
WPSB Computer Logon Instructions 
Most computers in the Webster Parish School System are now managed, and user accounts are centrally created and 

controlled. These instructions outline the procedure for logging onto computers that are “on the domain”. If your 

computer does not display the message pictured on Step 1 at startup, then these instructions do not apply to your 

computer. 

Please note that the appearance of some items may differ on Windows 8 and Windows 10 computers. 

 

Step 1: You should begin at the “CTRL + ALT + 

DELETE” screen. If there is no mention of someone 

currently logged on or if the person mentioned is 

you, then just press the key combo and go to the 

next step. 

If the computer says someone is currently logged 

on and that person is not you, then click the switch 

user button. You will then be re-prompted to press 

the key combo. Skip to step 3 after pressing these 

keys. 

 

 

Step 2: After pressing CTRL + ALT + DELETE, you will 

be presented with a password prompt. The computer 

remembers the last user account to logon and by 

default assumes you want to login with that account. 

If the account listed is yours, then just enter your 

password and you are done. 

If this is not your account, then click “Switch User”. 

 



Step 3: Click “Other User”. 

 

Step 4: Enter your username and password in the 

boxes. If you are a new employee, then you should 

have received your username and the default 

password from your principal. If you are an 

existing employee and you don’t know your 

username and/or password, then talk to your 

principal or the technology contact at your school.  

If you use the default password, it will demand 

you change it as outlined in the next steps. 

If it gives any errors other than demanding the 

password to be changed, then make note of what 

it said before talking to your technology contact 

about it. 

 

As mentioned before, if you are attempting 

to logon with the default password, it will 

demand that you change it. This is what 

that message looks like. 

 



Step 5: Enter the password you want in the last 2 boxes, 

then click the arrow button or press enter. Be sure to use 

a good password that you can remember. 

Once this is done, it will inform you that your password 

has been changed and let you in the computer. 

Please do not put your password on your desk or the side 

of your computer! 


