
2013-2014 School Year 
 
I am listing the most common questions the tech department gets each year. 
Please add this to your records.  
  
The technology department appreciates all you do for Maury County and we want 
to help you with issues as fast as possible! 
 

 
  

1. How do I get a login? 
  
You should have filled out a form when you were hired but the form is located 
here  
http://www.mauryk12.org/teachers_staff/default3.html 
  
ENA email account request link under Requests/Services is the one you want. 
  
You can fax the form to the tech department at 931-388-1644. Help Desk is 
extension 8207.  
  
 

2. Do you have Instructions for email, phones, 
Impero etc.?? Phone Instructions are attached 
also. 
  
http://www.mauryk12.org/teachers_staff/default3.html           
PLEASE READ THE ENTIRE PAGE THERE IS LOTS OF HELPFUL INFO HERE!!!!!!!! 

http://www.mauryk12.org/teachers_staff/default3.html
http://www.mauryk12.org/teachers_staff/default3.html


 

 
SHAREPOINT ________________________________your login to SharePoint will 
be this format MAURYK12\USERNAME AND YOU WILL USE YOUR WINDOWS 
PASSWORD 
  
IF THE VIDEO WON’T PLAY A FREE PLAYER IS ALSO LISTED AT THE VERY TOP OF 
OUR VIDEO TRAINING TUTORIALS. 
  
Please send in a request if you need us to do a video not listed or call the 
technology department at 931-381-4817.  Help Desk is extension 8207. 
  
 

3. How do I get a site unblocked? 
  
 You can request a site to be unblocked by clicking the request a site review 
option and filling out the information. We cannot unblock YouTube or personal 
email but I can unblock specific videos if you request that. 
Your building administrator has the ability to temporarily unblock pages in 
emergencies. AUTHORIZE OVERRIDE IS FOR ADMINISTRATORS ONLY AND IS 
APPROVED BY THE DIRECTOR OF SCHOOLS. 
  



http://www.ebay.com/ is blocked by the Maury County Public Schools 
content filtering guidelines. Requests to review a website will be forwarded 
directly to a designated person, typically the site's Technology Contact.  

Web sites that have been identified as providing inappropriate content are 
blocked. This determination is based upon the categorization of the 
website. Content identified as inappropriate includes, but is not limited to: 

 Adult-oriented material  

  

 Illegal material  

  

 Racist or hate-oriented material 

  

 School cheating material 

  

If you would like to request that the designated contact, typically the 
Technology contact, review the site, please Request a Site Review. Please 
note that this request will not be reviewed by ENA but will be sent to the 
designated contact. You may also utilize Authorized Override to view the 
website for a designated time period. A valid username is required to log in 
to Authorized Override. Please see your Technology Contact for access to 
Authorized Override.  

  
 
 
 
 

Request a Site Review Authorized Override 
  

 
  

Please fill out the request form completely 
                       INCLUDE BELOW THE ADDRESS WHY IT SHOULD BE UNBLOCKED. 

 

 

 

 

http://www.ebay.com/
http://ao.ena.com/AO/Policy?config=109
https://requestreview.ena.com/requestreview.aspx?AORegion=tennessee&community=3355&url=http%3A%2F%2Fwww.ebay.com%2F&ip=96.4.42.130&cats=19&username=&replycode=block
http://ao.ena.com/AO/Login?config=109&url=http%3A%2F%2Fwww.ebay.com%2F
https://requestreview.ena.com/requestreview.aspx?AORegion=tennessee&community=3355&url=http%3A%2F%2Fwww.ebay.com%2F&ip=96.4.42.130&cats=19&username=&replycode=block
http://ao.ena.com/AO/Login?config=109&url=http%3A%2F%2Fwww.ebay.com%2F


 
  

4. How do I setup email on my phone? 
  
Technology staff can help you with information for your personal phone but 
cannot work on your personal phone! 
  
We have lots of helpful information on the website you can find the email phone 
help page here 
  
http://www.mauryk12.org/InfSystems/default3.html 
  
It is listed as email Instructions for phones. 
 
  

5. Where do I put in a ticket?  
  
It is Very important to choose your school from 
the dropdown box. This could delay us being 
able to help you if the location is incorrect! 
ONLY PUT VOIP TICKETS IN THE VOIP SECTION 
  
Go to www.mauryk12.org 
  
Click on the Technology services link 
  
  
You will see these links listed. 
  

 
Tech Support Request 
Intern Application 

  
ENA Webmail 
New ENA Webmail User Guide 
Email Instructions for Phones 

  New Technology Worksheet 

  Maury County Sharepoint Site  

http://www.mauryk12.org/InfSystems/default3.html
http://www.mauryk12.org/
http://www.mauryk12.org/techrequest/
http://www.mauryk12.org/InfSystems/intern%20app.pdf
https://webmail.ena.net/
http://www.ena.com/help/EMailMigration/ENAMailUserGuide/
http://www.mauryk12.org/InfSystems/PhoneEmailGuide.html
http://www.mauryk12.org/InfSystems/Maury%20County%20Schools%20District%20Technology%20Services.pdf
http://mauryshare.mauryk12.org/


  VoIP Informative Videos 

  VoIP Portal 

  How to Open a Tech Ticket  

  Request a Site to be Unblocked  

  Blocking Email Spam 

  Technology FAQ  

 
Professional Development Training Calendar  

 

  Technology Bid Information: 

 
Dell Teacher Workstation 

  Dell Administrator Workstation 

  Dell Laptop 

  Laser Printers 

  Inkjet Printers 

  Projectors 

 
   
  
  

6. Can I use my own technology equipment in 
my classroom or school? 
  
Board policy currently prohibits the use of personal technology equipment at 
school. We are working to change Policy and allow all teachers to bring in 
equipment as well as students. The 2013-2014 School year all High Schools and 
Unit Schools will be ready for BYOD. We will proceed with getting all schools 
setup and ready and to update board policy. Personal devices: Printers, Phones, 
IPads and laptops will not be worked on by the Maury County IT staff.   

 
 
 
 
 
 

http://voice.ena.com/training/index.html
http://www.ena.com/smartvoice-user/
http://www.mauryk12.org/InfSystems/trouble_tickets/tickets.htm
http://www.mauryk12.org/InfSystems/overide/Override_1.htm
http://www.mauryk12.org/InfSystems/Spam/spam_1.htm
http://www.mauryk12.org/InfSystems/WelcomeBackTech.pdf
http://mauryshare.mauryk12.org/Lists/Personal%20Development%20Training/calendar.aspx
http://www.mauryk12.org/InfSystems/DellTeacherwkst.htm
http://www.mauryk12.org/InfSystems/DellAdminWkst.htm
http://www.mauryk12.org/InfSystems/notebook_dell_htm.htm
http://www.mauryk12.org/InfSystems/laserprinterhtm.htm
http://www.mauryk12.org/InfSystems/inkjetprinterhtm.htm
http://www.mauryk12.org/InfSystems/projectors.htm


7. How do I get the wireless password? 
  
 

BYOD is ready for all high schools and unit schools starting 2013-2014 school year. 
Our goal is to eventually provide BYOD at every school. We are in the process of 
updating policies and procedures. 
Personal devices and Maury County devices will connect to the Wi-Fi differently.  
All Maury County devices will have an individual password to connect.   
Administrator devices and staff that travel between schools will connect to the 
Maury network.  We will email the passwords for these devices to you.  This 
password will only work for that device. 
If the Maury County devices will stay at a school such as a laptop cart then we will 
issue a password to connect them to the school network such as SHHS.  Maury 
and school networks are two different networks. 
If you have a Maury County device that doesn’t have a password to connect then 
email Terri Haviland at thaviland@mauryk12.org with the device and serial 
number of the device.  She will create and email a password to connect. 
 
High Schools and Unit Schools BYOD 
Teachers and students will be allowed one device on at a time.  If you have an 
iPhone and an iPad, one of them will be able to connect such as the iPhone with 
your individual password.  Once you disconnect the iPhone then you could 
connect the iPad.  All personal devices will connect to school initials BYOD.  An 
example would be HUSBYOD this would be the name of the BYOD network at 
Hampshire Unit School. 
 
Please reply if you have any questions or concerns. We are very excited about 
PARCC purchasing and BYOD. You can always contact the technology department 
or me at 931-381-4817. 
 

We have a guest how do they get on our Wi-Fi? 
 
High schools, Unit schools and Middle schools : 
 
The office will issue a guest wireless password to the guest network.  This 
password will be good for 24 hours.  (Instructions will be sent to the principal) 
 

mailto:thaviland@mauryk12.org


Elementary schools : 
 
You will still use a single passphrase to connect. 
 
 

8. I put in a ticket but no one has helped me 
should I put in another ticket? 
  
Please give us time to help you with your initial request. Multiple tickets for the 
same issue can slow the system and result in a delay in getting help to you. Please 
email me tschuyler@mauryk12.org if it’s been 2 weeks and you have not been 
contacted about your problem. 
  
  

9. I want to move things in my room and I don’t 
have any place to hook my computer back up? 
  
  
Classroom moves that require a drop to be installed need to be approved by your 
building administrator. Drops cost the technology department money and time. 
Please choose classroom moves wisely. 
  
 

10. I had someone call the school and they 
can’t get my extension? 
 
Please put in a ticket and we will fix this issue. Please make sure the caller is 
hitting the  # key then entering  your extension. 
  
  
  

 

mailto:tschuyler@mauryk12.org


11. Can I make long distance calls from my 
phone? How do I transfer a call? 
  
All Maury County staff has the ability to make long distance calls starting 2013-
2014 school year.  
 
 

Transferring Calls  
Using the Transfer Soft Keys (these cannot be used with the speed dial buttons 
on your phone/side car) 
Blind Transfer (Blindxfer): 

 Answer call 

 Press the Blindxfer soft key and enter the 4 digit extension you want to 

transfer to 

 Press the enter soft key 

 If you see “Blind transfer to:”  appear on your screen just press the send 

soft key 

Voicemail Transfer (VMxfer): 

 Answer call 

 Press the Vmxfer soft key and enter the 4 digit extension you want to 

transfer to 

 Press the enter soft key 

 If you see “Blind transfer to:”  appear on your screen just press the send 

soft key 

Please note:  The last step may not always be required. 
 
Using the Transfer Button (these can be used with the speed dial buttons on your 
phone/side car) 
Consultative Transfer: 

 Answer call 

 Press the Transfer Button, enter the 4 digit extension (or press the 

associated button on your phone/side car) you want to transfer to and 

press the Send soft key.  NOTE:  you will need to wait for the user to answer 

before you can press the Transfer button again to complete the transfer. 



If you don’t want to wait until the user answers the call, you will need to use 
these steps: 
Blind Transfer: 

 Answer call 

 Press the Transfer Button 

 Press the Blind Soft Key 

 Enter the extension of the person you want to transfer to (or press the 

associated button on your phone/side car) 

Alternative Instructions: 
 
330 model phone Instructions 
Blind transfer (when you don’t need to announce the caller) 
On an active call 
Press the Trnsfer soft key 
Then Press the Blind soft key 
Dial the extension you want to transfer to 
Press The Dial Button 
The call is transferred and you can hang up 
 
 
Consultative Transfer (when you want to announce the caller) 
On an active call 
Press the Trnsfer soft key 
Dial the extension you want to transfer to 
Press the Dial button (the original caller is on hold during this) 
The party you are transferring to Must answer the call before you can complete 
the transfer 
Once they have answered, press the Trnsfer soft key again to complete the 
transfer 
(you will be disconnected) 
 

 
 
 



12. I moved things in my room and now my 
equipment doesn’t work. 
  
  
Please do not plug in any equipment or move equipment without help from the 
technology department if you are not comfortable doing so by yourself. Each year 
we are called because of network outages that are related to improperly installed 
technology equipment. We would be glad to help you move and hook up your 
equipment 
  
  

13. I want to purchase some technology 
equipment with school funds can I just go buy 
it? 
  
Technology purchased with school funds should be coordinated with the 
technology department. Dave Reynolds has many vendor contacts and can help 
you with any purchases. 
This insures proper inventory ,support and functionality. The technology 
department cannot guarantee support of items purchased without our 
knowledge. Please email dreynolds@mauryk12.org  with any questions or quote 
needs. 
  
  

14. Do I need to change my email address book 
now that we are using @mauryk12.org instead 
of k12tn.net? 
  
You don’t need to do anything at this time emails sent to @k12tn.net and 
@mauryk12.org will both be delivered. We could in the future drop the k12tn.net 
but you would be notified in advance.  However you will need to login to your 
webmail with @mauryk12.org such as bsmith@mauryk12.org for the username 
and your email password not your windows password. 

mailto:dreynolds@mauryk12.org
http://k12tn.net/
http://k12tn.net/
mailto:bsmith@mauryk12.org


  
 

15. I had an item stolen or its missing? 
  
Please report all lost or stolen school technology as soon as possible! 
  
 

16. I found new software or equipment that I 
really want to use how do I go about getting 
approval? 
  
You would first get approval from your building administrator. Next you would 
need to fill out a new technology form located here 
http://www.mauryk12.org/InfSystems/Maury%20County%20Schools%20District
%20Technology%20Services.pdf 
  
Once completed you would turn this into the technology staff for review. 
  

 
 
17. My cable TV is out can you fix this? 
  
The technology department doesn’t have the equipment to fix cable TV but we 
can help you find a vendor to assist you with any issues. 
  

18. My Power School login is not working? My 
parent portal login is not working? 
 
These ticket items should be submitted under the PowerSchool /Star Student 
listing on our ticket system page. 
  

 

http://www.mauryk12.org/InfSystems/Maury%20County%20Schools%20District%20Technology%20Services.pdf
http://www.mauryk12.org/InfSystems/Maury%20County%20Schools%20District%20Technology%20Services.pdf


 
19. I Changed schools I need my files. 
How do I back up files to U drive? 

 
 
 
 

Home Drive and Dropbox 
The home drive is a mapped drive where you will save any critical documents so in an event of computer 
malfunction or upgrade, your documents will be restored.  If your documents are not in your home 
drive, they will not be copied over if your machine is reimaged or replaced. 

 
Move any current files to your home drive: 

I. From Windows XP 

A. Click on Start, My Computer (you may have My Computer on your desktop; you can 

double-click it). 

B. Double click on your U:/ drive (it should have your name on it). 

                          
C. You can drag/drop or cut/paste from your computer (desktop/my documents/etc.)  to 

the U:/ drive. 

II. From Windows 7 

A. Click on the Windows Globe, Computer. Double click on your U:/ drive (it should have 

your name on it). 

B. You can drag/drop or cut/paste from your computer (desktop/documents/etc.)  to the 

U:/ drive. 

III. Setting the save option in Word/Excel to default to the Home drive 

A. Word/Excel 2007/2010 

1. Click File/Office Button, Options. 

2. In the Word Options box click Save.  

3. Under the Save documents heading, change the Default file location: by clicking 

“Browse”. 



 



 
4. In the Modify Location box, scroll down the left side and click on the U:/ drive 

 
NOTE: You can also delete what is in the “Default file location” field and just type in “U:/”. 

B. From Word/Excel 2003 

1. Click on Tools, Options, File Locations. 

2. Highlight Documents and click Modify. 

3. Navigate to the U:/ drive and click OK. 



 

Using Dropbox 
I. Create a Dropbox account 

A. Go to www.dropbox.com 

B. Fill out all fields and check the agreement of terms box and click on Sign Up. 

C. Click on your name in the right hand corner of the screen and a dropdown will appear. 

D. You have the option to install the Dropbox folder on your computer so it is easier for 

you to save your documents straight to it. 

 

 
 

E. Click on Install.  On the next screen click on Free download.   

F. Follow the on-screen Instructions. 

II. Editing your dropbox 

A. There is a row of icons that allows you to modify your Dropbox. They are as follows: 

 
Upload, New Folder, Share Folder, Delete 

B. You can also open the Dropbox folder on your computer that will sync with the folder on 

the Dropbox website.  To get to this click on the blue open box near your system clock at 

the bottom right hand side of your skin.  Click Dropbox Folder.  In the pop up window, 

you can manipulate the folders and files just like you would on your computer. 

 
 
 

http://www.dropbox.com/


How to backup Outlook (options depend on 
version) 
 
Copying Outlook File to Home Drive 

1. Open Outlook.  Click on the File tab.  Under Account Information, click the Account Settings box, 

and Account Settings. 

 
2. Click on the Data Files tab.  Click on your data file, then click Open File Location. 

 
3. After the new window pops up, close Outlook completely. 

4. In the new window, right-click on your Outlook file (it may be called something different.  Look 

at the Type and make sure it is the Outlook Data File), click Copy.   



5. Open your home (U:) drive, right-click in a blank area and click Paste.   Depending on the size of 

your outlook data file, this process may take a few seconds.   

 

20. Where is the board policy manual? 
  
It should be located here on the Maury County Website.  www.mauryk12.org  
  
  
http://www.mauryk12.org/personnell/manual.pdf 
  

21. My last name has change can I change my 
email address or VOIP phone name? 
  
  
You can submit a ticket and we will get this changed as soon as possible. 
 

22. How can I send an email to allmaury or 
allchs or allmphs? 
 
These listserves are moderated by the Director of Schools or your school admin. 
You will need to get approval prior to sending a message to these lists. 
  
 

23. My classroom computers are down how can 
I put in a ticket or check my email? 
 
You can put in a ticket or check your email from any computer with an internet 
connection! Please contact the help desk if multiple rooms are down!  Extension 
8207 
 

 
 

http://www.mauryk12.org/
http://www.mauryk12.org/personnell/manual.pdf


 
24. Login to your phone portal. The Instructions 
are below. 
 
We are sending out some reminders and some announcements. Reverse caller ID 
will be working after school starts. ENA is working to fix a bug. Outside callers to 
your school must hit the # key prior to entering an extension. The shortcut * keys 
are currently not working. We hope to have an alternative to the star keys soon. 
All vmail pins that were 1111, 1234 or your extension number or a non-secure 
sequence of numbers have been reset to 3355. Please put in a ticket under VOIP 
or call the help desk for help. Every Maury County user has long distance on their 
phone. Every Maury County user has a webpage they can login and check 
messages and or forward their phones. We are working on more instruction 
documentation.  
 
 
 

http://www.ena.com/smartvoice-user/   this is the user portal web address. 
 
Username: 
This will be 700225____ your extension should follow the 700225.This could also 
be your private number or your direct dial number (Principal or Main school 
number). Please call the help desk if you need more help. 
 
Password: 
 
The default is 3355  
Please put in a ticket and request your account password for your phone reset. 
 
Check our website for documentation on how to login and how to reset your 
portal and vmail pin. 
 

 
 
 

http://www.ena.com/smartvoice-user/


 
How can I look up someone’s phone extension?  
Once logged into the portal http://www.ena.com/smartvoice-user/   
 
Click contact tab then click on extensions below that.  
 
You can search for a number by typing into the search box. 
 

 
 
 
 
 
 

 
 
 
 

 
 

http://www.ena.com/smartvoice-user/


25. How can I look up someone’s email 
address? 
 
An excel spreadsheet with everyone’s district email address is located on 
SharePoint under district docs. Instructions for logging into SharePoint are located 
on our website. 
http://mauryshare.mauryk12.org/docs/default.aspx 
 

26. How can I get office for my personal 
computer? 
 
Our agreement with Microsoft has expired. We are working on getting an 
agreement renewed. 
 
 

http://mauryshare.mauryk12.org/docs/default.aspx

