myaccount.ccsd.net

Staff Only — Claim your Account Information
2. Review the Acceptable Use Policy (AUP).

Step 1 Step2
Regstor | Acceptable Usa Policy

e lLaunch a web browser and go to the following
website: myaccount.ccsd.net.

User Account Management Services
Please choose an option:

Reset Your Password or Retrieve Your Current
CCSD Standard ID (Active Directory)

If you are a cument employee or student, this option wil alow you to reset your password or refrieve your current
CCSD Stangard User ID (Active Directory usemame).

Claim Your Account

The Claim Your Account functin is for employees and contractors. This process will provide you with your CCSD
‘Standard ID (Active Direclery usarname) and Districl-provided email addrese,

e If this is your first visit to this site, select the Staff
Only - Claim Your Account Information option.

** This will allow you to add a phone number (SMS

Text) and a non-CCSD email address for resetting your

Active Directory (AD) password. **

Claim Your Account

The Claim Your Account function is for employees and contractors. This process will provide you with your CCSD
Standard ID (Active Directory username) and District-provided email address

1. Complete this form, to include checking the “I'm
not a robot” box.

Step 1

Register

Register

Last 4 digits of SSN:
Last Name:

Birth Month:

Birth Day:

" Im nat a robot 4

Ta claim your diswict computing account, plaase fil out and “submit” the information for each steg of the procass

Please be sure lo complete 51 & steps and dose your bowser when Brished

** If you receive this message, your account has been
previously claimed account. **

Warning x

This account has already been claimed. If you do not know your
password and need to reset it, click 'OK’ and follow the steps to
reset your password
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Dawnload Accaptable Use Policy
Please scroll and review entire document to continue

3. You will need to scroll down to the bottom of the
AUP and check the box, then select Next.

[i By checking this box you accept and agree to the terms of the Acceptable Use Pol\cy]

** If you receive this message, the box is not checked.
Scroll to the bottom of the document and select the
box. **

Warning X

Must Accept the Use Policy before continuing.

4. Set your password by typing and confirming your
password in the boxes provided.

** Please, review the password criteria shown in this

window **

5. When complete, select Next.

Step 3

Set Password
Set Password

New Password:

Confirm Password:

Please create your password above
Password must be alleast § characters and contain at least
One uppercas lefter, ane lowercase letier, ane numeric or special character

Passwords can not contain first name, last name, or username



https://myaccount.ccsd.net/#/

6. Complete the Account Recovery Information page.

**Adding a recovery mobile phone number and a non-
work email (personal) email address will aid in
resetting a forgotten password.**

7. When complete, select Save and Finish.

Step 1 Step 2 Step 3

Register  Acceptable Use Policy et Password

Account Recovery Information

Mobile Phone:

Non-Work Email:

This information will be used for future password reset requests.

Updating Recovery Information

8. Review the confirmation page, then select Done.

Step1
Register

Step 2

Step 3

Acceptabl olicy  Set Password

Account Resources

Name:

Employee Number:
Account Status:

CCSD Standard User ID:

CCSD Email:

Step 4.
Account Recovery Information

Account Resources.
Login, Email _

First and Last Name
Employee Number
Active

Active Directory Name

Email Address

You may update your recovery (non-work) email or mobile phone number by

accessing the Employee Self Service website, ess.ccsd.net, and selecting (change) in

the Password Reset section.

Cell:
Email

[T}
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If you have any problems or questions about resetting your Active Directory (AD) password, please see your Site Based

Technician or contact the USS Help Desk at 702-799-3300.
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