
Log in instructions and information for school based staff.   
THESE MUST BE DONE BEFORE USING YOUR LAPTOP 

 
Logging in to a desktop computer for the very first time: 

1. On a desktop PC at the log on screen.  In the “log on to” window make sure 
WCPSCHOOLS domain is listed there.  If it is not there click the drop down box and 
select WCPSCHOOLS domain. If you do not see “log on to” click the options button.  
 

 
 

2. User Name: Use your Lotus ID, (example BClark4) and the password welcome.  You will 
be prompted to change this password the very first time you log on to the network. 
 

 
 
 



STAFF, PLEASE BE AWARE YOU MUST LOG INTO YOUR LAPTOP ONCE 
BEFORE TAKING IT HOME!  THE LAPTOP WILL NOT WORK OUTSIDE OF WCPSS 
NETWORK UNTIL THESE STEPS ARE PERFORMED! 
 
Logging in to your laptop for the first time: 

1. The very first time you log into your laptop you will need to be connected to the network 
with a network cable.  This process will not work over wireless. 

2. At the log on screen, in the “log on to” window make sure the WCPSCHOOLS domain is 
listed there. If it is not there click the drop down box and select WCPSCHOOLS. 

3. User Name: Use your lotus ID, (example BClark4) and the password welcome. If you 
have not already logged into the network on a different machine and changed your 
password the first time you will be prompted to change it here. 

4. Now that you have logged in to your laptop for the very first time and the 
password has been cached on the laptop (this happens automatically). You will 
use this same log on credentials when the laptop is connected 
to the school network or off campus (at home).  
 

Your Home Directory and Folder Redirection: 
When you log in to the network, double click my computer, you will have a drive mapping 
that shows your username with the drive letter H:\.  This is your home directory, your 
folder on the server for storing your personal documents. 

 

 
 
 



All user accounts on the network also use a feature called Folder Redirection.  We use 
this feature for the Desktop and My Documents folders.  This enables the items on your 
desktop and in you’re my documents folder to follow you from PC to PC. These folders 
are stored in your home directory. They are called “desktop” and “BClark4’s Documents” 
Of course BClark4 is variable and it will show your username.   Very important: This 
feature only works on Desktop PC’s and Student issued Laptops. We do not redirect 
Desktop or My Documents on Staff issued laptops. 
 
On first log in you will find that all of your old data is in your home directory. However, 
your old my documents folder (if you had one) is not inside your new my documents 
folder.  Take a moment and cut and paste anything you want in you’re my documents 
into the folder with “your name” documents (example BClark4’s Documents).  
 

 
 
 

Folder Redirection and Laptops: 
 
If you have an important document that you need to work on at home, you must copy it from 
your home directory to your Laptop. Or back, from your laptop to your home directory.   
 


