FAQs about Remote Learning Technology

Please see the list of frequently asked questions below. Click on the links to jump to a specific
topic:
DOE Accounts for Families (TBD)

DOE Accounts for Program Staff
e | never received my DOE Account credentials. How do | get an account?
e | am cleared to work for the DOE, but | don’t know my PETS (Personnel Eligibility
Tracking System) ID OR my administrator doesn’t know my PETS ID?
I’'m not sure if | have a DOE account, how can | check?
I have my DOE username, but | forgot my Protraxx password. How do | get my
password?

e | have a DOE username, but | need to update my information (e-mail, school/program
name, first or last name).
How do I get into DOE Zoom and Google Classroom?
I have an account, but | get an error when I try logging in.

Remote Learning Supports for Program Staff

e Remote Learning Curricular Resources

DOE Applications
e Google
o0 How do I use Google Meet?
o How do I mute participants besides the teacher?
o Howdolloginto Gmail? (Only available to NYCEECs, FCC, and non-District
School employees)
e Zoom

o HowdoluseZoom?

o How doIsign on to Zoom from my phone?
e Myschools

o Howdo I get access to Myschools?
e Remote Learning Device Distribution Application



c(TBD)

DOE Accounts for Program Staff

NYCEECs

To access DOE-supported tech applications such as Protraxx, Zoom, Google Classroom and
more, NYCEEC educators will need a DOE Account (a doeexernal.nyc account). If you work in a
NYCEEC and you do not have a doeexternal.nyc account, you can request one by completing
the DOE Account Request Form: https://bit.ly/DOEexternalAccountRequest. If you need to
reset the password for your existing DOE external account, please use the Password Reset Tool
to create a new password.

Charter School

Charter schools all should have @schools.nyc.gov email addresses, and your team should use
these addresses to log into access DOE-supported applications. In order to get staff accounts,
they must be added to Galaxy. If you need support with this process, please put in a support
ticket with the Charter School office: https://charterschools.mojohelpdesk.com. If you still
have trouble once you get your team access to their @schools.nyc.gov accounts, please let me
know.

How do | get a DOE account?

The DOE account can be used to access DOE Google Classroom, DOE Zoom, Protraxx and
more. If you do not have an account, NYCEEC leaders and teachers can request a DOE external
account through this survey: https://bit.ly/DOEexternalAccountRequest

Please note:

e Toreceive a DOE account, staff must be cleared to work for the DOE and be in PETS
(Personnel Eligibility Tracking System). You will be asked to provide a PETS ID. The
HR/vendor or network contact at your program can provide you this information by
exporting a PETS roster. If the information provided in the form does not match the

PETS system, we will not be able to create an account for you.
e Account creation can take 5-10 business days.

I am cleared to work for the DOE, but | don’t know my PETS (Personnel Eligibility Tracking
System) ID and my administrator doesn’t know my PETS ID ?
An administrator at my program should have access to PETS (Personnel Eligibility Tracking
System) and can access your PETS ID by exporting a staff roster:
Step-by-Step Instructions for Exporting a PETS Roster

1) Select MANAGE ROSTER / SEARCH ROSTER from the main menu.

If required, select search criteria to retrieve the necessary subset of vendor employee

records.

2) Click SEARCH.

3) The vendor employee records will display below.

4) Scroll to the bottom of the page and click the EXPORT RESULTS button.


https://bit.ly/DOEexternalAccountRequest
https://idm.nycenet.edu/externalss/index.html
https://idm.nycenet.edu/externalss/index.html
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcharterschools.mojohelpdesk.com%2F&data=04%7C01%7CCreate%40schools.nyc.gov%7C69985845f8314d3d41db08d993677cf3%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637702895502066934%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=tzRrViBfzHfuh9OEcp4zJOYG7SxdvlklXZitX06Cs7g%3D&reserved=0
http://bit.ly/DOEexternalAccountRequest

5) The Roster Details report appears in a new window.
6) Export the results into an Excel spreadsheet
7) You will see “Pets Id” in Column A of the Excel spreadsheet

If your administrator needs support accessing PETS, they can contact PETS @schools.nyc.gov.

When emailing PETS Administrative Support, please include the name of your
organization, your name and contact information, the reason for emailing and, when
applicable, the full name and last four digits of the Social Security number of the person
in question.

I’'m not sure if | have a DOE account, how can | check?
Please complete the survey https://bit.ly/DOEexternalAccountRequest and we will reply to let you

know if you have a DOE account.

I have my DOE username, but I forgot my password. How do | get my password?
You can reset your password for your DOE external account here and follow the steps below:
1) Enter User ID:
2) Select Personal Details from the dropdown and enter:
Last Name:
DOB: mm/dd/yyyy
Personal email:

I have a DOE username, but | need to update my information (e-mail, school/program name).
If you need to update your account information, please do not request a new DOE account.
Please contact DECE Techsupport@schools.nyc.gov and we will assist you.

Please note that we cannot update first or last name at this time as this information is tied to
security clearance records.


mailto:PETS@schools.nyc.gov
http://bit.ly/DOEexternalAccountRequest
https://idm.nycenet.edu/externalss/index.html
mailto:DECE_Techsupport@schools.nyc.gov

How do I get into DOE Zoom and Google Classroom?
In order to access the applications, the best way is to sign in to the DOE Remote Tech Portal,
linked here, http://idpcloud.nycenet.eduy, you can also follow step-by-step guides for signing on

to Zoom and Google Classroom. Please make sure you are logged out of MySchools or any
other DOE website.

To login, follow the instructions below:
e Go to http://idpcloud.nycenet.edu
e Enter your DOE account, example: "name@doeexternal.nyc". Please note that it must
include the @doeexternal.nyc.
e Enter your password.
o If you don't remember your password, please click on this link to reset it. Select
"Personal Details" from the “Reset Password Using:"” dropdown.


https://nam01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fidpcloud.nycenet.edu%2F&data=02%7C01%7CADominguez8%40schools.nyc.gov%7C5e2b15e78e584bb1ddf708d7ee3ac39a%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637239808470135750&sdata=9zfoMR1Hf5fUCkmhCdtlCiwT9FCmYmmf26JtpLsfjgE%3D&reserved=0
https://infohub.nyced.org/working-with-the-doe/covid-19-resources/teach-from-home-technology/how-to-sign-into-zoom
https://infohub.nyced.org/docs/default-source/default-document-library/google-classroom---quick-start-guide-2020.pdf
https://nam01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fidpcloud.nycenet.edu%2F&data=02%7C01%7CADominguez8%40schools.nyc.gov%7C5e2b15e78e584bb1ddf708d7ee3ac39a%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637239808470135750&sdata=9zfoMR1Hf5fUCkmhCdtlCiwT9FCmYmmf26JtpLsfjgE%3D&reserved=0
https://idm.nycenet.edu/externalss/index.html

I have an account, but | get an error when I try logging in.
If you are experiencing issues accessing logging in, please try clearing your browser history or
try opening the link in a Incognito/InPrivate/Private Window. Please see below for
browser-specific instructions on how to do this for each type of internet browser:
Google Chrome

e Open anew browser window

e On the bottom of your screen (your taskbar), right click the Google Chrome icon

e Click New incognito window

B New window

New incognito window

Google Chrome

Unpin from taskbar

. Close window

-DecE.. [ | G Private wind..

Internet Explorer/Edge

e Open anew browser window

e On the bottom of your screen (your taskbar), right click the Internet Explorer
icon

e C(lick New InPrivate Browsing/window

MNew window

Mew InPrivate window

Microscft Edge
Pin to taskbar

Close window

Mew York C... InPrivate - [... Desktop




I have an account, but I get an error when I try logging in (Continued).

Apple Safari
e Open anew browser window
e On the bottom of your screen (your taskbar), right click the Safari icon

e Click New Private Window

¢ Home

Mew Window
MNew Private Window

Options >

Show All Windows
Hide
Quit

Remote Learning Supports for Program Staff

Remote Learning Curricular Resources
DECE provides monthly blended/remote learning content to support 3-K and pre-K teaching teams via

a shared Google Drive. Content will be aligned to our 3-K Explorations and Pre-K Interdisciplinary Units
of Study. This content will include resources and ideas for teaching teams to use for synchronous and

asynchronous activities.

To access the content, please go to the Early Childhood Instructional Resources Page on the InfoHub
DOE Applications

Google

How do | use Google Meet?
o Getting Started in Google Classroom (resources for families and staff)

e Google Classroom 101 Video
e Google Meet Training Agenda
e Google Meet Training Video

How do | mute participants besides the teacher?
e There is no mute all participants besides the teacher feature in Google at this time. For
more guidance on how to mute participants individually,
https://docs.google.com/document/d/ie aiFBxsoFBjvNpOdmkmzZbCP6JhdBivDifbo 4

6aRY/edit



https://infohub.nyced.org/working-with-the-doe/early-childhood/early-childhood-educators/supporting-quality-care-and-instruction/instructional-resources
https://www.schools.nyc.gov/learn-at-home/technical-tools-and-support/getting-started-in-google-clasroom
https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdrive.google.com%2Ffile%2Fd%2F1VGNCWxqNmhvhzlyPcWXM7WxMeEmo09L2%2Fview&data=02%7C01%7CCJimenezRobbins%40schools.nyc.gov%7Cfd95dd4e73fa47a8329c08d7fb330ef6%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637254069020128358&sdata=1yKUiqa2R1adBOgMjw%2BN3lfsvHpWZtKpnQljfwU8KIE%3D&reserved=0
https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fdocument%2Fd%2F1NYbv3RkCgY3HVuU8k8GSKSIMSJe145_yBl_oSIJPFtg%2Fedit&data=02%7C01%7CCJimenezRobbins%40schools.nyc.gov%7Cfd95dd4e73fa47a8329c08d7fb330ef6%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637254069020138352&sdata=xHoY9NDA22koq1JF6Q9zkKPod5NId6QhHp6q3snuJ0k%3D&reserved=0
https://nam01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdrive.google.com%2Ffile%2Fd%2F116kDng0wlAhMEV2kFLmmdCj5OA5FzI1X%2Fview&data=02%7C01%7CCJimenezRobbins%40schools.nyc.gov%7Cfd95dd4e73fa47a8329c08d7fb330ef6%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637254069020138352&sdata=iGFqRO%2FgWSoABLOgn5qHgAw5mpigp5repbcsb%2BcwJM0%3D&reserved=0
https://docs.google.com/document/d/1e_aiFBxs0FBjvNpOdmkmzZbCP6JhdBivDifbo_46aRY/edit
https://docs.google.com/document/d/1e_aiFBxs0FBjvNpOdmkmzZbCP6JhdBivDifbo_46aRY/edit
https://docs.google.com/document/d/1e_aiFBxs0FBjvNpOdmkmzZbCP6JhdBivDifbo_46aRY/edit

How do I log in to Gmail? (Only available to NYCEECs, FCC, and non-District School
employees)

e Visit www.gmail.com

e Enter your DOE username, ex: "name@doeexternal.nyc". Please note that it must

include the “@doeexternal.nyc”

o You will be directed to a DOE page, where you will again enter your DOE account
again, ex: "name@doeexternal.nyc". Please note that it must include the
“@doeexternal.nyc.”

e Enter your DOE External password

o If you can’t remember the password for your DOE Account, please use the

Password Reset Tool (https://idm.nycenet.edu/externalss/index.html) to change

your password by using the 'Personal Email’ option. You will receive a password
reset link in the personal email inbox on record. If you do not see an email from

the system, please check your junk/spam folder.
e Click Submit

Zoom
How do | use Zoom?
e How tologinto Zoom (set-by-step resource for families and staff)
o If you are experiencing issues logging in to with Zoom, please note that you

must log in to Zoom using your DOE Account
e Please see the guide for using Zoom:
o Zoom for Remote Learning
e Guidance document:
o Zoom Getting Started Guide
e Consider attending a live training!

o Zoom Live Training
How do I sign on to Zoom from my phone?
e Please follow the instructions on this guide:

https://docs.google.com/document/d/1utDwWag4FvPbgFs4GENWdMzSMvLsJVos-8H

Y23lgtRg/edit?usp=sharing

Remote Learning Devices Distribution Tool (RLD Report Tool)

How do | know which students at my program are receiving DOE devices?

On Thursday, January 14, all NYCEEC staff who are listed as “Leader or Director” in Protraxx and have a
DOE external account (@doeexternal.nyc) will receive access to a DOE resource called the RLD Report
tool. If you have access, you should have received an email from DECE Techsupport@schools.nyc.gov
with instructions for logging into the RLD Report tool and guidance on how to use the online tool.

In the Remote Learning Device Report (RLD) where you will be able to:
e View all device requests along with their delivery status


http://www.gmail.com/
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidm.nycenet.edu%2Fexternalss%2Findex.html&data=04%7C01%7CDECE_TechSupport%40schools.nyc.gov%7C56374e54509243f8554c08d984e4e551%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637686940907778630%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=LTuapILOnW5KrHJJVeGj9KzBLHV29Fjrlq463pdCLik%3D&reserved=0
https://idm.nycenet.edu/externalss/index.html
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fidm.nycenet.edu%2Fexternalss%2Findex.html&data=04%7C01%7CDECE_TechSupport%40schools.nyc.gov%7C56374e54509243f8554c08d984e4e551%7C18492cb7ef45456185710c42e5f7ac07%7C0%7C0%7C637686940907778630%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=LTuapILOnW5KrHJJVeGj9KzBLHV29Fjrlq463pdCLik%3D&reserved=0
https://infohub.nyced.org/working-with-the-doe/covid-19-resources/teach-from-home-technology/how-to-sign-into-zoom
https://infohub.nyced.org/working-with-the-doe/covid-19-resources/teach-from-home-technology/zoom-for-remote-teaching
https://infohub.nyced.org/docs/default-source/default-document-library/zoom-getting-started-guide-(doe).pdf
https://support.zoom.us/hc/en-us/articles/360029527911-Live-Training-Webinars
https://docs.google.com/document/d/1utDwW9g4FvPb9Fs4G8NWdMzSMvLsJVo4-8HY23I9tRg/edit?usp=sharing
https://docs.google.com/document/d/1utDwW9g4FvPb9Fs4G8NWdMzSMvLsJVo4-8HY23I9tRg/edit?usp=sharing
https://docs.google.com/document/d/1utDwW9g4FvPb9Fs4G8NWdMzSMvLsJVo4-8HY23I9tRg/edit?usp=sharing
https://coronavirus.schools.nyc/rldreports
https://coronavirus.schools.nyc/rldreports
mailto:DECE_Techsupport@schools.nyc.gov

e View student information including Student ID, home address, and housing status
® Request a device or hotspot for a student at your program

® Assign a device to a student

e Recall a device from a student

® Reassign areturned device to another student

e View and download the data into a spreadsheet

If you didn’t receive the access notification email on January 14, 2021 or need to designate
additional staff at your program to have access to the RLD Report tool and other platforms
containing sensitive student and family information, please fill out this survey. Please note that
by completing this form you are requesting access or designating access to sensitive student
and family information in the RLD Report tool and other DOE platforms with sensitive student
and family information.


https://prek4all.az1.qualtrics.com/jfe/form/SV_dnvyi0AgF86vsR7

