How to Obtain Student Passwords for your Classes 

This  will print all your class rosters complete with Passwords, ID, Grade, and AUP permission information.
· Open Internet Explorer

· Type this address:  http://smaxweb1/reportmax
· Click Go or Enter
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SchoolMax will appear: Enter this information:

· District: 1000
· User ID: Your i-CUE Log In #   (employee number)
· Password: Your i-Cue password
· Click sign in or enter
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Under Reports

· Click  Administration 
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Click  Student Passwords
· (If you only need one student password
   Click on “Single Password” instead.) 

Under Report parameters
· Enter your School Number: 0007 (this is OHS)
· Click  Set 
· Select School Year: 2008  - (year date for this year’s graduating class)
· Click  Set 
· Select Term Code:  (S1, S2)
· Click  Set 
· Enter Teacher ID: i-CUE#
· Click  Set  

· Click Submit Report 

Class Roster will appear with all password information and ID numbers. 
· Select the class period you wish to print
· To Print: Click on PRINTER FRIENDLY VERSION and then click Print
· *Remember to LOG OUT

· Keep printed Password Lists in a Secure Location or destroy them when finished 

Be sure to check the AUP column. If there is not a Y in the column, that student has not turned in an AUP form to the office.

Permission to use technology at your school is denied until that form is turned in.


