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Classroom Technologies Year-end Guide 

 
The following are suggestions and reminders for classroom technology as you prepare for summer 
break. 
 
 

Backup: 
 
We strongly encourage you to backup your data before you leave for the summer. Save all data to                  
your district Google Drive. Google Drive may be accessed from a web browser, or via File Stream in                  
Windows Explorer. Tutorials for backing up data to Google Drive can be found on our district technology                 
helpdesk web page. As a reminder, non-work-related personal data should not be stored on district               
resources (personal pictures, videos, music, etc.). 
 

Note: Your YSD Google Drive should not be used for HIPAA related data. 

 

Classroom Staff Desktops: 

If you are moving classrooms and have a desktop computer for your staff workstation, please back up 
your work-related data to your Google Drive and leave your current computer in place.  All staff 
members can use any district staff computer, and your data will be accessible from any district 
computer via Google Drive.  If there is no computer in the classroom you’ve moved to, create a 
technology workorder and we’ll set one up for you. 

Note: if you have a personal printer connected to your current workstation via USB, you may take that 
with you if you move classrooms.  We will reconnect it for you prior to the startup of school. 

 

Checking Out or Returning Staff Laptops: 

If you’re checking out a staff laptop for off-campus use, see your office manager for building procedure                 
first. You must log in to the laptop you’re checking out with your district username and password at                  
least once from your building; after logging in once from your building, you can log in 40 times outside of                    
our network before you have to return to reset the count. As a reminder, ensure any personal use of                   
district computers is in accordance with district policy 4311. 

If you are leaving the district, the laptop checked out to you should be returned to the assigned                  
classroom on the last day of your employment with the District. 
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Keeping Your Devices Clean: 

We recommend cleaning your technology devices on a regular basis, and it’s especially important prior 
to extended storage.  The following are a few simple steps to keep your devices clean: 

Before cleaning, turn off and unplug your device. To avoid the risk of electric shock, make sure your 
hands are dry before unplugging anything from an electrical outlet (or plugging anything in to one). 

- Use only a non-abrasive, soft cloth for cleaning device surfaces (no paper products).  Dampen 
the cloth with water only, and make sure the cloth isn’t so saturated that it will drip water into 
the device that you intend to clean.  Gently wipe the surface of the device with the cloth you’ve 
prepared.  On softer surfaces (e.g. LCD monitor screens), use as little pressure as possible.  (We 
recommend a microfiber cloth.) 

 
- A can of compressed air may be used to remove dust and debris from keyboards, mice, and 

desktop computer fans and ventilation ports.  If you choose to clean your computer with 
compressed air, do not open the case of your computer; blowing air through the fan and 
ventilation ports from the outside of the computer is sufficient. 

 
- When they are completely dry, you may plug your devices back into power. 

 

Storing Your Classroom Devices: 

When storing your classroom devices for extended periods, there are a few steps you can take that will 
make using them when you return a little easier.  

- In many cases, extended breaks involve custodial staff moving furniture and cleaning rooms.  In 
order to keep things from being misplaced, we recommend keeping all of your small, loose 
devices together in one place.  Items such as remotes, wireless devices, external drives, 
microphones, etc., should be gathered together and placed in a safe location that will remain 
undisturbed during your absence. 
 

- If you must unplug any cabled devices from your computer for storage, we suggest marking the 
cable with a port name when you remove it.  You can wrap the cable with a piece of masking 
tape, and then write the port name it was removed from on the tape (using the diagram below 
as a reference).  If you don’t have any tape, snapping a picture is another option, but keep in 
mind that some cables might be indistinguishable from one another in that picture you took 
three months ago. 

- Don’t cover your devices with plastic bags.  This makes movement and maintenance difficult for 
support staff, and causes devices to overheat if left on. 

 
- If you’re moving rooms when you return, don’t take your phone with you; phones are assigned 

to rooms rather than individuals, so leave your phone plugged in.  It’s important to leave 
phones plugged in for emergency purposes.  If leaving the phone plugged in isn’t possible, mark 
the port on the wall that it is connected to with a piece of tape, and then reconnect it as soon as 
possible. 

 



- Turn off all of the devices in your room before you leave, including document cameras and 
projectors.  If you have wireless devices, such as keyboards or mice, you might consider turning 
those off as well to preserve battery life. 
 
 

 

 

 

 

 

 



Place Work orders: 

If you have any technology related issues, now is good time to place a work order.  Although we typically 
use extended breaks to complete projects that would otherwise disrupt student instruction, we 
continue to address work orders as they are submitted.  The sooner you get your work order in, the 
more likely we will be able to solve your problem before you return.  Please visit 
https://workorder.yakimaschools.org to create a workorder, or call our helpdesk at 4411. 

 

Device Specific Storage Recommendations: 
 

Document Camera: 

1. Power off the document camera. 
2. Place the remote in a safe/secure location. 

 

 

 
 
 

 

Projector: 

1. Power off the projector. 
2. Place the remote in a safe/secure location. 

 
 

Audio System or Powered Speakers:  

For Powered Speakers: 
 

1. Power-off the speakers. 

 
 

 
 

For Extron Systems: 
 

1. Power off the system. Location the “off” button on the wall panel and             
press it until it blinks. 

2. Power off the teacher microphone. 
3. Place the microphone in a safe/secure location. 
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Phones:  
1. Telephones must not be disconnected from the wall port they are           

currently plugged into for E911 reporting purposes. 
2. If a phone is unplugged during summer room preparation, it must be            

plugged back into the same port it was unplugged from. 
3. Do not move phones when moving to a different location. Please           

submit workorder if a phone needs to be relocated, or if you need to be               
assigned to a new phone. 

 

Cables: If you must disconnect cables, please follow these recommendations: 

- Wind cables in a loose loop so that they easily fit within a box. Label all cables and power                   
adapters before storing them. 

 
 

- Video cables have two screws that must be loosened (turn right           
to tighten, left to loosen. 

 
 
 

 
- Audio cables require a gentle pull toward you. 

 
 

 
 

- Ethernet cables require you to press the tab before pulling          
towards you. 

 
 

 

 

 

 

 

 

 

 

 

 



Storing Your Laptop Cart or Cabinet: 

- Turn off all of the laptops in the container, and plug them into power in their respective slots. 
It’s important to make sure the devices are completely off, and not in a sleep or hibernate state; 
all lights on each device should be off (not lit or pulsing). 

 
- If possible, plug the container’s power cable into the wall, and then power on the container to 

keep the devices charged. 

Note:  The charging cart will need to remain plugged into power for summer storage.   
 
Note:  Use only a non-abrasive, soft cloth for cleaning device surfaces (no paper products).  Dampen the 

cloth with water only, and make sure the cloth isn’t so saturated that it will drip water into the 
device that you intend to clean.  Gently wipe the surface of the device with the cloth you’ve 
prepared.  On softer surfaces (e.g. LCD monitor screens), use as little pressure as possible.  (We 
recommend a microfiber cloth.) 

 
A can of compressed air may be used to remove dust and debris from keyboards, mice, and 
desktop computer fans and ventilation ports.  If you choose to clean your computer with 
compressed air, do not open the case of your computer; blowing air through the fan and 
ventilation ports from the outside of the computer is sufficient. 

 

Laptop/Container Clean-Up: 
1. Shut-down and power-off the laptop. 
2. Using a damp cloth (as recommended above), wipe the screen, keyboard, and touchpad and              

wrist rest area. Wipe down the top and bottom case, removing any fingerprints, stray marks, or                
sticker/tape residue. 

3. Visually inspect the laptop for damage. 
4. Verify that all laptops are accounted for. 
5. Verify that all laptops are plugged into power. 
6. Close and lock container doors. 
7. Verify that the container is plugged into power and turned on. 

 
 

If there is no damage to the 
laptop or container: 

If there is damage to the 
laptop or container: 

If a laptop is missing, lost, or stolen: 

Return the laptop to the 
cart. 
 
Plug-in the laptop using an 
available power cord. 

Create a workorder for all 
damaged devices. 
 

Notify your principal. 
 
Create a work order to report the 
loss/theft to Tech Services.  In the work 
order, please note the assigned COW 
cart and YSD asset number for the 
laptop. 

 



Reconnecting Prior to the Startup of School: 

Each year we sweep the buildings and reconnect staff workstations and peripherals, after rooms have 
been put back together prior to the startup of the new school year.  When you return, please call our 
helpdesk to see if we’ve been to your building yet before putting in a workorder. 

 

Offering Unused Technology Resources to Other Staff Members: 

If you have unused technology that is still viable and would like to offer it to other staff members, please 
contact Carl Easter in Financial Services.  If you have unused technology items that you’d like to surplus, 
please contact your office manager and they will create a maintenance workorder to have them picked 
up. 

 

Password Recovery Enrollment: 

A new system that allows you to reset your district password if you forget it is available. Before you can 
use it, you must enroll and enter question/answer information used to authenticate you during the 
password reset process. To do this, open the password.yakimaschools.org site in your web browser and 
select “Enroll”. Log in with your district username and password, and follow the prompts. The 
information you enter is encrypted for privacy and you can re-enroll if you want to change any of your 
answers. 

 Additional help about enrolling and using this system can be found in the “Resetting forgotten 
password” section of our district helpdesk page at https://www.yakimaschools.org/Page/1736. 

 

Year End Purchasing and Timesheets: 

All technology purchases must be completed by 15 July, which includes having the goods ordered               
physically delivered. If you are purchasing with a grant, be conscious of your grant’s specific timeline                
requirements (which may be prior to 15 July). Although consumables may be purchased with a credit                
card, computers and peripherals must be purchased from a state contracted vendor with a purchase               
order.  If you need help with a purchase, please contact Wil Park in technology services for guidance. 

The last day for staff to turn in 2018/19 timesheets with time worked through 31 August, 2019 are due                   
to payroll by 6 September, 2019. 

 

 

 

 

 

https://password.yakimaschools.org/
https://password.yakimaschools.org/
https://www.yakimaschools.org/Page/1736
https://www.yakimaschools.org/Page/1736


Classroom ✔ Checklist 
 

Room Number: 
 

Teacher: 
 

 

 

 

 
 

       Projector Remote - Stored 
 

 
 

 
Power Adapters and Cables - Left in place or stored 

Devices 

 
Off 

Audio System  

 
 

Extron - Off 

Teacher Mic- Stored  
 

 



 

 


