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Introduction 
 
Single Sign-On is a web-based application that will give new and existing LAUSD 
employees the ability to perform the following functions:  
 

1. Self-Activate an LAUSD account. (For employees that do not have an LAUSD 
account or have not activated) 
• Current employees will activate their account and receive an Exchange 

account email account (e.g., abc4567@lausd.net). 
• New employees will activate their account and receive an Exchange account 

(e.g., John.Doe@lausd.net). 
2. Set your LAUSD account Password Hint Question and Answer.  (You must know 

your existing password.) 
• Reset your password.  (You must first set your Password Hint Question and 

Answer.) 
• Change your password.  (You must know your existing password.) 

Update your LAUSD work location information. 
 
Employees WITH an active email account need to: 
Set the LAUSD account Password Hint Question and Answer.  This will allow you to self 
reset your SSO account.  You must also update the LAUSD work location information. 
 
Employees WITHOUT an active email account need to: 
Self Activate an LAUSD account.  The Password Hint Question and Answer will be set 
during self activation.  Update the LAUSD work location information. 
 
Note: If you have forgotten your password and have not set your “password hint 
question and answer,” please call the ITD Service Desk at 213-241-5200 menu option 4 
then sub-menu option 1. 
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How to Access the Single-Sign-On Web Page 
 

1. Launch your Internet browser (ex. Internet Explorer, Firefox, or Safari). 
2. Go to the LAUSD Tech Support homepage by typing 

“http://www.techsupport.lausd.net” in the address bar and press enter. 
3. On the right hand side of the page click on LAUSD Single Sign-On Self Service 

Console link. 
 

 
4. The Single Sign-On Console page will be displayed. 
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How to Self-Activate Your LAUSD Account 
 

1. Click on Activate your LAUSD E-mail Account link. 
 

 
 

2. The Acceptable Use Policy (AUP) will come up. Make sure you read and 
understand the terms of the agreement. 

 

 
 

3. Once you have read the Acceptable Use Policy (AUP) click on Accept button on 
the bottom of the page. 
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4. Step 1 Confirm your identity: 
a. Enter your 8 digit LAUSD employee number – If you have been assigned 

a 6 or 7 digit employee number make sure to enter zeros in front of your 
current employee number to make a total of 8 digits.  (ex. 00123456 or 
01234567) 

b. Enter your date of birth – Make you use the correct format and backslash 
between numbers.  Also your birthday falls on a single digit January 1 

1965 please enter 01/01/1965. 
c. Enter the last 4 digits of your Social Security Number 

 

 
 

5. Click Next 
 

6. Step 2 of the activation process: 
a. Enter your new password 
b. Confirm your new password 
c. Select a Security question from the drop down menu 
d. Provide the answer to your security answer 

 

 
 

7. Click Next 
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8. The Single Sign-On activation status windows will come up. 
 

 
9. Click Ok 

 
10. You will be returned to the Single Sign-On main page.  The activation process is 

now complete. 
 

 


