THIS IS AN END-USER QUICK START CARD (TO ASSIST WITH THE SAFESCHOOLS ONLINE REPORTING
WEBSITE APPLICATION). *THIS IS THE PROPERTY OF THE PENNSYLVANIA DEPARTMENT OF EDUCATION

(PDE).

Quick Start Reference Card

Open your internet browser program and enter the Safe Schoals Online wahsite in the
wdfdress bar and click on the Go button in your brawser's toolbar,

wrarw safeschools. state_pa.us

Afver the site opens, click on the Log On link available in the upper right.

Entar your usarname and password (previded by your Zone Administrator) in the cor-
rmect bomes and click the Log On button to complete the logon process,
Remermber: pour dsernme ond pessword one cose-sensiive.

Salect an application (upper left) to begin working with (e, Alt Ed, School Safety, 54P,
ar Profile and User Management|.

Select a task in the lower lefi of the applicatien. Click on Forms [Enter/Edit] to start
new forms and to edit existing forms, *H wou do not see Forms (Enter/Edit), pleass
contact your ZA for access assistance (The Help Desk is not permitted to delegate roles
and/or permissigns). Chck on the @ plus signs rest be the jcons fo expond areas of
interest and to access farms/reparts (per schogl district ang buiiding), Click on Reparts
|Print] ta create hard copies of akeady-enterad forms lar your records.
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woanw safeschools. state pa.us

Dipen your internet browser program and enter the Safe Schools Oniing website in the
address bar and dide on the Go button in your browser’s toolbar.

After the site opens, clidk on the Log On link available in the upper right.

Enter your username and paseword {provided by your Zone Administrator) in the cor-
rect boxes and click the Log On button to complete the logon process.
Remember: your usernome and pessword are case-sensitive.

Sedect an application (upper left) to begin working with [i.e. Alt Bd, School Safety, SAP,
or Profile and User Managemaent]

Select a task in the lower left of the application. Click on Forms (Enter/Edit) to start
mew forms and to edit existing forms. *Mf wou do not see Forens (Enter/Edit), please
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and/or rondssions. ). Chek on m- the plus S0 sext o the fcong Lo expond oreas
of interest ond to access formsreparts (per scivoal district and buldfng), Click on Re-
ports (Print) to create hard copies of already-entered forms for your records.
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I you lack yoursell out af the spplication, cantact your Z4 {or the Help Desk) for assis-
tance, If you do not know who peur 24 i, please contact the Help Desk, Enter pour ZA's
cantact information below:

hy ZA's Marne: Phome:

For password retrieval Issues, call the Help Desk, or if you utllize the Get Password func-
tion on the login page, a new temporary password will be sent to your regestered email
address. Simgply “copy and paste” this password, from your email, into the correet text-
bax on the login page. You con change this pesswoard (after logging in) by simply ciick-
ing on the Chonge Possword link in the upper right of the wehsite,

**0ON'T FORGET: A detailed, step-by-step User Guide (wilh screenshots) is available
an the Home page of the website.**

Far Help Desk Suppart, call: (B14) 262-0505 [Press "27)
Menday - Friday, B:30 a.m. 105 p.rm.

o . Alternative Education |717) 105-6508
s W, Schoal Safety |717) 7050353
R Student Assistance Frogram [717) TH2-6TT7

T I B bl 1 S b b e

If wou lock yourself aut of the application, contact your 24 [or the Help Desk] for assis-
tance. If you do not know who pour Z4 &, pleass contoct the Haip Deck. Enter your Z4°s
contoct informetion befow:

My ZA's Mame: Phone:

For password retrieval ssues, call the Help Desk, o if you utilize the Get Password Tunc-
tion on the legin page, a new temporary password will be sent to your reglstered emall
address, Simply "copy and paste™ this passward, from your email, into the correct text-
bex an the lagin page. Tou con charge this password fafter fogging in) by simply chick-
fng an the Change Password link In the upper right af the website,

**DONT FORGET: A detailed, step-by-step User Guide (with screenshats) is available
an the Home page of the welbsite**

For Help Desk Support, call: (814) 262-9695 (Press “2°)
Monday - Friday, B30 am. 10 5 .

. Adternative Education
o~ . Schaol Safety
. Student Assistanoe Program

{717) 705-6908
{717) 705-0353
\717) 783-6777




