Updating Your Outlook Global Address Information

Step 1:
Using the Internet Explorer browser go to the URL (Internet) address below.

https://idmlogin.lausd.net

-é https:/ /idmlogih.ausd.net,/myprofile,/ - Internet Explorer provided by LAUSD
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Hello, I'm Jim.

Welcome to the LAUSD Single Sign{On Self Service Console.

| am here to assist you. Please click on any \pf these links to:

+« Activate your LAUSD account

+ Change your existing password, set or change your password hint
question. Review and update information about yourself?
(What it shows about you in Outlook)

Need Assistance +« Forgot your password or it has expired? Passwords expire every 180
Changing Your days (see password tip}*
Password?

*Password tip: Don't forget to set your password hint question first. This will be needed
when resetting a forgoften password. [f you have forgotten your password and have not
setf your password hint question, employees can call the ITD Help Desk at 213-241-
LAQQO (5200) for assistance.
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https://idmlogin.lausd.net/

Updating Your Outlook Global Address Information

Step 2:
After you have logged in you will be able to change your global address information. Additionally, you
may also change your LAUSD SSO/Outlook password on the same page.

Login with your LAUSD Single Sign On username and password.

(ex — john.doe | Do not use the @lausd.net portion of your email.)

,é Login in to Inside LAUSD - Internet Explorer provided by LAUSD
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Userna EI announcements and resources for employese:
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Passwotd | Single Sign On and

Login |This isyoure-mailgwcrd — password. Then click

Reset your S50 Password

on the Login button.

Would you like to self-activate vour S50 account?
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Updating Your Outlook Global Address Information

Step 3:

Please fill in all the information in the fields provided. It

is critical that your department, work phone

number and your office/cube number# is kept up-to-date.

(Work Phone — Your direct LAUSD or department phone number. \
Department — The name of your department with the letters “HR” and a hyphen preceding it. (ex. HR -

Certificated Workforce Management & Qualifications)
Office — Your cube or office number. (ex. 15-163-95)
Address — The address of your work location.( ex. 333 S.
City — Los Angeles

\Zip — 90017

Beaudry Ave., 15th Fl.)
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ATTZEIO (v (AUSDY)

ENGERSBACH, LUIS

Account Information

LAUSD Username bat.man

Email Address hat.man@lausd.net
User Type EMPLOYEE

v
ﬂrk Location Information \
Work (213 241 15300

Phone
Certificated il
Workforce

Department
Management & ;I

(64 char. max)

Notification |Send as HTML email = |
Preference

Office Ofice  [15-1
Address I 63'

Address 333 5. Beaudry -]

Zve., 15th F1.
=

You are legged in as

fChange password or password hint]

Perscnal Infermation

First Name BAT
Middle Name
Last Name MAAMN

Employee Number 959935599

| Don’t forget to click on
the Submit button after

| Submit Cancel

City  |Los Angeles
o o
K cote 1 (//

you have updated your
information.

L.Engersbach | Updating_Outlook_Info_01-30-2013.pdf



	Step 1:
	Step 2:
	Step 3:

