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Overview 

“Central Administrators” have access to student information for all of the schools in this district. They are 

able to login into the portal, search records, enable or disable users, unlock user accounts, reset 

passwords, and download student rosters for any school in the district.  This user manual provides 

instructions on afore mentioned functionalities required by Central Administrators.  
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Login 

Login 

Steps to access the LAUSD SSO Account Administrator Login page: 

1. Click/Go to https://mylogin.lausd.net/admin 

2. Your screen should look like Example 1 – Login Page 

3. Enter your user name and password 

4. Click “Login” button to proceed 

 

Example 1 – Login Page 

 

. 

 

https://mylogin.lausd.net/admin
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Attempt to Login with Wrong Credentials 

Should a Central Administrator attempt to log into the portal, if their credentials are not correct, their 

screen will look like Example 2 – Incorrect Credentials. 

Should this red message occur, the Central Administrator needs to review their user name and password 

any errors. 

Example 2 – Incorrect Credentials 

 

 

Admin Access & Functionality 

Search Records 

Central Administrators have the ability to search for students and employees across the district. Refer to 

Example 3 – Account Management for a view of the search tool. Central Administrators can use the 
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following credentials to search: 

 

 User Type: Students 

 Attribute: District Id, Last Name, First Name, Cost Center Code, User Logon Name 

 Value: Search within the Attribute. For example, if your attribute is “Last Name”, enter the “H” to 

search all students with a last name beginning with “H”. 

 

To view all records (no search parameters applied), leave “User Type”, “Attribute”, and “Value” blank. 

Then click “Go”. 50 results will appear per page. To view the next page, click “Next”. To return to the 

previous page, click “Previous”. 

Example 4 – Account Management Results displays how results would appear if a Central Administrator 

searched by “User Type – Student”.  
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Example 3 – Account Management 

 



 

LAUSD SSO Account Management Central Admin Group User Manual 

Central Administrator - User Manual - December 2014 8 

Example 4 – Account Management Results 

 

Enable or Disable User 

In the search results, the “Account Status” column displays whether a user’s account is “Enabled” or 

“Disabled”. “Enabled” means the student has access to the portal, and can login. “Disabled” means the 

student cannot access the portal, and cannot login.  

To change the “Account Status”, simply click on the icon to and account will be updated from “Enabled” 

to “Disabled” or from “Disabled” to “Enabled”.  

Below are the image symbol that let you know current status. 

 

Disabled Account 

 

Enabled Account 
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Unlock User Account 

A student’s account can become locked for a variety of reasons, including attempting to incorrectly login 

their account too many times. The Administrator can unlock the account simply by clicking the 

lock/unlock icon. Below is the image symbol that let you know the current status of user account. 

 

Unlock Account 

Reset Password 

To reset a user’s password, click on the “Reset Link” button provided in each record. It will appear with a 

pop-up asking for confirmation for changing the password. See Example 5 – Reset Password Pop-Up.  

To confirm, click “Reset”. Next, another pop-up will display the new password. See Example 6 – New 

Password Pop-Up.  Click “ok” to exit the new password pop-up. The Administrator resetting this password 

should cut and paste the new password, or read it to the student. 

Students will be able to login with their new password, and change the password to their preference on 

their own.  
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Example 5 – Reset Password Pop-Up

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example 6 – New Password Pop-Up 
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Download Student Roster Report 

Student Roster Report 

Central Administrators have access to download the Student Roster Report for all schools in the district. 

For downloading the student roster report, just click the “Download CSV” button (see red box on Example 

7 – Account Management Results).  

You will see pop-up requesting you enter the “Cost Center Code”, see Example 8 – Cost Center Code Pop-

Up. Enter the “Cost Center Code” of the school’s records you want to view, and click “Download”. 

You will be prompted to either open the report, save report or can cancel the download (see Example 9 – 

Download the Student Roster Report). The report will be download into Windows® by default zip, so it 

can be unzipped on any machine easily. 
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Example 7 – Account Management Results 
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Example 8 – Cost Center Code Pop-Ups

 

Example 9 – Download Student Roster Report

 


