
 

2019 Technology End of Year Procedures 
It is getting close to that time of year again...   

    
Please follow the end-of-year technology instructions below to get your technology back up and 

running faster when you return in August... 

1.  Teacher Workstation-  Take a picture of how everything is connected on the back of your 
computer and at the wall plate. This will make it easier to reconnect your computer next year IN 
CASE you are in your classroom before IT has had a chance to reconnect your machines. Please leave 
your computer tower on the desk.  Then label all items with your name and room number and leave 
everything on your desk.   

 Please DO NOT unplug any cables attached directly to the back of the computer or monitor, if 
possible.  

 
2.  Desktop Icons- The teacher workstation computer in your classroom will be re-imaged over the 
summer and any documents that you have saved directly to your desktop will no longer be 
available.  You should save any important documents to your MY DOCUMENTS folder or GOOGLE DRIVE 
to ensure that you will be able to access this next year. 
 
3. Protect/Remember Your Password- You may be required to re-enter it at the beginning of next 
year in order to change to a new one.  To reset your password without prompting, simply press 
CTRL-ALT-DEL and choose CHANGE A PASSWORD.  
 
4. SMARTBOARD PENS- Please secure your SMARTBOARD pens in a locked cabinet or desk for the 
summer.  We do not have additional pens and they are costly to order and we cannot guarantee one 
will be available in September for your use if lost over the summer.  (For those of  you with mobile 
devices, it may be easiest to put them in a bag in your ipad/chromebook cart for the summer.)  
 
5.  Chromebook/iPad/Laptop security over the summer. 

If you are planning to take your laptop, Chromebook or iPad home over the summer, please 
make sure the device has been successfully checked out to you by completing the:  

SUMMER DEVICE CHECK OUT form You are responsible for its safety and security. 
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https://forms.gle/CNiScdUtvHQ4AeGa9


 

6.  Mobile Device Carts- You will receive further email instructions specific to your building 
regarding CLOSEOUT/RETURN  location of your mobile device cart.   

Please note: Chromebook/iPad carts are assigned and inventoried to the room, not to the teacher. 
Please do not take your chromebook or iPad CART with you if you are changing rooms next year. 
(Individual teacher  Chromebooks and iPads that have been assigned to you SHOULD change rooms 
with you. ) 

● If you are moving to a room without a cart and you currently have a mobile device cart in 
your room, please put in a SCHOOLDUDE ticket HERE 

7.  Exiting the District?- If you will no longer be employed by the district next year, you must 
schedule a time to drop off your iPad or Chromebook,  charging block, and cable to the Technology 
Department.  Email Lauren at:  maguirel@gcufsd.net to arrange an appointment BEFORE June 21.  

 
● Please note:  Teachers are responsible for removing all data on the devices BEFORE returning 

the unit to the Technology Department. IT will not be responsible for any lost data. 
● Your email will remain active until July 31, 2019 .  

 
8.  Discovery Education- Please note that effective June 30, 2019 the district will no longer have 
access to Discovery Education.  An email was sent out in April detailing this information and how to 
download any videos deemed necessary for your curriculum.  A copy of that file can be found here: 
DOWNLOADING FROM DISCOVERY ED 
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