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Technology Staff  
 

 

 

Connie Richardson, Technology Director 
crichardson@bunaisd.net 

(409) 994-4826 
 

Charla Sterling, Technician 
csterling@bunaisd.net 

(409) 994-4826 
 

Candace Robson, Secretary 
crobson@bunaisd.net 

(409) 994-4826 
 

Elementary Technician 
Sandra Willis ς skwillis@bunaisd.net 

 
Junior High Technician 

Arleen Broughton ς abroughton@bunaisd.net 
Sheila Tynes ς shtynes@bunaisd.net 

 
High School Technician 

Kathy Darling ς kdarling@bunaisd.net 
Karen Blalock ς kablalock@bunaisd.net 

Dena Kelly ς dkelly@bunaisd.net 
 

 

 

 

Technology Contact Information: 

 

Technology Department 

PO Box 1087 

Buna, Texas 77612 

 

Phone:  409-994-4826 

Fax:  409-994-4921 

 

Located at the Buna High School in Room 19. 

  

mailto:crichardson@bunaisd.net
mailto:csterling@bunaisd.net
mailto:crobson@bunaisd.net
mailto:skwillis@bunaisd.net
mailto:abroughton@bunaisd.net
mailto:shtynes@bunaisd.net
mailto:kdarling@bunaisd.net
mailto:kablalock@bunaisd.net
mailto:dkelly@bunaisd.net
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Technology Survival Skills  
 

Know How to Attach The 

¶ Monitor to the CPU 

¶ Power plug to the monitor 

¶ Power plug to the CPU 

¶ Mouse to the CPU 

¶ Keyboard to the CPU 

¶ Headphones to the back of the CPU 

¶ Network cable to the CPU and network jack 

Know How To 

¶ Add and change your email password 

¶ Use Windows Explorer to delete files, and move files 

¶ Save your important documents in your home directories 

Log-in User Names 

¶ Type your username and password (Ex.  Jsmith) 

¶ You may access your network files from any computer within our system when using a special 

log-in and password.  Please contact your Technology Department if you need assistance. 

¶ This login should only be used on a teacher/administration computer.  Do not use this login on 

a student/lab computer. 

Follow Network Security Guidelines 

¶ Never leave computers logged in as a teacher when you are not using the computer. 

¶ Always log out of your computer when it is not in use or when leaving your classroom. 

¶ Always log out of grade book when it is not in use or when leaving your classroom. 

Tips for Maintenance 

¶ Never place computers near chalkboards 

¶ Clean, clean, clean!! Keep your computers, monitors, and keyboards dusted.  This is equally 

important in the back of the computer where cables are attached. 

Troubleshooting Tips 

¶ If the keypad numbers on your keyboard are not working, check to see if the Num Lock key has 

been pressed. 

¶ If you monitor does not look right or is not visible, you can adjust the monitor, screen size, and 

brightness by using the buttons on the monitor. 

¶ If your computer is not connecting to the email or wireless connection, restart your computer 

to get connectivity. 

¶ LŦ ǘƘŜ ƳƻǳǎŜ ŎǳǊǎƻǊ ōŜŎƻƳŜǎ άŦǊƻȊŜƴέ ƻǊ ǘƘŜ ƳŀŎƘƛƴŜ ǿƛƭƭ ƴƻǘ ǊŜǎǇƻƴŘ ǿƘŜƴ ǘƘŜ 9{/ ƪŜȅ ƛǎ 

pressed, press Ctrl, Alt, Delete ƪŜȅǎ ǎƛƳǳƭǘŀƴŜƻǳǎƭȅ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ άEnd Taskέ ƻǊ άShut DownέΦ  

Pressing Ctrl, Alt, Delete keys twice will reboot your machine. 
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¶ If the above does not work, turn the power to the computer off, wait a few seconds, and then 

power on again to resume. (VERY IMPORTANT!!) 

¶ If you have a computer problem that you cannot resolve, send an email to 

helpdesk.buna@bunaisd.net and CC:  csterling@bunaisd.net with detail on the problem and 

your red tag #. 

 

Passwords 

¶ It is important to have passwords assigned for the  

o Email 

o TxEIS 

o Gradebook:  All users must set up as a new user each year.  SS# must be entered! 

o Webpage:   Username:  (first initial)(last name)     Password:  last name 

Please change your password ASAP! 

o Windows, Vista, XP 

 

Home Directories  
Click on Start Button. Then My Computer. 

This is your Home Directory.  Keep all important documents stored here for backup. 

 

mailto:helpdesk.buna@bunaisd.net
mailto:csterling@bunaisd.net
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Lunch Money Now 
Look for this link on our webpage under Quick Links 

 

Technology Purchase Orders  
Please send all technology related request to crobson@bunaisd.net .  I will then request 3 quotes from vendors 

and return to you the quote that best fits your needs.  Please have your principal sign with a budget code and 

return back to Candace Robson for ordering. 

Acceptable Use Policy and Media Release 
 

¶ Each Student must have an acceptable Use Policy form signed and on file in the Technology 

Department before the student can access and utilize the Buna Network. 

¶ A media release form should be signed and on file before photographs can be used in any 

printed media, video, TV, or webpage. 

¶ Refer to Buna ISD guidelines for use of student pictures for Internet: 

o www.bunaisd.net 

o Click on District Policy 

o Enter CQ Local in Policy Code 

¶ Each staff member must have an Acceptable Use Policy form signed and on file before access 

will be given. 

¶ Faculty and Staff may check the status of any student AUP or Personal Display Form on Server 

Bruce. 

o Click on Server Bruce 

o /ƭƛŎƪ ƻƴ ŦƻƭŘŜǊ ƴŀƳŜŘ ά!¦t CƻǊƳǎέ 

o Forms are sorted by Grade Level 

¶ See below for AUP policy forms 

 

mailto:crobson@bunaisd.net
http://www.bunaisd.net/
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STUDENT AGREEMENT FOR ACCEPTABLE USE OF THE 

ELECTRONIC COMMUNICATIONS SYSTEM 

 
(Refer to Board Policy CQ (Local) for Electronic Communication and Data Management) 

 
You are being given access to the District's electronic communications system.  Through this system, 
you will be able to communicate with other schools, colleges, organizations, and people around the 
world through the Internet and other electronic information systems/networks.  You will have access to 
hundreds of databases, libraries, and computer services all over the world.                     
 
With this educational opportunity comes responsibility.  It is important that you read the District policy, 
administrative regulations, and agreement form and ask questions if you need help in understanding 
them.  Inappropriate system use may result in the loss of the privilege to use this educational tool.                   
 
Please note that the Internet is a network of many types of communication and information networks.  It 
is possible that you may run across areas of adult content and some material you (or your parents) 
might find objectionable.  While the District will use filtering technology to restrict access to such 
material, it is not possible to absolutely prevent such access.  It will be your responsibility to follow the 
rules for appropriate use.                                            
 
RULES FOR APPROPRIATE USE                                                       

¶ You will be assigned an individual account, and you are responsible for not sharing the 
password for that account with others. 

¶ The account is to be used only for identified educational purposes. 

¶ You will be held responsible at all times for the proper use of your account, and the District 
may suspend or revoke your access if you violate the rules.                                                                 

INAPPROPRIATE USES                                                                  

¶ Using the system for any illegal purpose. 

¶ Disabling or attempting to disable any Internet filtering device. 

¶ Encrypting communications to avoid security review. 

¶ Borrowing someone's account without permission. 

¶ Posting personal information about yourself or others (such as addresses and phone 
numbers).  

¶ Downloading or using copyrighted information without permission from the copyright holder.                                                  

¶ Intentionally introducing a virus to the computer system. 

¶ Posting messages or accessing materials that are abusive, obscene, sexually oriented, 
threatening, harassing, damaging to another's reputation, or illegal. 

¶ Wasting school resources through the improper use of the computer system. 

¶ Gaining unauthorized access to restricted information or resources.       

CONSEQUENCES FOR INAPPROPRIATE USE                                                  
 
Suspension of access to the system; Revocation of the computer system account; or other disciplinary 
or legal action, in accordance with the Student Code of Conduct and applicable laws.                                               

The student agreement must be renewed each academic year.                          
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For Office Use Only:    ID#______________                    Year Graduates:_________________ 

 
The student agreement must be renewed each academic year.                           
 
 
STUDENT                                                                             
 
_______________________     ________________________    ________________________        
            First Name                                  Middle Name                                  Last Name 
 
Campus ________________________________________           Grade _________________ 
 
I understand that my computer use is not private and that the District will monitor my activity on the 
computer system.  I have read the District's electronic communications system policy and 
administrative regulations and agree to abide by their provisions.  I understand that violation of these 
provisions may result in suspension or revocation of system access.                                                                             
 
 
Student's signature _________________________________________ Date ____________     
 
 
 
 
PARENT                                                                              
 
I have read the District's electronic communications system policy and administrative regulations.  In 
consideration for the privilege of my child using the District's electronic communications system, and in 
consideration for having access to the public networks, I hereby release the District, its operators, and 
any institutions with which they are affiliated from any and all claims and damages of any nature arising 
from my child's use of, or inability to use, the system, including, without limitation, the type of damage 
identified in the District's policy and administrative regulations.                                              
 
___   I give permission for my child to participate in the District's electronic communications system and 

certify that the information contained on this form is correct.    
 
___   I do not give permission for my child to participate in the District's electronic communications 

system.                                               
 
                                                                  
Signature of parent _________________________________________________________       
 
 
Home address _____________________________________________________________          
 
 

Date ___________________________ Home phone number ________________________  

 
 

Revised:  Aug 2011 
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For Office Use Only:   ID#___________          Year Graduates:_________________ 

 

BUNA ISD 

RELEASE FORM FOR THE DISPLAY OF STUDENT PERSONAL INFORMATION 

 

I, ___________________________________________, (the parent/guardian) 

Of __________________________________________ (childôs name) give my  

permission for electronic display of personal information in the form of: 

¶ Photograph, photo-likeness, group photo 

¶ First and last name, grade and organization ( example: John Smith Freshman Golf 
Team) 

¶ Information pertaining to school activities or participation in related activities 

¶ Award, recognition, or honor 

¶ Original work, product, research, graphic, or Web site contribution 
 

to be displayed by the District on electronic, video, and/or published media (Web site, CD, KFDM, 

newsletters, brochures, etc.) 

Campus _______________________________         Grade Level ________________ 

Student Name: (printed) __________________________________________________ 

Student Signature: ______________________________________________________ 

Signature of studentôs parent or guardian: 

_____________________________________________   Date___________________ 

*Information below will not be used on Buna ISD District Webpage* 

 

Home address:  _______________________________________________ 

    _______________________________________________ 

Home phone number              _______________________________________________ 

 

                                                                                                                                        Revised 08-2011
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EMPLOYEE AGREEMENT FOR ACCEPTABLE USE OF THE 

ELECTRONIC COMMUNICATIONS SYSTEM 

(Refer to Board Policy CQ (Local) for Electronic Communication and Data Management) 
 
 You are being given access to the District's electronic communications system.  Through this system, you 
will be able to communicate with other schools, colleges, organizations, and people around the world through the 
Internet and other electronic information systems/networks.  You will have access to hundreds of databases, 
libraries, and computer services all over the world.                     
 With this opportunity comes responsibility.  It is important that you read the District policy, administrative 
regulations, and agreement form and ask questions if you need help in understanding them.  Inappropriate 
system use will result in the loss of the privilege of using this educational and administrative tool. 
 Please note that the Internet is a network of many types of communication and information networks.  It is 
possible that you may run across some material you might find objectionable.  While the District will use filtering 
technology to restrict access to such material, it is not possible to absolutely prevent such access.  It will be your 
responsibility to follow the rules for appropriate use.    
RULES FOR APPROPRIATE USE                                                           

¶ The account is to be used mainly for educational purposes, but some limited personal use is permitted. 

¶ You will be held responsible at all times for the proper use of your account, and the District may suspend 
or revoke your access if you violate the rules. 

¶ Remember that people who receive e-mail from you with a school address might think your message 
represents the school's point of view.            

INAPPROPRIATE USES                                                

¶ Using the system for any illegal purpose. 

¶ Disabling or attempting to disable any Internet filtering device. 

¶ Encrypting communications to avoid security review. 

¶ Borrowing someone's account without permission. 

¶ Downloading or using copyrighted information without permission from the copyright holder.            

¶ Intentionally introducing a virus to the computer system. 

¶ Posting messages or accessing materials that are abusive, obscene, sexually oriented, threatening, 
harassing, damaging to another's reputation, or illegal. 

¶ Wasting school resources through improper use of the computer system. 

¶ Gaining unauthorized access to restricted information or resources.        
CONSEQUENCES FOR INAPPROPRIATE USE                                                  

¶ Suspension of access to the system; Revocation of the computer system account; or                         other 
disciplinary or legal action, in accordance with the District policies and applicable laws.                                              

I understand that my computer use is not private and that the District will monitor my activity on the computer 
system.  I have read the District's electronic communications system policy and administrative regulations and 
agree to abide by their provisions.  In consideration for the privilege of using the District's electronic 
communications system and in consideration for having access to the public networks, I hereby release the 
District, its operators, and any institutions with which they are affiliated from any and all claims and damages of 
any nature arising from my use of, or inability to use, the system, including, without limitation, the type of damages 
identified in the District's policy and administrative regulations.         
 
Printed Name _____________________________________________________________ 
 
Signature _________________________________________________________________         
 
Home address _____________________________________________________________          
 
Date ___________________________ Home phone number ________________________ 
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District Forms 
(All Forms are now located on our new webpage under Staff, please sign in, 2011 Forms) 

Temporary Sign in:  Username:  staff    Password:  buna123 

All Forms now have to be converted to Adobe before publishing onto webpage. 

Look for the Staff Tab: 

 

Login with Username:  Staff Password:  buna123       
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Click on 2011 Forms.   

 

All forms you may need are listed below.   

 

 

Technology Forms  

 
URL Filter Request 

This form allows you to register a request to have a specified URL or domain name removed from the 

list of web-sites currently blocked by the Netspective Internet Filter. The request is passed 

automatically to the Technology Director who will review the contents of the Web page(s) to confirm 

that they do not contravene the Conditions for Using IT Facilities and then initiate the removal of the 

URL from the blacklist. Your request may take a day or so to take effect: please be patient. You may 

find this form located on the webpage under Staff, then Forms. 

 

 

http://www.abdn.ac.uk/local/censored/howitworks.php
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Software Request Form 

Use this form to request new or updated software on any of the Buna ISD systems.  This will also allow 

all departments to have an idea what program is being purchased or piloted and how it will affect each 

department.  You may find this form located on the webpage under Staff, then Forms. 

 

Inventory Checklist 

Keeping track of your technology is much easier when your technology records are up-to-date. By 

taking inventory of your hardware and networks, we'll be better able to plan for technology changes.   

 

 Technology Equipment Checkout Form 
To request the use of technology equipment please completes and returns this form to the Technology 

Director. Request must be submitted 2 days before the equipment is needed, except Mobile Laptop 

Station which requires 1 week in advance. You will be notified when the equipment is ready for pickup 

or we will deliver it to your classroom. 

 

Buna ISD Lost or Damaged Asset Tracking Form 
A police report must be filed with the Mark McKinley on any stolen item before the District will replace 
it. Items stolen that are not a fixed asset will be the responsibility of the campus/department. 
(Replacement laptops are the responsibility of the campus/department) 
When a fixed asset on your campus is lost or stolen: 

o Fill out form completely. 
o If the item was stolen, attach a copy of the police report. 
o Fill in the campus name and date below. 
o hōǘŀƛƴ ǇǊƛƴŎƛǇŀƭΩǎ ǎƛƎƴŀǘǳǊŜΦ 
o Send form to the Technology department. 

Workshop Approval Form 

If you attend a workshop that is technology related, please forward a copy of the workshop approval to 

the Technology Department. 
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Technology Did You Know ȭÓȡ 
 

o The Technology Department test all 5th graders and 8th graders at the end of the school 

year to see how technology efficient they are. 

o The district will be getting new phone systems very soon.  We will even have voicemail. 

o We have installed our new District Webpage and we will start training on this August 

12th.  We have already received positive feedback from it.   

o All campus librarians have changed Library programs at the end of last school year. 

o Technology now has a list of all the useful sites teachers may use in their classroom. 

o We also have a list of all the approved software in the district on our webpage under 

Technology.   
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How-4ÏȭÓ 
 

Check your email from home 

Open your Internet Explorer and type the following link into the address bar: 

http://mail.bunaisd.net 

 

After you enter this URL in the address bar, you will be taken to the login page, which asks you to enter your 

user name ID and password. Your domain\username is your email address. EX: csterling@bunaisd.net. Your 

password is the same password that you use to log onto your computer at school. 

 

The following is an example of what you should see when you are prompted to login to Outlook Web Access: 

 

 

 

After you enter your email address and password, you will be logged in and be taken to your web email, which 

will look like this: 

 

 

http://mail.bunaisd.net/
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Your Inbox ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴΣ ǿƘƛŎƘ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ŀƴȅ ƳŜǎǎŀƎŜǎ ȅƻǳΩǾŜ ǊŜŎŜƛǾŜŘ όōƻǘƘ 

new and old). The pane on the left is the Navigation Pane, and the pane on the right is the View Pane. 

 

iPod, iPad email setup 

  

Start by opening  
ά{ŜǘǘƛƴƎǎέ ǘƘŜƴ  
ά9ƳŀƛƭΦέ  
From within there choose  
ά!ŘŘ !ŎŎƻǳƴǘέ ŀƴŘ ǎŜƭŜŎǘ  
άaƛŎǊƻǎƻŦǘ 9ȄŎƘŀƴƎŜέ  
 
  

The settings are as follows:  
Domain: texasesc.net  
Username: NETBIOS name  
9ȄΦ Wǳǎǘ ǘƘŜ άŎŦƛƪŜǎέ ƛƴ άŎŦƛƪŜǎϪŜǎŎрΦƴŜǘέ  
Password: Your Email Password  
/ƭƛŎƪ άƴŜȄǘέ ŀƴŘ ƛǘ ǿƛƭƭ ŜǊǊƻǊ ŀǎƪƛƴƎ ŦƻǊ ǘƘŜ ǎŜǊǾŜǊΦ  
Enter:  
Server: mobile.texasesc.net  
/ƭƛŎƪ άbŜȄǘέ ŀƴŘ ŀƭƭ ǿƛƭƭ ǿƻǊƪΦ   
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Setup Outlook 2007 

Configure your computer for the new Region V email on your desktop 
1. Click on start, Microsoft Office Outlook 
2. Click next  
3. Make sure Yes is selected and click next. 

 
4. Click on manually configure server setting in lower left corner. 
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5. Select Microsoft Exchange and click next. 

 
6. In the Microsoft Exchange Server box, type the local name of the Exchange server:  

esc5ex3.texasesc.net 
7. In the User Name box, type your last name comma space then your first name.  

8. Do not click Check Name.  

9. Click more settings  

 
10. Type Microsoft Exchange in the Exchange Account box. 
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11. Click automatically detect connection state. 

 
12. Click the Security tab. 
13. Check both boxes and change Logon to Kerberos Password. 

 
14. Click on Connection tab 
15. Check Connect to Microsoft Exchange using HTTP  
16. Click on Exchange Proxy Settings 
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17.    
 

18. Type exch.texasesc.net in the https:// field 
19. Check box by Only connect to proxy servers that have this principal name 
20. Type msstd:exch.texasesc.net in the field 
21. Check next two boxes 
22. Change Proxy authentication settings to Basic   
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23. Click ok 
24. /ƘŜŎƪ 5ƻƴΩǘ ǎƘƻǿ ƳŜ ǘƘƛǎ ǇǊƻƳǇǘ ŀƴŘ ǘƘŜƴ ƻƪ 

 
 

 

 

Procedures for Cleaning up Mail:  

o Open your mail account  
o Click on the Sent Items folder  
o Highlight desired mail and delete them  
o Look in your In Box and delete all unwanted mail 
o Look in any sub folders that you created and delete all unwanted mail 
o Click on the drafts and delete them 
o Click on Junk E-mail folder and delete them 
o Click on DELETED ITEMS  Select all items and delete them 
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Computer 
 

¶ Fix a Flipped Screen 

          If the screen on your monitor has been flipped upside down there is an easy way  

          to fix this. Hold down the Ctrl and Alt keys and then type the Up arrow key 

¶ How to Change your Windows Password 
o Login to Windows using your existing password.  
o Press Ctrl, Alt, and Del.  
o Click on Change Password.  
o Type your old password.  
o Press Tab or click in the New password box.  
o Type the new password***.  
o Press Tab or click in the Confirm new password box.  
o Type the new password again.  
o Click on OK.  

 

¶ How to Set up Gradebook 

o Open Internet Explorer 

o In the Address box type https://bntxsuite.texasesc.net/txgradebook 

 
o This will bring you to the grade book log in page. Pull this window down some so 

that you can get to your desktop 

o Right click somewhere out on your desktop and go to new then shortcut 

 
o Copy the address from the internet and paste it into the shortcut dialog box 
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o Click next  

o In the Box that appears type TxEIS Gradebook 

o Click finish 
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New Programs for 2011 -2012  

Webpage(Scholastic)  
We would like to introduce to you our new webpage hosted by Scholastic Communications.  

This web host will save the district money and is very user-friendly. 

Please remember your webpage requirements: 

1.  Home Page 

o Name 

o Picture 

o Introduction about your class, organization, or club 

o Course Description 

2.  Classroom Policies/Procedures 

3.  Contact Information 

o Schedule 

o Conference Time 

o Email 

o Phone Number 

4.  Calendar 

5.  Homework Assignments 

o These may be included on your calendar 

6.  Special Project Information and Due Dates 

How to Login into your webpage  
1st:  Make sure you are on your campus webpage  
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Scroll down to the bottom and look for site administration 

 
 

Sign in with your login and password:  First time:  username:  first initial last name    

password:  lastname 

 
 

Once you login, look for your classroom page on the left hand side 

 
 

 










