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Connecting to WIFI
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AT THE LOGIN SCREEN

Click on the network icon, (circled in red), to 

display the available wireless networks.

Icons you may see in the network icon location:

- Not connected to a network

- Connected wirelessly (good signal strength)

- Connected wirelessly (poor signal strength)

- Connected via ethernet (hardwire)

- Issue with connection. May need 

authentication for normal connection

NOTE: After connecting to a network once, you 

may still see       on future startups. Continue 

logging in and it should change to       if within 

network’s range.
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AFTER LOGGING IN

If you have already logged in, the network 

icon can be found in the lower right hand of the 

task bar, close to where the date and time is 

located.

If you do not see it, try clicking on the      

(carat).
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• NOTE: All SPS computers automatically have access to and 

will connect to the SPS-WIFI network (when in range). This 

wireless network is available at all SPS locations.

• Locate and select the network you want to connect to and 

click “Connect”.
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• Enter the password and then select 

“Next”.

NOTE: Passwords are case sensitive. You 

can click on the “eye” icon to verify what 

is typed in the password field is correct.
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• The computer may take a few 

moments to connect and establish an 

internet connection. Once connected, 

Anywhere Access will begin to connect 

to the district network.

• Anywhere Access is a service that 

allows an SPS computer to connect to 

the SPS network remotely. This allows 

staff to have access to internal sites 

that otherwise would not be 

accessible while connected to a non-

SPS network such as a home network.

• Allow up to 90 seconds for Anywhere 

Access to connect. You may lose 

internet connection briefly while this 

establishes a connection.
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Software Center
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About Software center

Software Center is an application, used by both 
Students and Staff, to:

• Install software

• Uninstall Software

• Install Windows Feature Updates

10



Accessing Software 
Center

• Click on the in the lower left 
corner of your screen and type 
“Software Center”

• Note how Software Center shows 
up as you type

• Click on “Software Center” on 
the left or “Open” in the pane on 
the right to launch
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Alternatively…

• Double click on (found on your desktop)

• Select in the top left of the IT HUB Window

• Select “Software Center”
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INSTALLING APPS

The applications available to you in 
Software Center should now be 
displayed. To install an app…

• Locate and select the app you wish 
to install
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• Software Center will 

display information 

about the app that 

was selected

• Select the blue “Install” 

button to begin the 

download and 

installation

• You will see this notification 

when the download begins
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Installation Complete!

 “Install” button will change to “Uninstall” ►You will see an “Installation 

complete” notification
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Restarting a Computer
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THE IMPORTANCE OF RESTARTING

Restarting your computer is key to maintaining the best performance 

and reliability possible from your computer.

When your computer restarts it:

• Allows any Windows updates downloaded to install

• Updates the antivirus database

• Flushes out any temporary system files

Never or rarely restarting your laptop can cause many (random) 

issues with your computer.



WHEN AND HOW OFTEN 
SHOULD I RESTART? 

It is recommended to restart (not just shut 

down or put the computer to sleep):

• At least once a week after you have 

finished your work for the day.

• As one of the first steps in 

troubleshooting

• After installing or uninstalling software 

and/or drivers

18



HOW TO RESTART

Locate and click on the       (Start Menu) 

located in the lower left portion of your 

screen (by default) or press the       key in 

the lower left of your keyboard.
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NOTE: Hovering over the buttons will cause the 

buttons to expand and display the button 

functions

• The Start Menu will expand displaying 

the Power button (in red)

• Select the Power button
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• Select Restart to begin the process

• If updates are waiting to install, 

“Update and shut down” and “Update 

and restart” are shown instead
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• Alternatively, you can press 
CTRL+ALT+DEL

• Click on the power button

• Click Restart
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WINDOWS UPDATES

Your computer automatically downloads 
any Windows updates in the background

Updates WILL NOT install until the 
computer is restarted

Begins process before shut down

Finishes installation during startup

May sometimes require multiple restarts

SHOULD NOT BE INTERRUPTED WHILE IN 
PROCESS!!!

NOTE: It is recommended to have the computer plugged in to avoid losing power while updating as 

any interruption caused while updating can result in the computer needing to be serviced and potential 

loss of data. 23
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Getting Help Through SPS 
Student Help Desk
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Getting Help through SPS 
Student Help Desk 

Starting on September 21, 2020, students and families can receive direct 
assistance with laptop and connectivity issues through live phone support, 
live chat, and email.   

The following is the contact information for the new SPS Student Help Desk:

• Phone: 1.866.552.0486

• Live Chat: https://support.customs.com

• Email: studenthelpdesk@springfieldpublicschools.com

https://support.customs.com/
mailto:studenthelpdesk@springfieldpublicschools.com


Getting Help through SPS 
Student Help Desk (cont.)

The SPS Student Help Desk will be available from 7:00 am to 8:00 pm, Monday through 
Friday (except Holidays).

Phone support will be provided in both English and Spanish.  Live chat support will be 

provided in English only.   We are working to provide support in other languages.

Students with a broken/inoperable laptop should call the SPS Student Help Desk.  If the 

issue cannot be resolved remotely, the Help Desk will submit the request for a 

replacement delivery on the student’s behalf.
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How to Access a Microsoft Teams Meeting
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Microsoft Teams Meeting
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Microsoft Teams Meeting
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Microsoft Teams Meeting
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Microsoft Teams Meeting
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How to Access Office 365 and 
Create Files
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Office 365
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Office 365
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Office 365



Springfield Public Schools 2016-2017Springfield Public Schools 2018-2019Springfield Public Schools 2018-2019 36

Office 365
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Signing into Schoology
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Schoology – Signing in
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Schoology – Signing in
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Schoology – Signing in
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Schoology – Signing in
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Schoology – Signing in
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How to Navigate in Schoology
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Schoology – Navigation
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Schoology – Navigation
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Schoology – Navigation
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How to Find and Submit an 
Assignment in Schoology
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Schoology – Assignments
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Schoology – Assignments
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Schoology – Assignments
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How to Communicate with Teachers 
in Schoology
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Schoology – Communication
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Schoology – Communication
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Schoology – Communication
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Schoology – Communication



Springfield Public Schools 2016-2017Springfield Public Schools 2018-2019Springfield Public Schools 2018-2019

Signing into Unified Classroom
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Unified Classroom - Signing in
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Unified Classroom - Signing in
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Unified Classroom - Signing in
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Unified Classroom - Signing in
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Basic Navigation in Unified Classroom
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Unified Classroom - Basic Navigation

Below, please see an example student dashboard in Unified Classroom with descriptions. Students can 
easily navigate the platform using these and the above-mentioned instructions. 
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Unified Classroom - Basic Navigation
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Navigating Class Pages in Unified 
Classroom

64



Springfield Public Schools 2016-2017Springfield Public Schools 2018-2019Springfield Public Schools 2018-2019

Unified Classroom - Navigating Class 
Pages 
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Unified Classroom - Navigating Class 
Pages 
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How to Access and Submit 
Assignments in Unified Classroom
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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Unified Classroom - Assignments
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How to Communicate with Teachers in 
Unified Classroom
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Unified Classroom - Communications
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Unified Classroom - Communications
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Unified Classroom - Communications
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Unified Classroom - Communications
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A YouTube channel has been created and will be populated with videos to 
accompany all training topics covered in this technology orientation 
training.

Please click the link below to access the SPS Family IT Support channel:

https://www.youtube.com/channel/UCUbdvuyhx6-IuaRw_45S7Dg

This power point can be found on:

MySPS>WeLearn>Resource Documents
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YouTube Link

https://www.youtube.com/channel/UCUbdvuyhx6-IuaRw_45S7Dg

