
 

Welcome to the HISD Family 

 

 

Important Technology Information 
from the Tech Department 

 
 

 



 

Welcome to Henrietta ISD.  The following document is filled with  
information to help you get your questions answered concerning 
technology at HISD. 
Our department is comprised of two people.  Erik Sanchez is our 
director and Kellie Harris is his assistant.  Their contact information is as 
follows: 

Erik Sanchez 

Extension: 7001 

Cell Phone: 940.636.9150 
 

Kellie Harris  
Extension: 7000 

Cell Phone: 940.636.8450 
 

We provide technology support to all three campuses as well as the 
Clay Jack COOP. 
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BASIC COMPUTER INFORMATION TO GET YOU STARTED… 

HELP DESK 
Due to the number of people we serve we have found the easiest way to keep up with requests is 

through a Help Desk system.  We ask that you please submit a ticket when you need support.   Please 

provide any details you think will help us solve the problem. There are two ways to submit a ticket –  

1 – Visit the HISD website.  Look for the Help Desk link in the upper right corner.  Click on this link and 

submit a ticket from there. 

Or- 

2 – Email help@henrietta-isd.net 

 

Once a ticket is created it will start a way of communicating with one another about the issue through 

email.  A lot of problems turn out to be easy fixes that we can send directions through email to you to 

correct the issue.  It also keeps us both aware of issues that exist and we can track the issue through to 

completion. 

Saving Documents 
Each person is allotted a space on the server to save their documents.  This space is meant to save 
things for their job.  Please do not store your entire personal music folder or all of your family photos 
here.   
 
Each person is also given a OneDrive.  This would be the optimal place to save your documents as then 

they are accessible anywhere you have an internet connection.  Including through the OneDrive app 

that you can install on your smart phone.  We highly suggest this as the place you save your documents 

for this reason.   

**Saving them to the OneDrive or server is a lot safer than saving them to your local computer. It also 

allows you to login to any computer in the district and access your documents from that computer. 

 

 If your local computer crashes, or we have to reimage it for any reason you will 

lose any document not saved to the server.  

To access your personal space (also referred to as your Z drive) go to the start button and from that 

menu select computer.  Once that opens you will see all of the local computer drives as well as a drive 

mailto:help@henrietta-isd.net


 

that is mapped and named with your username.  Double click on the drive named for you.  Anything 

saved in there will be saved to the server. 

To access your OneDrive, log into your Office 365 account and select the OneDrive tile to access your 

saved information. 

 

Printers 
We do not offer support or purchase ink for Inkjet printers.  

 Each campus is set up with a minimum of 2 Xerox printers.  One of these is a color printer.  If you have a 

need for color copies you will have to print to the office.  Please keep in mind when printing that the 

cost of each sheet jumps to 10 cents per page for even the smallest drop of color on the page.  Please 

print only the necessary documents in color. 

Printers do not follow you to any machine you login to.  You will have to install the printers the first time 

you login to any computer. 

Network Printers 

All of the printers are named in a fashion designed to tell you the location of the printer to help in 

figuring out which printer you wish to install. 

EX: ES_OFFICE_XEROX_7232 

That printer is an Elementary Xerox7232 printer located in the office. 

Printers are located on the 2008printserver.  They will need to be installed following the directions 

below. 

Installing a Network Printer 

Click on the start button and in the search box type in the word run and hit enter.  That will bring up the 

run command.   In that box type in \\2008printserver  (all network printers are located on this server) 

 

 

 

 

 

\\2008printserver 

file://///2008printserver


 

This will bring up a list of printers on that server.  Locate the printer you wish to install and double click 

on that printer.  It will start the installation process.  It may ask you if it is ok to install a driver.  Please 

allow it install the driver.  When you see the white with blue dialogue box pop up you will know it has 

been installed and is ready for use. 

Xerox Copy/Printers 

The Xerox copiers have a few extra features that you might be interested in.  One of those would be to 

email documents.   There is a document below that will walk you through the steps of emailing a 

document from the copier.  You can also use this feature to convert a document to a PDF document.  

The email will come to you (or intended recipient) from WorkCentre. 

Emailing from Xerox 

You can also send documents to the printer as a secure print.  This will hold the job from printing until 

you reach the machine and enter the code you specify on the document. 

1. On the File menu, click Print. 

2. Click Properties, and then click Advanced. 

3. Under Job type, select Secure Print. 

4. It will ask you to type in a four digit code twice. 

After you go to the printer, you select secure print, select your job and then type in the same four digit 

code. 

The printer should release and print the job at that time. 

 

P@ssw0rd$ 
You will have several passwords needed to use in different programs at HISD.   

Network Login Password  

We require you to use a complex network login password.  We do this for your security.  If you ever 

forget your network password you will have to call us.  We cannot tell you what your password is/was.  

However, we can change it to something new and require you to change it to something else after 

logging in.   

Please do not share your password with others.   

Please do not write it on a sticky note and leave it on your keyboard (etc.).  Once anyone has access to 

this password they have access to all of your documents as well as emails.   

If you ever feel your password has been compromised you can change it – hold ctrl+alt+del at the same 

time - one of the choices on this menu will be change your password.  From there you enter the old 

password and the new password 2 times.  The next login will require your new password. 

Xerox.pdf


 

Grade Book Password 

(https://txsuite.henrietta-isd.net/txgradebook/) 

 

Much like the network login password the grade book password has to be complex.  It also has to be 

changed about every 90 days.  We do not know what your grade book password is, nor can we change 

it.  If you should happen to forget your password please use the Forgot Your Password Wizard on the 

right hand side of the grade book.   The staff id it asks for is your complete employee number, it will 

have 3 leading 0s (ex 000123) – and your username should be your 5 letter login and the number one 

(ex. harkd1), assuming that you followed the directions that are sent with gradebook set up. You will 

have to answer one of your security questions.  Once you have successfully answered the question you 

will be given a chance to change your password.  Your password must be different from the last one; 

however the PIN number can remain the same.  

If you fail to put the correct password in three times you will be locked out of your grade book.  You 

will then have to call your campus secretary and have them unlock your grade book so you can go 

through the Forgot Your Password Wizard as described above. 

Security 
We cannot tell you that your information is safe if you leave your computer logged in and walk away 

from it.  We realize that logging off may hinder what you are working on when you have to walk away.  

For that reason we encourage you to “lock” your computer when you walk away from it.  To lock your 

computer –  

hold down the Windows key (the square divided into fourths) and the letter L key at the same time.   

This will immediately lock your computer.  To unlock it you will simply have to enter your password 

again.  All programs that you left open should be open exactly as you left them when you log back on.   

 

Email Account 

first name.last name@henrietta-isd.net 
 

Every employee at HISD can and should have an email account.  There is a document attached that will 

walk you through accessing your email.  There are a few things we want to make you aware of if you 

have an account with us. 

This account is supplied for school business.  Please do not use it as your personal email account.  There 

are several ways to get a free email account.   If you need to know of one submit a ticket, we would be 

happy to suggest some options for you. 

Your email account is subject to an Open Records request…which simply stated means that we, by law, 

could be required to give a copy of all your emails to anyone that should submit a request for it.   

https://txsuite.henrietta-isd.net/txgradebook/
mailto:name@henrietta-isd.net


 

We are also required, by law, to archive each email that you send/receive for 7 years.  This is another 

reason we ask that you do not use your school account as a personal email account.   The archiving isn’t 

a free thing…so this costs the district additional money.  

Please be aware of sharing your email addresses with other companies and signing up for subscriptions 

etc..  There are certain places that make more money on the side by selling your email address to other 

companies.  Some that may not be a reputable as the one you gave it to initially.  They in turn may turn 

around and sell it again and so on and so on… this leads to a large portion of the SPAM that we receive.   

As for SPAM, we provide protection against it.  This will not totally eliminate it.  There will be times 

when you get more than others…the best piece of advice we can share with you about that is to not 

open unexpected email from people you do not recognize.  A lot of SPAM is simply Phishing for your 

personal information.  They will then turn around and use your information to make your life a 

nightmare. 

We do not send generic  emails asking for your password.  We do not send emails asking for your 

social security numbers…and you should be highly suspect of any company that does. 

We do not allow for the sending/accepting of.zip files through email at HISD.  This is an easy way for 

viruses to make it in the system.  So for the safety of the network and its users it is just easier to block 

them. 

Gradebook 

(https://txsuite.henrietta-isd.net/txgradebook/) 

We use Txgradebook.  A part of the TXEIS student information system.  Once your campus contact has 

given the go ahead to set up your gradebook you are free to do so.  You must visit the link above and go 

to the new user wizard to the right of the page.  IT DOES NOT MATTER IF YOU WERE HERE 

LAST YEAR OR NOT- EVERYONE MUST REGISTER AS A NEW USER EACH YEAR. 

Please make your username your 5 letter login and 1 at the end – ex. harkd1   

It will ask for your staff id – this is your complete employee number (ex 000123).   

This link will also work from home if you are the type that prefers to enter grades on a Saturday evening 

in your pjs.   

Check with your campus administrator for any district/campus policies as to grading policies.  You will 

also want to remember, parents have access to student grades through the parent portal.  Some 

monitor it more closely than others…but it would be to your benefit to keep it as up to date as possible.   

https://txsuite.henrietta-isd.net/txgradebook/


 

Web Page Basics 

(www.henrietta-isd.net) 
 

Web Page Requirements 
Each teacher is expected to have a web presence on the HISD website.  The minimum information to be 

on the page is a picture of the teacher, email contact, campus phone number, and schedule.   

You are welcome to have as big of a presence as you desire to have.  Please be aware that each campus 

has a list of the student limitations as far as their web permissions are concerned.  Please check with 

them before posting  ANYTHING pertaining a student. 

Your webpage username is: your complete email address (ex. Kellie.harris@henrietta-isd.net)  

Your password in Be@rcats16 

I highly encourage you to change your password after successfully logging in the first time. 

 

To login and edit your page, navigate to your page and use the login button at the top of the page: 

 

 

After successfully logging in, slide the red button by design mode to turn it on.  

 

Once Design mode is on, you can look towards the body of the article. You are looking for the pencil.  

Click on the pencil and the editor will open up. 

 

Once the editor is open, you will see that it edits much like a normal word document.   

If you run into any problems, there is a ? at the top of the screen near the middle.  Click on this ?.  

 

http://www.henrietta-isd.net/
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 It opens up a box that has some commonly asked questions answered as well as a link to live chat help 

or a phone number if you prefer to talk to them live.  .  

 

They also have webinar training sessions that you can attend by registering at this link: 

https://attendee.gotowebinar.com/rt/7102938952668951041 

 

IF you have additional questions, please submit a help ticket and we will do our best to help you get it 

figured out. 

Staff Section 
On the District page of the website you will see a link to the Staff section. Here is where you will find 

links to things that are helpful to staff members.   

Citrix – If this….a document for HES teachers. *Included in this email as a separate document. 

Employee Handbook 

Help Desk 

HR Portal – View your current pay/leave information here.  (If you forget your username and password 

for this site you will have to contact Gayle or Joy in the business office to delete your account and start 

over.) *Set up information is included in this email in a separate document. 

txGradebook 

Discovery Education (United Streaming) – Set up codes (HES -5F8A-2197)   (HJH -5F8A-82EF)     (HHS-

52B8-6849) 

TimeClock Plus 

Region 9 ESC 

Region 9 Professional Development Registration 

Texas Education Agency 

West Texas Public Schools Employee Benefits Cooperative 

Technology/ Training Information – This section contains: 

Computer Tips and Tricks – Various Help topics (Creating Screen Shots, Organizing Favorite Websites, 

https://attendee.gotowebinar.com/rt/7102938952668951041


 

Installing Printers, Document Camera and Projector help, Gradebook Not Working Properly, Changing 

Your Password, Logging Into the Employee Information Section and Preparing to Have Your Computer 

Reimaged) 

Installations – Maps to connect your document cameras and projectors 

Xerox Printers – Brief training videos 

HISD PHONE SYSTEM 

Your Classroom Phone 
Each classroom at HISD is equipped with a phone.  To dial an outside number you will have to dial a 9 

first.  To dial 911 you do not need to use the extra 9. 

The teachers have been asked not to give their personal extensions to parents.  That will force the 

calls all through the main operator on the campus.  All calls other than emergencies will be sent to 

voicemail. 

There is a corporate directory that you can access through the phone or you can request a printed copy 

of it from your campus secretary. 

Once you have set your voicemail up you should start receiving your voicemail through your  email.  The 

manual below will walk you through the voicemail set up (page 56).  The default password to set up your 

voicemail is 12345.  You can delete your voicemail through your email.  You can forward the voicemail 

through email.  We have even had teachers create a voicemail file and use the file to add voice to 

projects.  

Voicemail Setup 

Long Distance Code 
Each teacher/administrator will be assigned a 3 digit long distance code.  You will need this code to 

make long distance calls from school. 

To use your code dial 9+ the number 

You will hear a tone 

When you hear the tone enter your 3 digit code. 

Your call should connect like a normal call from that point. 

If you have trouble with your code working properly please put a ticket in so we can get the issue 

resolved. 

 

7911_Phone.pdf


 

Office 365  
Office 365 is a cloud based service that we subscribe to that provides us with our email services as well 

as offering you access to all Office applications and a OneDrive.  With use of Office 365 applications and 

OneDrive you have the ability to work on documents from anywhere with an internet connection and 

have access to the documents at school.   

With the particular version we subscribe to you are also entitled to download and install up to 5 

copies of the latest version of Office on up to 5 of your own devices for free. 

All students at HHS have the same Office 365 capabilities as the staff. Including the copies of Office free 

for download on their home devices.  They also have the same abilities to save/share documents and 

the tools that they need to work collaboratively on projects. They all have a working email account as 

well.   

MISCELLANEOUS INFORMATION 

Smart Phones and Email 
We do provide you with the ability to connect your smart phone to your email account.  We do not set 

up the phones for you.  The server and domain names can be found in the screen shots below.  We use 

Microsoft Exchange account settings. Android users need to pick the corporate version of Exchange if 

prompted.   The 5 letter login referred to is the username you login to your computer with. 



 

  
   

Text Messaging Service at HISD 

We, as a district, use the school messenger texting program.  We discourage your use 

of Remind as well as other texting programs.  The main reason for this is 

consistency.  It will be better for all of our parents to have one messaging system 

contacting them.  If you are unfamiliar with the product, please put in a ticket and 

arrange a training time so that you will be able to use the system effectively.   
The link to access the system is: 

https://asp.schoolmessenger.com/henriettaisd/ 

Your username is: your complete email address. 

Your password is: Be@rcats16 

 

https://asp.schoolmessenger.com/henriettaisd/


 

Social Media 

The school has one official Facebook page and Twitter account.  If you have 

something that you would like to share via social media please contact Kellie in the 

Technology Department.  If the information obtains pictures or names, please check 

to make sure that permission is on file.  When pictures are involved, we prefer to 

post the information in an article to our website and then use a link back to that 

article.  

 

WIFI 
HISD is equipped with WiFi through the majority of our campuses.  There is a guest network supplied for 

all users.  There is no password required to attach to the guest network and have internet access.  FYI – 

the internet that comes through the wireless network is filtered for CIPA compliance.  So your Facebook 

ap on your phone will not connect while attached to the wireless.  You will have to use your data plan 

for Facebook access.  

**From the Employee Handbook** 

 An employee may not share or post, in any format, information, videos, or pictures obtained while on 

duty or on district business unless the employee first obtains written approval from the employee’s 

immediate supervisor.  Employees should be cognizant that they have access to information and images 

that, if transmitted to the public, could violate privacy concerns. 

 

SUBSTITUTES AND TECHNOLOGY AT HISD 
NEVER give a substitute your computer password.  Substitutes at HISD are all provided with a computer 

login and email address of their own.  We do this so that you can log off of your computer and know 

that they have access to a computer with an internet connection. It is the only way that we can provide 

protection to your personal and confidential information that is stored on your computer.   Please be 

sure to take advantage of this and log off of your computer before having a sub.   

If you are leaving a Discovery Education (United Streaming) video for the sub to show please provide 

them with the correct campus login to United Streaming for substitutes on your campus: 

HES – Username – sub@hes     password – Be@rcats 

HJH – username – sub@hjh     password – Be@rcats 

HHS – username –sub@hhs     password – Be@rcats 

NEVER give a substitute access to your gradebook.  If you should require a long term sub please make 

arrangements through the office to give them their own gradebook access.   



 

 

WHAT YOU CAN EXPECT TO GET RECEIVE FROM US 
 

Shortly after you are hired you should expect an email from one of us that will contain: 

Your phone extension 

Your employee number, which acts as long distance code, lunch number and library number 

Information on setting up your voicemail. 

If you require any additional help please fill out a trouble ticket and let us know what we can do to help. 

Welcome to HISD! 

 

 


