
 
 

 

Requesting a Contractor ID for a Non-District 
Employee 

Your may ask the IT department to create a contractor ID for a non-district employee. This process 
will create an employee ID number and password for a walk-on coach or other type of non-district 
employee who may need access to the student information system. Once this process is complete, 
the non-district employee will be able to take attendnace and view student information.  

Follow the steps below to request a Contractor ID for a non-district employee. 

• Open a web browser and enter the following web address: http://www.sandi.net/it 
• Complete Steps A-H. Steps A and B are shown below. Steps C-H are on the following pages. 

 
 
 

 
 

Select DWA Security 
Request. 
 

B 

Select Support Desk from the Support 
menu. A 



 
 

 

  

  
 
 

 
 
 
 

 
 
 
 
 
 
 
 

Enter your Employee ID and Password. 
Click Sign In. C 

Enter your phone number, email 
address, and department if necessary. D 

Enter the  employee ID, phone number, and cost center number for the 
Principal at your site. 

E 

Enter the following text in the notes field: “This is an account 
request for a non-district employee. They will need access to 
Zangle to take attendance and view student information.” 
 
Please include the following information for the person you are 
creating the account for: 

• Full name 
• Social Security Number 
• Position 
• Date you want their account to end. 

 
This person will receive a facstat in Zangle for the location 
listed in Step D. If you want the person associated with a 
different location, please specify this in the notes field. 

F 

This is the location that the account 
will receive a facstat for in Zangle. 
Please read Step F for instructions on 
how to change this. 



 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click Submit Request. 
 
An email will be sent to the 
Principal once the account has 
been created. 
 

H 

Do not enter any information in 
these fields. 
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