
Administrative Procedures 

2.15  Information Technology Procedures 

 

ACCOUNT CREATION – NEW HIRES 

Google Apps Account:   

The administrative assistant will notify the systems administrator of new hires.  Included 

in the notification will be school affiliation, NEMRC or special educator user 

status/access requirement, and the new employee’s title. 

The systems administrator will create accounts in Google Mail under the staff folder of 

the corresponding organization, and will notify the local school administrative assistant 

and technology coordinator with the username and initial credentials for the initial log-in. 

The systems administrator will also add the user to appropriate SU-level Google groups 

as identified by their school affiliation and title, and if they are an administrative staff 

member. 

Users of the computer systems are subject to the Acceptable use Policies (AUP) 

established by the supervisory union and posted on www.wwsu.org. 

SpEdDoc and NEMRC Users: 

If a new staff member is a SpEdDoc user, the systems administrator will create a user 

account for them and assign the rights to access the SPED terminal services. The 

systems administrator will notify the administrative assistant to the director of student 

support services of the account creation, and the user will be notified by the 

administrative assistant to the director of student support services as to the credentials 

and method of logging in.  The systems administrator will support the end user or local 

technology coordinators if they need assistance in setting up remote access. 

Administrative Staff 

Parental Notification System (Blackboard Connect):  If the user is an administrator 

or assistant to a school administrator and needs access to the parental notification 

system, the systems administrator will create an account and provide credentials to the 

administrative staff. 

PowerSchool:  Access to PowerSchool is provided by the PowerSchool coordinator, 

who is the administrative assistant to the Director of Curriculum & Assessment at 

http://www.wwsu.org/


WWSU.  Support for the use of PowerSchool is provided by the PowerSchool 

coordinator and the systems administrator. 

ACCOUNT TERMINATION – STAFF TERMINATION 

If staff members are terminated, the administrative assistant at WWSU will notify the 

systems administrator.  Both Google accounts and server accounts will be suspended, 

and mail will be inactivated for the user. 

If the user is an administrator and has a Parental Notification System account, this 

account will be disabled. 

TECH SUPPORT PROCEDURES 

Google Accounts or WWSU Terminal Services:  Account logins for staff including 

password resets are serviced by the systems administrator.  Contact tech@wwsu.org or 

802-496-2272, ext. 120.  Student accounts are serviced by the school technology 

coordinators. 

Google Apps for Education:  This is handled by the local technology coordinators and 

technology educators. 

SpEdDoc:  Support for access to SpEdDoc is provided by the systems administrator in 

collaboration with the administrative assistant to the director of student support services, 

who manages SpEdDoc software logins.  Support for the use of SpEdDoc is handled 

by the administrative assistant to the director of student support services. 

PowerSchool:  Support for the use of PowerSchool is provided by the PowerSchool 

coordinator and the systems administrator. 

Blackboard Connect:  Support for the parental notification system is handled by the 

WWSU systems administrator. 
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