to identify accounts/computers that may have been compromised by external parties.

- The User agrees to immediately report to his/her manager and Technology Services any incident or suspected incidents of
unauthorized data access, data loss, and/or disclosure of CCFS resources, databases, networks, etc.

= The User should refrain from using device specific or carmier specific signatures that could be interpreted as advertising.

= Any questions relating to this Procedure should be directed to Technology Services.

Non-Compliance

Failure to comply with this Procedure may, at the full discretion of CCPS, result in the suspension of any or all technology use and
connectivity privileges, disciplinary action, and possible termination of employment. The Assistant Superintendent of Administration will be
advised of breaches of this procedure and will be responsible for appropriate action.

Employee Number:

| accept the above procedure I choose NOT to accept the above procedure

@ Carroll County Public Schools

Once you have read the Mobile Device Acceptable Use Procedure,
please scroll to the bottom and enter your employee identification
number. You may select “I accept the above procedure” or “I choose
NOT to accept the above procedure” depending upon whether or not
you would like to connect to the CCPS network with a mobile device.




CCPS Portal
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The Outlook Web Access applicationfwill provide access to your
CCPS email. The Employee Access Center application will provide
access to your paystubs and other employee-related information.




Outlook Web Access (OWA)
O

Outlook'Web Ap Wsername

—

—

Password

Clicking on the Outlook Web Access icon in the Portal will take
you to the login screen to access your CCPS email. You will need
to enter your Username, Password, and then click 'sign in'.




Employee Access Center (EAC)
O

User ID:

Password:

Welcome to the Carroll County Public Schools Employee Access Center.

You MUST login to the Employee Access Center using your Active
Directory (AD) user name and password.

This website provides access to employee payroll and benefits data. Each
page contains instructions regarding the information available on the
particular page as well as instructions for updating employee information
such as home address, tax withholding and deduction data.

Clicking on the Employee Access Center icon in the Portal will take
you to the login screen to access your employee information. You will
need to enter your User ID (ex. jtest), Password, and then click

'Login’.




Once in the Employee Access Center, your employee demographic

information will appear:

eFinancePrus+ /
< Hide_ @

Employee Tasks:

pigrmatic
<=TET
Leave Information
Print W25
Tax Information
Deductions and Benefits
“What If* Paycheck
Calculator
Links:

To change information. click on "Update".

To correct name, accass the Change of Address Form on the CCPS waebsite at: http/Avmww.carrollki2. ceser

Emplo*ee Access Center

HOME HELP LOGOUT

Contact the Human Resources Department to report any cther inaccuracies (8.g. Birth Date, Hire Date, atc.).

Flease note: “Years In District” are years of service with Carroll County Public Schools. "Years In Stata” are years of senvice In Maryland excluding sarvice In Carroll County.

Information

Employee 1D: Previous Name:

First Name: Release Information:
Middle Name: Phone Number:

Last Name: Work Phone:

Suffix:

Address 1:

Address 2: BIrth Date:

City: Hire Date:

State: Department:

Zip: Check Location:
Personal Email: Personal Cell Phone:
Other Phone: Emergency Cell Phone:
Years in District: Years in State:
Emergency Contact: Emergency Phone:

To view your paystubs, click on the Payroll Checks link from

the left-hand menu.




Your list of pay checks will appear in the Payroll Check
Information table:

Future dated direct deposit amounts will be posted on the pay date shown by 9:00am.

Payroll Check Information

Check Check Check Pay . .
Message Number Date = Manual/Void/Adjustment

V1499125 02/28/2014 Direct Deposi
V1494601 02/14/2014] Direct Deposit

V149004 01/31/2014] Direct Deposit
V143557 01/15/2014] Direct Deposit
V148101 12/31/2013 Direct Deposit

V147644 12/13/2013 Direct Deposit
V147181 11/29/2013 Direct Deposit
"».-"146?1?% 11/15/2013 Direct Deposit
V1462649 10/31/2013 Direct Deposit
V1453127 10/15/2013 Direct Deposit
V1453749 09/30/2013 Direct Deposit
V1449599 09/13/201% Direct Deposit

V144587 08/3072013 Direct Deposﬂ
V144215 081572013 Direct Depnsiﬂ
v AAnT ANl N7 Niract Nanncitl

You will need to click on each blue check number to view that
specific pay check. Once you click on a paycheck, the check will
open in a new window.




Logging out of the EAC & OWA
O

When you're finished in the EAC and OWA, please be sure to log out of each program. The
Logout and Log Off links are in the upper right-hand corner of each program:

Employee Access Center (EAC):
eFinancePLust

Employee Tasks:

emographic Information
avrall Charke

Employee Access Center

Future dated direct depasit amounts will be posted on the pay date chown by 9:00am.

Outlook Web Access (OWA):

P —

Mail Calendar People Tasks Test@g ?

Test21, Jeff
jtest21@carrollk12.0rg

Open another mailbox...




Logging off the Portal

O

To ensure security, please make sure you close your
browser window when you have finished in the Portal:

. C @ Technology Services Web P... *




If you forget or lose your
password, you must contact the
Help Desk at 410-751-3501 to
have your password re-set.
Please do not call the Human

Resources Department.






