
General User Guide 

LOG-IN and NAVIGATION 

User ID is your single sign on (exclude the @lausd.net) 

Password is your single sign on password 

Note:  We recommend using Mozilla Firefox as your 

browser to access MyTeam 

Log-in URL:    achieve.lausd.net/myteam 

Click on either link to 

go to the sign-in page 
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General User Guide 

LOG-IN and NAVIGATION 

MyTeam Home Page 

Click on an icon to access the report 

Click here to provide 

feedback / suggestions 

Click on the “MyTeam” icon.  

 

Depending on your user profile, you 

may see icons for other tools as well. 

1 
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Click”GetData” from any screen to 

return to the main menu shown above 

Click to View 

the Report 

Help Guides 



General User Guide 

LOG-IN and NAVIGATION 

Navigation and Global Icons 

Click to return to the MyTeam Home page 

Previous page (you can also click the browser back button) 

Click to view the report help guide.  Each report area has its own 

unique help guide, so be sure to explore all the areas! 

If you have a data issue or general question you may email us at 

myteam@lausd.net, or use the ITD CUSTOMER SERVICE DESK 

(https://itdscweb.lausd.net/sc/ess.do). Once a ticket has been created a 

representative from MyTeam will contact you. 

 

For feedback or suggestions please see the link on the MyTeam home page. 

For a Principal, the default display 

is your school location.   

 

For LD Superintendents, Directors 

and Coordinators, you may choose 

any of your locations from the 

dropdown list. 

This icon appears throughout the MyTeam report areas to indicate 

where you can drill down to more detail 

Subtotals 

Users who oversee multiple schools have access to a subtotal feature that can 

show teacher detail at all schools rather than one school at a time.  Please refer 

to the report screenshots for location of each subtotal link.  
SUBTOTAL 

mailto:myteam@lausd.net
https://itdscweb.lausd.net/sc/ess.do
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LOG-IN and NAVIGATION 

Sorting 

If column sorting is available, sort carets will appear when you hover 

your mouse over the column heading. 

   -Click the up arrow to sort data ascending.  

   -Click the down arrow to sort data descending. 

Click to show all rows of available data, if available 

Click to export to PDF, Excel, Powerpoint or Data CSV file.  Since 

the export will capture whatever is on the screen, it is 

recommended you first select any desired filter settings and 

expand all rows prior to the export.  

Exporting 



General User Guide 

AGT Report 

1 

2 

There are three drill-

downs from the main 

chart summary page.   

Takes you to #3 below 

Takes you to #4 below 

3 4 Click on 

any 

AGT 

count to 

go to #5 

teacher 

detail 

drill 

down 

Click on bar 

chart to drill 

to #5 teacher 

detail 

SUBTOTAL 



General User Guide 

AGT Report 

5 

Click on an Employee ID to go to the Teacher Summary Report 



General User Guide 

Attendance Report 

1 

Hover mouse 

over bar charts 

to see school, 

LD & LAUSD 

attendance rate  

Click to Drill to Classified 

employee detail (#5 below) 

3 

SUBTOTAL 

Click to Drill to 

Certificated employee 

detail (#4 below) 

Scroll to the bottom of 

the page to find the 

Subtotal links 

“Trend Reports” – drills down to #7 below                   

“Day-of-Week Reports” – drills down to #8 below 
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General User Guide 

Attendance Report 

Certificated Staff Attendance Detail 

Click on an employee ID 

to go to the Employee 

Summary Report 

Classified Staff Attendance Detail 

5 

4 

Click on the unprotected 

or protected hours link 

to see that employee’s 

absence details (See #6) 
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Attendance Report 

6 Employee Daily Attendance Report 
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Attendance Report 

7 Year-To-Date  (YTD) Attendance Trends 

Click on any link to see the staff 

attendance detail for that month YTD 
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Attendance Report 

8 Day-of-Week Report 

Toggle between each Certificated and Classified staff 

dropdown and the graph/table will adjust accordingly. 
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Course Assignment History Report 

1 

2 

3 

Click on the 

highlighted 

school total to 

drill to teacher 

detail 

Click on employee ID to 

drill to teacher summary 

SUBTOTAL 

Choose Up to 5-

Year Summary 

For detailed analysis Export to Data -> CSV Format 
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Evaluation Report 

1 

2 

Click any count to drill 

down to teacher detail 

(See #3 below) 

3 

Click on a teacher ID to 

go to teacher summary 

Click on any highlighted number to see which 

areas were marked as Ineffective/NI/NO 

Click to view Observation Ratings for 

the selected school year (See #5 

below) 

Select the School Year to view.  

Default is the current year. 

Click to drill down to all historical 

evaluations (See #4 below) 

LAST THREE EVALUATIONS 



General User Guide 

Evaluation Report 

4 

5 

The School Year Label 

indicates which year 

ratings you are viewing 

Scroll right to see all eval results for the past 10 yrs 

Click on any highlighted number to see which 

areas were marked as Ineffective/NI/NO 

Click on the school name to 

view observation ratings detail 
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Evaluation Report 

6 

Hover over an element 

number to see the description 

By default, this table is minimized.  

Click on arrow to show /hide table. 

Distribution of Ratings: Cycle 1 compared to Cycle 2 

Cycle 1 and Cycle 2 Ratings Detail 

Click on an employee name to see that 

individual’s ratings detail (See #7 below) 



General User Guide 

Evaluation Report 

7 

Click on Employee ID to go to 

the teacher summary page 

By default, the professional 

responsibility ratings table is minimized.  

Click on arrow to show / hide table. 
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LEAD Report 

1 

2 

Click on the LEAD indicator total 

count to drill to teacher detail list 

3 

Click on Employee ID to go to the Teacher Summary Report 

SUBTOTAL 

Select the year 

and time period 

SUBTOTAL 

Click on school 

name to drill to 

additional details. 
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Teacher Summary Report 

1 

2 
Search for teacher by 

name or employee ID 

Or select a preferred location 

and all teachers will populate 

below 

Click on any employee ID and 

the teacher summary report will 

open in a new window 

PRINT ALL 

Generates a comprehensive list of all 

teacher summaries at a school 

In top right 

corner click 

View Report, 

then PDF  

Then select Download, or Save As, 

depending on your version of Adobe 
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Teacher Summary Report 

3 

The teacher 

summary 

displays report 

data for the 

most recent 

school year.   

 

Click each 

report header 

to see all 

historical  

years of data. 

Each of the four arrows represents a drill-

down to more detail for the subject area 

See #4 below 

See #6 below 
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Teacher Summary Report 

4 

Click here to drill to 

observation details (below) 

5 
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Teacher Summary Report 

6 

Click any of the links to see the 

Daily Attendance detail for the 

selected school year 

Previous 

School 

Years 

Monthly 

Attendance 

Current 

School 

Year 
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Teacher Summary Report 

7 

Use the dropdown to select other 

years for the same employee 


