
1. Enter www.4j.lane.edu/esis into your Web browser’s address box and press the
return/enter key.

2. Select a background color for your eSIS session by clicking in the center of
one of the blocks: Teal, Purple, Olive, Blue, Ivory, Khaki or Titanium.  (The
Red block brings up last year’s data and is referred to as the History database).

3. If you are using a PC, your browser will now download a Java applet and
establish a connection to the eSIS server.  When the connection is made, the
Logon window will appear on the screen.  Fill in all three boxes.

4. Press the Return/Enter key or click on the Connect button.

5. The first time you log in, an alert will appear indicating your password has expired.
Acknowledge the alert by pressing the Return/Enter key or click on the OK button.

6. The Change Password screen is now available to you to fill.

Quick Guide to Your First eSIS Login

3a.  Use all lowercase letters.
       Type your first name, an
       underscore, last name.

3b.  First time users,type the password
       that was emailed to you.

3c.  Type prod in the Database
       window (for production)
       for production



6a.  In the first box, type in the password you just used to log on to eSIS.

6b.  In the second and third boxes, type
in your new password.

6c.  In the final box, type in your school email address.      Click on the Save icon.

You should see a window stating that your password has been successfully changed.
You may now exit the Door icon to the Start Screen.

To access this Change Password screen again, go to Start Screen > Main Menu > User
Profile > Change Password.

Your eSIS Password

Make up a good eSIS password, then guard it as you would your own credit card PIN or
bank account PIN.  By doing this you are helping to protect your records as well as
those of your students and parents whose right to such protection is safeguarded by
Federal law (F.E.R.P.A.).  Do not use any word that might appear in a dictionary unless
you grossly misspell it.  (Example: instead of wonderful, try wunnerfu11). Do not give
your password away to a colleague, no matter how trusted a friend that person might
be.  Never write it down and post it on or near your computer – even if you work only
with young children.  (Remember all of the older children and adults who pass through
or near your workspace in the course of a school year).  Do not “hide” your password
under your desk pad or in the drawer under your pencil tray.  Do not leave it for your
“sub” or share it with a student teacher/intern.

If someone at your workplace truly does need to access student records, but does not
have an eSIS password, tell your office staff to call Gunawan at extension 7781.

No one in the district or outside the district should ask you for your password.  There is
never a need to share your password.  If you ever forget your password, just call the
eSIS Help Desk at extension 7775.  A new password can be emailed to you shortly.

6b.  Tip:  When entering your new
       password (line 2 and line 3), please
       do not use a common, English word,
       particularly one that is easily
       associated with you, your family, your
       hobbies or your job; if you must use a

common word, at least misspell it!

Please take the time to read
“Your eSIS Password”


