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Password / ID Login Instructions 
 

Type your username and password in the boxes on the login screen.  
Capitalization doesn’t matter, so either upper or lower case is ok. 
 
Click OK or press Enter.  There will be a second login screen after the first 
one.  On that screen, leave the username as Willard and leave the pass-
word blank.  Just Click OK or press Enter.  This will be the same every 
time you login. 
 
The next screen will tell you that your password has expired.  This is cor-
rect.  IT IS VERY IMPORTANT THAT YOU CLICK “YES” ON THIS 
SCREEN.  If you click “No” your account could be locked and you will 
have to have it cleared by the librarian or the network administrator. 
 
After you click “Yes,” you will see a screen where you need to type a new 
password of your choice.  You have to use at least 5 characters (letter 
and/or numbers).  YOU MUST RE-TYPE THE SAME PASSWORD IN 
THE 2ND BOX OR IT WILL NOT WORK.  It is a good idea to use the same 
password that you use for other things, like email, facebook, etc.  This will 
make it easier for you to remember it.  After you have typed your new 
password TWO TIMES, click OK or press Enter to continue. 
 
There are a few things that are very important to remember about your 
username.   
 

Do not leave a room with a station logged in.  Any mischief that takes 
place will be reported as the person logged in and any conse-
quences will be served by the person who is logged in.   
Keep your password secure and don’t share it with anyone.  If some-
one doesn’t have a password or theirs doesn’t work they need to see 
a teacher or administrator to fix the problem. 

 


