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Searching

Access the elibrary using this URL: https://my.lausd.net

Login to the elLibrary using the “Login” link at th top right. The system will prompt you to enter your SSO
“User Name” and “Password”:
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https://my.lausd.net/

Enter your full LAUSD email address for your username and current password and select “Sign In”:

LFuII LAUSD e-mail address

Password

Enter your full LAUSD email address and password to Log In.
e.gl i .net, mary.smif .net)

After successfully logging in, you will be redirected to e-Library Home Page:
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ReleaseDate Title Due Date Title DocName [Worl How (orments X
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Search

Navigate to Documents by selecting the “Documents” Tab which was highlighted with yellow circle
below:
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Note: All content you are authorized to see will be listed in the “Documents” section

Note: You can leverage the search function to locate content based on the content title, the
contents of files and even the author of a document. You can search any document by entering a
“key word.” All documents will be in the E-Library. It is defaulted into the search window. It’s ok to
remove it, but it’s not necessary to have a thorough search.
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Note: Do not use a “.” The system thinks a period is a type of search and will return irregular results.
You can either put the number in or use an asterisk as a wild card. Use an asterisk “*” (without
quotes) in your search instead to find documents.

Below is an example below of using an asterisk to find all documents that start with the number
6822.

Browse v Ml elibrary (x] 6822
W eLibrary v

+ #ee elibrary

o You are now browsing the documents and shortcuts in "elibrary’ whose names contain the letters '6822". Choose the Search "elibrary’ and Subfolders option from the dropdown menu next to the listing title
powerful searches on document content and metadata.

Do not show this message again
Select « Sort By

¢ Ref Guide 6822 SB 2017 Readiness Test.pdf
D Author: weblogic Release Date: 1/30/2017 12:00 AM

Comments: REF-6822.0 District-wide System Readiness Test For Smarter Balanced Assessments

Note: The comments of the document will have the Document #.

You can filter your search by selecting the filter categories (by pointing the cursor on the down
arrow) as shown below by selecting “magnifying glass” symbol:



wanduns  Refoence Gurdes  Templates snd

- @

q Searchi'ig Cocumen's « Thaviimasre Ty Siwininy i Sav by Friramed :
Buhoned by you Buslerter é Putlic " Standard Seaech
Salact v i = . (e
P r pr P Fla - WPt d Chark | lphond
r Copy ofBulletindem Folowed by yo s - Ao 5 WeslentePortyl 5374 Regular Upload 0
K Mt wenil Rehnae Distes 01 SE00T L0 BN ]
Comments: F
¢ United ftates Flag Bulletin Bossd.docx o o
Murthon webope  Release Duber 8752011 215 M
Comments:

To PTG RO FTALOCLN
Muithise: webage  Reloase Dabe: 8752017 52 MM

Comments;
tege Mani 7
'r mima-larmal deey PR 1]
Rarthor: wrbogic  Reboase Dubes 57 5/2017 T:43 M ' )
Lommento
‘e Balletin{d).decx &0

-

Mt webopee  Rebease Duber 2752077 T33P

Commenti:

Note: If you have made a document a “favorite” or decided to “Follow” a document, you can see a
list of those documents here by clicking the hyperlinks “Favorited by you” or “Followed by you.”

The below highlighted areas allow you to change the view of documents. The can be listed by Date or
Name.
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After successfully searching, you can access the document by selecting the content title (hyperlink) as
shown Below:

Memodandums Referencs Guides Templatis and Farms

Search * Q
G Searching Documents £, Uplaad
alct v SetBy v Viw v
¢ Copy of Bulstin.doo =+ 0
P
| Muithor: contrib  Releaue Dates B152017 234 U
Commentic
v United States Flag Bulletis Board doox = B
Author: wablogs  Release Date; 8152017 R0 PM
Comment
+r eme-fermalda LN i
Author o BASOT AT EM
meme-larmaliney

Comme

iy meme-formal.dec X D

Author webloosr  Relesse Dt B7152017 Tl B

Commanty

dr Bulletin [4) docx &0
' Awthon weblonsr  Release Dates B

Once you access the document you will be directed to the preview of the document as shown
below. Here you can view the content of the document

Note: The preview button may not have all the fonts that your document has. In that case, it will
default to a simple font. When the document is downloaded, the correct font will be present.
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In the “Metadata” tab, you will find the Document ID (which is unique & generated by the system),
Document Type, Title, Author, and other content details as shown below:
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In the “Summary” tab you can find the summary of the document including modified date, status,
comments, and size of the file. You may download the file by selecting the “Download” button as
highlighted red in below:
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