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Acceptable Use of the Computer Network  

The NLPS board-approved acceptable use policy covers all users of technology in the district. NLPS has 
provided a copy of the policy for staff in the Employee Handbook. In brief, that policy states: 

• The use of technology must be for school purposes. Private use of school equipment is 
limited (the few exceptions will be outlined below). 

• The use of technology is a privilege that can be taken away if it is abused. 

• Privacy is not implied. NLPS technology is owned by the school and open to inspection. 
Internet usage is filtered and monitored. Violations they will be reported to administration. 

• No use of technology should violate copyright laws, including those regarding but not 
limited to computer software, video editing, and photocopying. 

• Using the Internet to view inappropriate material, download copyrighted or non-approved 
software or digital files that compromise the educational process is a clear violation of NLPS 
policy. 
 

School Owned Equipment 

• School-owned equipment should not be removed from its assigned room/building without 
the express permission of the building administrator or designee and the Technology 
Department. 

• Telephones are assigned to specific rooms. As a result, moving the telephone from its 
assigned location to another location makes it impossible to locate in case of an emergency. 
PLEASE do not move telephone equipment without express written permission from the 
Technology Department and administration. 

• Network printers are assigned through Server Polices. Moving network printers will disrupt 
printing services to your building. 

• Computer equipment is also managed through Server Polices. Moving computers will result 
in computer failure. 
 

Accessing the Computer Network  

Staff 

The Technology Department creates staff accounts when Human Resources sends an 
appointment letter. Generic accounts are not available as they propose a security risk to our 
network. To log on to any computer in the district: 

• Enter your username. Your username is typically in the format of Last Name First Name 
Initial (ex. John Smith is SmithJ) 

• Enter your password. If you have not set your own password, the default password is 
welcome2NLPS 

• Press enter and be prepared to change your password according to the rules below. 
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Students 

Student Grade Pre-K to 5 logins  

Student accounts are labeled using the student’s last name and student ID number (i.e., 
Smith12345@newlondon.org). All passwords are set to Nlps20-21. 

Student Grade 6 to 12 login  

Student accounts are labeled using the student’s last name and student ID number (i.e., 
Smith12345@newlondon.org) with a temporary password of Nlps20-21. Students will be 
prompted to change their password after the first login. 

Password Rules 

Please follow these simple rules when creating or changing passwords for your account: 

• Passwords must be at least 8 characters in length 

• Passwords cannot contain any part of your username 

• Passwords should adhere to 3 out of the 4 rules below: 

o Uppercase Characters (A-Z). 

o Lowercase Characters (a- z). 

o Numbers (0-9) 

o Special Characters (! $, @, #, %) 

• Do not share your password with anyone. 

• Do not write your password down where it can be seen by anyone 

• Change your password if you think it has become compromised 

Changing Your Password: 

• Press “Ctrl” + “Alt” + “Delete” 

• Select “Change Password” 

• Type in your old password and then enter your 
new password on the appropriate lines 

• To change your password while offsite or on an 
Apple Computer:  

1. Go to https://office.newlondon.org.  

2. On the login page, below the sign-in 
button,  

click the blue “here” link and follow 

 instructions. 

 

mailto:Smith12345@newlondon.org
https://office.newlondon.org/
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Microsoft Office 365 

What is Microsoft Office 365? 

Office 365 is a subscription service offered to staff and to all students in grades Pre-K-12. It 
includes access to Microsoft Office applications (Word, Excel, PowerPoint, Outlook, Teams, 
OneDrive) plus other web-enabled productivity apps.  

Your files and email are stored in the cloud! This cloud solution is called Office 365.  

You can access Office 365 from anywhere in the world by going to “office.newlondon.org” from 
any web browser, on any device. Once at this site, you simply sign in with your New London 
credentials and you will have access to your files (OneDrive), email (Outlook), Calendar, Teams, 
or many other apps. When you are on 

Accessing Office 365 on a Chromebook: 

Chromebooks can only access Office on the web at office.newlondon.org or by clicking the 
shortcut on the Chromebook Shelf. 

Accessing your Email 

Full desktop versions of the Office programs (Outlook, Word, Excel, PowerPoint, Teams, etc.) 
are installed on district computers. Launch Outlook on your computer to access your email. 

You can also access your email from any web browser (Chrome is the preferred browser at 
NLPS) by going to office.newlondon.org .  After signing in, click the “Outlook” App to access your 
email. 

 

 

 

 

 

 

 

 

 

 

 

How to Encrypt an Email Message 

In certain instances, staff are required to send  

encrypted email for student privacy protection.  

 

 

https://office.newlondon.org/
https://office.newlondon.org/
https://office.newlondon.org/
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To Encrypt Email using Outlook on the Web: 
In Outlook on the web, when composing a  

new email, users can opt to Encrypt an email by  

clicking the button between Attach and Discard: 

 

 

 

By default, this will apply the Encrypt policy to the email, which means the message can be 
forwarded, copied, or printed but the encryption cannot be removed. External recipients will 
receive a message from Office365 stating that they were sent an Encrypted message. They are 
then prompted to open it by using a one- time passcode. Alternatively, external recipients can 
use their third-party email account (e.g., Gmail, Yahoo, outlook.com) to sign in and view the 
message. 

If you click Change Permissions in the banner that appears, you can select from multiple 
permission levels: 

 

When New London Public Schools - Confidential is selected, the recipient can forward the 
message, but cannot print or copy its contents. (Internal NLPS recipients only) 

 

When New London - Confidential View Only is selected, the recipient cannot do anything with 
the message except read and delete it. (Internal NLPS recipients only) 

 

When the Do Not Forward policy is selected, the recipient is prohibited from forwarding the 
message, printing the message, as well as copying the message's contents. 

To Encrypt Email Using Outlook 2019 for Windows: 
 

Click Options in the menu bar when composing a message, then click Permissions 
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1. Click "New Email" 

2. Click "Options" > 
"Permission" 
 

You can then select one of the 4  

protection options. 
 

 

 

 

To Encrypt Email Using Outlook for Mac: 
 

1. Click Options in the menu bar when composing a message and click Permissions. 

2. Click Verify Credentials. You will then be asked to sign in with your NLPS credentials. 

 
 

3. The NLPS sign on page will appear and you will enter your NLPS credentials (email 
address  

and password). 

4. You can then select Do Not Forward, New London Public Schools - Confidential, or New 
London Public Schools - Confidential View Only as protection options: 
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Additionally, you can select the Encrypt Message protection option by clicking Security in the 
Options menu bar: 

 

 

 

 

 

 

Then, click Encrypt Message: 

 

Email Signature  

NLPS requires all staff members to use a standardized email signature in all internal or external 
communication related to the district. This signature gives recipients an understanding of the 
sender’s name and position in the district while maintaining credibility. In addition, this 
signature represents the district and helps us maintain a clean, cohesive brand. 
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Creating an Email Contact List 
 

In Outlook select the “People” menu in and then “New Contact Group” 

 

 

If using online apps follow the instructions below: 

1. Log into Office 365 at https://office.newlondon.org 

2. Click on the “People” Tile 

3. At the top of your screen, click the Down Arrow next to “New”  

4. and select “Contact List.” 

5. From here you will be able to name your list and add members.  

6. Click Create when you are done. 

https://office.newlondon.org/
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Sending Email to a Contact List 
 

1. Start a new email message and enter the “Contact List” name in the “To” field. 

 

 

 

 

 

 

How to Access your files on OneDrive 

All NLPS computers have the OneDrive Sync app installed. This means that your files can be 
accessed directly in Windows File Explorer. 

1. Click on the File Explorer icon in your task bar. 

 

2. Click on “OneDrive - New London Public Schools” to 
see your files.   If you are not on your work device, 
follow the steps below to access your files. 

3. Sign into your Office 365 account at 
office.newlondon.org and click the “OneDrive” Tile 
to access your files. 

 

Accessing Microsoft Teams 

Office 365 Teams has replaced most of our Email Distribution Lists. Office 365 Teams are used 
for much more than just email. You can use these groups/teams to share documents and 
calendar events with your co-workers as well as participate in real-time discussions and video 
meetings. Teams is also where teachers will find their classes. Educators should refer to the 
“Teams User Guide for Educators” found in the All-Staff Team>Help Center channel>Microsoft 
Teams folder. 
 

The Technology Department manages a few core groups, but you can create your own Team for 
specific tasks. Create a Team for your department, committee, or current group project. You 
can choose whether to make a Team private or public (please note students can join public 
Teams. 

https://office.newlondon.org/
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Here is a list of district-managed Teams. These Teams will be centrally updated based on 
current info from the Human Resources Department. All district-managed Teams begin with an 
underscore _ so they will appear at the top of our address lists. Email to these Teams will be 
distributed to all members of that Team. 

 
Group Name School Members 

_All Staff District-Wide All district-hired staff 

_All Certified Staff District-Wide All district certified staff 

_All Non-certified Staff District-Wide All district non-certified staff 

_All Custodians District-Wide All district custodial staff 

_CO Staff Central Office All central office staff 

_HS Staff High School Campus All High School Campus staff 

_HS Certified Staff High School Campus All High School Campus certified staff 

_HS Non-certified Staff High School Campus All High School Campus non-certified staff 

_MS Staff Middle School Campus All Middle School Campus staff 

_MS Certified Staff Middle School Campus All Middle School Campus certified staff 

_MS Non-certified Staff Middle School Campus All Middle School Campus non-certified staff 

_HB Staff Harbor All Harbor Elementary staff 

_HB Certified Staff Harbor All Harbor Elementary certified staff 

_HB Non-certified Staff Harbor All Harbor Elementary non-certified staff 

_JN Staff Jennings All Jennings Elementary staff 

_JN Certified Staff Jennings All Jennings Elementary certified staff 

_JN Non-certified Staff Jennings All Jennings Elementary non-certified staff 

_NH Staff Nathan Hale All Nathan Hale Arts staff 

_NH Certified Staff Nathan Hale All Nathan Hale Arts certified staff 

_NH Non-certified Staff Nathan Hale All Nathan Hale Arts non-certified staff 

_WR Staff Winthrop All Winthrop STEM Staff 

_WR Certified Staff Winthrop All Winthrop STEM certified staff 

_WR Non-certified Staff Winthrop All Winthrop STEM non-certified staff 
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How to Create a Team 

NOTE: You can find additional video tutorials and a user guide in the All-Staff Team>Help Center 
Channel>Microsoft Teams folder. 

1. Log into Office 365 at https://office.newlondon.org 

2. Click the “Teams” Tile 

3. In the lower left of the screen, you will see the 
link labeled Join or create team. 

4. In the popup dialog box, give your team unique 
name and add a description that clearly indicates 
the team’s goal/purpose. Please do not use a 
name that is like one that the district has 
created for an existing team. 

5. The next screen will allow you to add team members. Type in their name and any 
matches will pop up for you to select from. Once selected click the “Add” button. 
Once all team members are added just click “Close 

 

Your team is now created. 

https://office.newlondon.org/
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Accessing Team Files 
 

The Team’s App is installed on all NLPS owned devices. Launch it by clicking on its’ icon in your 
task bar or by clicking on the Teams tile at office.newlondon.org. 

 

The “ALL Staff” Team is accessible to all district staff. It contains documents for various 
departments which can be found in the “General” channel in the Files tab. In the “Help Center” 
channel you will find various videos and user guides for software used in the district. 

Accessibility Features – Speech to Text & Text to Speech  

 Within Microsoft Outlook 

Using speech to text (dictation) and text to speech (read aloud) in Outlook (only works on 
Outlook Desktop) 
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Within Microsoft Word 

Reading text out loud 
 

 
Dictating to the computer 
 

 
 
Word prediction  
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Telephones 

For safety reasons, telephones are not to be moved from their location for any reason. The 
phones are programmed into our 911 emergency service. Every staff member is assigned a 
voicemail. A list of voicemails is published in the telephone corporate directory located on each 
telephone and in your Outlook address book. 

• All student use of phones should be supervised. 

• Your voicemail is NOT your classroom telephone number 

• To dial out of district press 2 first; Ex. 2-1-860-XXX-XXXX 

Checking your voicemail: (From anywhere in the world) 

1. Dial “860-439-7800”; Dial “7800” if in the district instead 

2. Once connected, press “*;” you will be prompted to “enter your ID” (Your ID number is 
your voicemail extension number). 

3. Press “#.” 

4. Enter your password and follow the prompts. (The default password is “12345”) 

5. To hear new messages, press "1". 

Setup/change your voicemail greeting: 

1. Dial “860-439-7800”; Dial “7800” if in the district instead 

2. Once connected, press “*;” you will be prompted to “enter your ID.” Enter your 
password. (The default password is “12345”) For setup option press "4". 

3. For Greetings press"1" and continue following the prompts. 

4. When you hear "To keep the recorded name. " press "#" 

 

Printers / Copiers 
 

Ricoh MFPs are in all buildings. You need a PIN to use them. All computers have access to all 
printers in the district. Verify that you have selected the “Follow You” printer for either B&W or 
Color from the program you wish to print from. If you have difficulties creating a PIN, please 
submit a helpdesk ticket. 

Printing 

STEP 1: From your computer, select print from your application, and be sure to choose which 
type of “FollowYou” printer you need (B&W or Color). 
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STEP 2: On any printer or copier you will see the screen below. (If the screen is black, simply 
tap the screen to have it come out of sleep mode.) Enter your pin using the keypad on the 
right side of the screen and click the “Start” button below the keypad. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 3: Select the “Follow-You Printing” button. 

After selecting “Follow You Printing,” the Job List displays all queued print jobs associated 
with your login credentials. Touch any individual listing to select the document you want to 
print, and touch again to unselect. You can select multiple documents. Press Print to send all 
selected documents to the printer. Press Delete to remove a selected document from the 
queue. Press Logout to end your session on the MFP. 
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Note: You can send multiple print or copy jobs so they will be waiting in the print queue once 
you have logged in with your pin on the printer or copier. The queue will hold your jobs for 24 
hours and then delete them if they have not been printed. 

Scanning: 

Selecting the “Scan-to-Me” button will scan and send the document to your network email 
account. 

After selecting the “Scan-To-Me” button, load your document to be scanned and hit the scan 
button. If you need to change the scan settings click on the “Scan Settings” button, make the 
modification needed and click the “Done” button. 
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Copying:  

Select the “Enable Copier” button if you wish to copy a document. 

Click the “Logout” button when you are finished. 

 

Chromebook / iPad Carts  

Some schools have a combination of Chromebook devices and/or iPad carts, which are 
managed by the Technology Department. Elementary Schools use iPads for grades K-2, and 
Chromebooks for grades 3-5. Secondary Schools use Chromebooks. We STRONGLY ENCOURAGE 
classroom teachers to clean these devices themselves or have older students clean them after 
use. You are REQUIRED to clean iPad screens before all major breaks in the school calendar. 
(This can be done with wipes or paper towels and a small amount of cleaning solution.) Make 
sure no students or staff eat or drink near these devices. 

 

District Software 

User guides for these programs are in the All-Staff Team>General channel>Technology 
folder>Training Resources. 

• Microsoft Office 365 (Word, Excel, PowerPoint, Teams, Forms, etc.) 

• PowerSchool / PowerTeacher 

• School Messenger 

• Microsoft Windows 10 

• Mac OS and iOS 

• Internet Browsers – Chrome, Edge 

• ST Math/ST Math Fluency 

• enVisionMath 

• Lexia Core Reading 

• Reading Plus 

• Clever 

• Seesaw 
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• Ellevation 

• GoGuardian 

• Naviance 

 

Wireless Network  

Devices supplied by and/or managed by New London Public Schools should automatically join 
the NLPS WI-FI. 

Each school has open Wi-Fi with name of NLPS-Guest - No password is required. 

 

PowerSchool / PowerTeacher  

For all support and questions concerning PowerTeacher and PowerSchool, send a direct email to: 
pshelpdesk@newlondon.org 

Students receive their PowerSchool password on their student schedule. If a student forgets their 
password, their teacher needs to email the PowerSchool Help Desk at pshelpdesk@newlondon.org to 
reset the student’s password. 

PowerTeacher Pro 

You find the portal by going to www.newlondon.org in the For Staff section OR  

You can also access the PowerTeacher Portal using the link below.  

Link- https://psnewlondon.powerschool.com/teachers/pw.html 

- Usernames are last name and first initial 

- Passwords default to 2021nlps  

- Passwords need to be reset at first login and need to be a minimum of 8 characters  

 

 

 

 

 

 

 

 

 

mailto:PSHELPDESK@newlondon.org
mailto:pshelpdesk@newlondon.org
http://www.newlondon.org/
https://psnewlondon.powerschool.com/teachers/pw.html
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PowerTeacher Attendance 

1. Once logged in, click the Chair icon next to the desired class/section name.   

2. The Record Meeting Attendance page appears with the selected class roster displayed. 

3. Select the Attendance Code you wish to set in the "Current Attendance Code" Drop down 
list. Leaving it empty will mark the student present. 

4. Click in the empty box next to the student(s) for whom you need to set this 
particular attendance code. The code will appear in the box for that student. Repeat the 
process for the remaining students who must have this particular code set.  

5. When done, click Submit to save changes. 

Note: Even if all students are Present, teachers must click the Chair icon to open the Record Meeting 
Attendance page, and then click Submit. 

If you are having any issues taking attendance, please contact us immediately at  

PSHELPDESK@newlondon.org and we will work to resolve it asap. 

 

Need Help?  

The Tech Department uses a ticketing system to track your technology requests. Requests for Facilities 
can also be submitted through this ticket system. To access it, perform the following steps: 

1 Go to https://helpdesk.newlondon.org from any web browser. Or click the red icon on your 
computer desktop called “Helpdesk” 

2 Sign in with your email address and password 

3 Fill out a support request describing in as much detail what you need help with. Please be sure 
to fill out all fields and be accurate when choosing your categories as specific techs are assigned 
to each task based on the issue presented. 

 

NLPS Video Portal  

The Discover Video DEVOS System is a complete video streaming and delivery platform that provides 
live and Video-On-Demand, Digital Signage, Priority Alert, and much more. It can be accessed from any 
web browser at http://devos.newlondon.org/, or from the www.newlondon.org website under the 
“For Staff” menu. 

Teachers can upload their own videos to organized Channels, or link media from YouTube. Another key 
feature of this video portal is the “Training” channel. On this channel you will see various video tutorials 
on the software and hardware used in the district. This channel is continually updated so visit often. 

If you are interested in learning more about this system and utilizing it, please put in a helpdesk ticket 
and one of the technology team members will train you. 

 

 

mailto:PSHELPDESK@newlondon.org
https://helpdesk.newlondon.org/
http://devos.newlondon.org/
http://www.newlondon.org/
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How to Login: 

 

1 Go to http://devos.newlondon.org. Click the sign in link  

in the top right corner. 

2 Type in your New London username (without @newlondon.org)  

and the password you use to login to your computer every morning.  

3 Select the Domain as newlondon.org instead of the 

 default none.  

4 Click LOGIN. 

 

Most admin portal features need to be enabled, so please submit a Helpdesk support ticket if you 
would like to upload content and not just view. 

Once logged into the portal you will see a page that shows a “Channel” for every school and some 
Central Office departments. There are several resources for staff under the Technology, Operations, 
and Safety & Risk Management channels. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://devos.newlondon.org/
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Appendices  

Common Core Elementary Technology Skills Scope and Sequence 
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Common Core Secondary Technology Skills Scope and Sequence 
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Cell Phone Request Form 
 

NEW LONDON PUBLIC SCHOOLS 
CELL PHONE REQUEST AND 

JUSTIFICATION OF BUSINESS USAGE FORM 
 

 
Name:          
 
Department:      Title:       
 
Funding Source: 
Budget Program Number:                       Account Number:       
 
Does your job function require that you be available to the school district at all times for work-related 
emergencies?        Yes                 No 
 
Does your job function necessitate that you speak with people at times when you are away from the office or 
outside the normal contractual work schedule?                Yes              No 
 

Please describe the specific reasoning behind the request for a district-issued cell phone.  Please 
include specific examples of how and why a district-issued cell phone is needed to successfully execute 
your position within New London Public Schools. 
 

              
              
              
           
 
By signing below, the employee and direct supervisory certify the business need and that they have read, 
understood, and intend to comply with all New London Public School’s policies, including but not limited to the 
NLPS Technology Usage Policy, and will abide by any requirements set forth by the Freedom of Information Act 
and any requests that may or may not be made to the district. 
 
              
Employee Signature       Date 
 
              
Supervisory Signature       Date 
 
              
Asst. Superintendent of Magnet and Operations Signature  Date 
 
----------------------------------------------------------------------------------------------------------------------------- -- 
TO BE COMPLETED BY THE TECHNOLOGY DEPARTMENT: 
 
One-Time Equipment Charge:   $    Monthly Charge:   $    
 
Cell Phone Number Assigned:       Effective Date:         
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Policy 4118.4 Employee Use of the District’s Computer Systems and Electronic 

Communication. 
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Policy 6141.321 Student Use of the District’s Computer Systems and Internet Safety 
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