

 

INsight Request Protocols (MTL/LTS)
INsight New Access Requests:


In order to request access to INsight, Learning Technology Specialists and/or the principal/director must complete the New INsight Access Request Form(s) and send (via the principal/directors’s email) the completed form to Zena Brown at zlbrown@atlanta.k12.ga.us.   Logins for the new user(s) will be generated by the INsight team (Zena or Gina) and given to the specified trainers during a training collaboration meeting.  
If new users are teachers, then LTS/MTLs will facilitate the training(s).  If new users are administrators, either LTS/MTL or the INsight team will facilitate the training(s).  Training protocols must be followed accordingly.  Please use the INsight Training Checklist as your guide. 
INsight Change User Requests:


In order to request that a user(s) has access to a particular school, SRT, department, or a change in access rights, Learning Technology Specialists and/or the principal/director must complete the INsight User Change (Site or User Class) Form(s) and send (via the principal/director’s email) the completed form to client support at clientsupport@atlanta.k12.ga.us.  
Password Resets:


Users must change their own passwords by clicking on the forgot your password hyperlink on the INsight login page.  Only after the user’s attempt has failed should he or she contact Client Support for a password reset.  (Please note that Client Support may ask user to forward the INsight email to them.)  Client Support’s contact information:  404.802.1000 or clientsupport@atlanta.k12.ga.us
Additional Training Requests:


If principal requests additional trainings on INsight, LTS/MTLs may offer these trainings.  The INsight team will provide additional training modules as needed.  Contact Gina Wilson at lvwilson@atlanta.k12.ga.us directly for additional whole group training modules.
 Data Integrity

Since most data comes from Classxp/Sasixp, see your SASI representative to see if SASI is correct.  If SASI shows correct information, please contact client support at clientsupport@atlanta.k12.ga.us.  Include your Lawson ID (employee #), full name, location (school/admin building), and clear description of the problem.
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