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STEP 3.  
 

 Enter you USER ID on the CMS Personnel Module Screen.   
Your USER ID is your first initial, followed by your last name 
  For example:   john doe is jdoe
 

 Enter the default password “shoreham” in the password field and click on the Login 
button. 

 
 
 
 
 

 
 



STEP 4. 
Change your password. 

 Enter the old password “shoreham” next to the “Old Password” field 
 Enter a new password in the “New Password” field.   

Please note that the new password must include at least one number and must be from 6-
12 characters in length. 

 Re-type the new password a second time and click on the “Login” button 
 

 



STEP 5.  Click on the link “Handbook”, located on the top right side of the Shoreham-
Wading River Personnel Screen. 

 
 
STEP 6. 
 
Click on the “Employee Handbook” link, located under “Handbooks” on the top left side of the 
Shoreham-Wading River Personnel Screen.   
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STEP 7.  
 
Click on the “Download File” link, located on the top left side of the screen. 

 
All Shoreham Wading River Employees are required to review the contents of the Shoreham-Wading River 
Employee Handbook by September 19 2011.  Employees are required to abide by these Board of Education 
policies and acknowledge responsibility to know the contents. 

 
STEP 8. 
Read the Employee Handbook.   
You may also save the Employee Handbook for future reference by selecting File, Save. 

 
 



 
STEP 9.   
After you have finished reading the Employee Handbook”, close the file - “x” out of the 
Employee Handbook.  

 
 
STEP 10. 
Confirm that you have read the “Employee Handbook”: 

 Click on  the “yes” button  
 Enter or select the “Date Read” from the pop-up calendar 
 Press the “Submit” button. 
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