
IMPORTANT:     Please read first.  
If you are a continuing Student Teacher or currently have a LAUSD email account(classroom), you are not required to file a new 
application for an email account. You will need to request a Schoology role for a new training school site. Please see Schoology 
starting at page 7. 
**If you are a current (non-classroom) or a former employee you must file for a new SSO account. (See bottom of page 1) 
 

Go to oneaccess.lausd.net and click ‘Request For New SSO’ button. Use the following information. 
in the application. 
 

Select User Type Community Member 
 

Position Type Student Teacher 

Work Group Type – Be sure to check with your Master/Guiding Teacher for the exact title of the Work Group Type – choose the work type of school in 
which you will be working: High School, or Span School, or Middle School, or Elementary School or magnet (elem) or magnet 
(senior), etc. 

Location – choose the name of the school to which you are assigned. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(if the school has a first and last name like Cesar Chavez look under the last name, i.e., Chavez) 

**According to information received, you must file a new email account because of being a non-classroom staff member. 1.) Try filing a new application. 2.) If 
you get an error notice, then proceed to step 3. 3.) Contact the ITD Help Desk [Call 213-241-5200 Phone lines are open 7:30 am to 4:45 pm Monday through 
Friday] to have your current account canceled. Be sure to ask how long, after they cancel it, you will have to wait before you can file a new application. 
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If the area says optional – do not complete. 

DO NOT 
COMPLETE 
‘CONTRACTOR’! 

Be sure you know the ‘exact’ name of your assigned school site. 

Please use your 
university email 
address 
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Applicant clicks continue and a verification code will be emailed to the email address provided. After the form is submitted, 
applicant needs to check his/her email and click the link in the email. Enter the verification code from the email on the 
validation page. This step verifies user’s request for an LAUSD account and the request is presented to approver to approve or 
deny. 

 
 
 

 

(You or your Master Teacher/Cooperating Teacher will need to reach out to the Administrator/Principal to alert him/her to 
expect an approval request in the form of an email or they may need to log into oneaccess.lausd.net Admin portal. They will 
see a list of all requesters.) 

After account request is approved, user will receive a confirmation of a successful verification and submission for new SSO 
request. Note this process can take several days depending on when the approver approves the request. If request did not get 
approved within 7 days, it will expire, and user will need to submit a new request. 
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oneAccess: Check your SSO Request Status 
Users can also check the status of any account request by clicking on the Check your Account Status button from the oneAccess 
landing page. Users will need to enter their last name, first name, date of birth, and last 4 digits of their SSN before checking 
the box and clicking on the Check Account Status button 

 

 

Once a request for a new SSO Account is completed, users will receive an automated email with a verification 
code, which will be entered in the screen below. 
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Use ‘Your LAUSD ID’ below 

(You or your Master Teacher/Cooperating Teacher may need to reach out to the Administrator to alert him/her to expect an 
approval request in the form of an email.) 

 
 

mylogin.lausd.net Select Role Community Member 
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Your LAUSD Account (username/LAUSD email address) is located on this page). Your LAUSD SSO user account starts 
with a “cp-“ 

 

Use LAUSD ID from page 5 above 
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Please go to the Student Teacher Support page on the National Board Certified website, 
https://achieve.lausd.net/Page/17523, to complete the 20 21 Spring Student Teacher 
Contact Form, step 4 under Getting Started. 
 

Schoology 

When you log into ‘oneaccess’ with your 
username be sure to include “@lausd.net.” 

https://achieve.lausd.net/Page/17523
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Location Type: School (campus if you are assigned to a magnet, span school, etc.) 

Role: staff (classroom) 

Locations: choose your school site (if the school has a first and last name like Cesar Chavez look under the last name, i.e., 
Chavez) 
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School Site Administrator must approve 
request. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
(You or your Master Teacher/Cooperating Teacher will need to reach out to the Administrator/Principal to alert him/her to 
expect an approval request in the form of an email or they may need to log into oneaccess.lausd.net Admin portal. They will 
see a list of all requesters.) 

 

 

Schoology: Your Master/Guiding/Cooperating Teacher will need to send you an invitation (access 
code) to join his/her class. 
Student Teacher Log-in to Schoology 

1. The ‘course access code’ will need to be acquired from the owner (Master/Guide Teacher) of each course you 
which to join. 

2. You will need to go to ‘lms.lausd.net’ to log in by clicking on the ‘employee’ button; sign in using your LAUSD 
email account using ‘cp-first name.last name (or whatever is assigned)@lausd.net.’ 

3. This will bring you to the LMS Dashboard page.  
• To join a course, click on ‘courses’ in banner across the top of the home page.  
• click on ‘my courses’ in upper right-hand corner of the courses page;  
• when the next page opens, click on ‘Join Course’ (upper right-hand corner);  
• and follow the instructions. 

4. Once you have joined the course, click on ‘courses’ on the banner across the top and choose the course you wish 
to enter; explore the course. 

 
Google Classroom: If it does not work, you may have to contact the school’s tech person of the ITD Help Desk. 
You and the Master Teacher can try the following. Your Teacher can make you a Co-Teacher if he/she chooses. 

 

1. Master Teacher goes to Google Classroom Course, clicks on People and then the 'add teacher' icon and puts in the Student 
Teacher’s email address. 

mailto:assigned)@lausd.net
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