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ACCESSING REPORTS FROM THE 

CCCCD SECURED WEBSITE 
 
You can log in using Option 1 or Option 2. 
 

Option 1 Login: 
 

Open internet explorer and enter:  www.4cd.net/k12 
Select:  Documents.  

 
 
Select:  Secured Websites 

 
 
The sign on screen pops up; enter user name and password. 

 

http://www.4cd.net/k12
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Option 2 Login: 
 

Open internet explorer and enter:   
 https://www.4cd.net/k12/secured/<yourdistrictname> 
 

E. G.:   https://www.4cd.net/k12/secured/orinda   
DPS only would use COE as district name. 
COE Payroll and Personnel Services would use SS as the 
district name.   

 
 
The sign on screen pops up; enter user name and password. 
 

  
 

NOTE:  DBOôs or CBOôs should contact Janice Geisness for the District Department 
User names and passwords to distribute to the proper Users. 
Payroll and Finance users will have separate User IDôs and Passwords.  
 
NOTE:  You will need to save your reports to a CD for your Permanent Record. 
 

 

 

 

 

 

 

 

 

 

https://www.4cd.net/k12/secured/orinda
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Select:  View Sites 
 

 
 
The site that appears in the Example is SS. 

 
 
 
The following screen comes back.  Select the folder depending on the User ID that you 
entered in the pop-up box.  (I.E.:  Payroll or Finance) 

 

SELECT 
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Select the report to view print, copy, send or delete.  Reports cannot be modified. 
Reports with the same names will override previous reports (I. E.:  WA_PY09.PDF for 
the month end June payroll will be overridden with the July month end PY09ôs).   
 

 
 

 
NOTE:  The modified date is the date the file was transferred to the website (not the 
created date).  So a file that is ñreloadedò will have a current date. 
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Select a report and click on the down arrow to the right of the report name to view 
options:  From this menu you can delete one report at a time, e-mail a link (the recipient 
will need the secured website password for this option), or download a copy to open or 
save. 
 
NOTE:   Be sure to save your reports off of the website- at this time we donôt know how 
many months the college will be able to maintain on the site. 
 

 
Select OK. 

 
 
If you select a report, you will get the following box; the only option you have is to read 
the files since theyôre PDF files.  Select OK to view the report. 
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Use Explorer view to copy/delete multiple documents. 
If you select the ñAll Documentsò drop down menu to the right of the report list you will 
get the menu below:  
 

 
 

If you select Explorer View from the menu above to the right you will get a log in box- 
Select ñCancelò to continue. 
 

 
 
In Explorer view, and ñviewing reports by detailsò, the user can sort the files by Name, 
modified date, etc. by clicking the column heading or using ñArrange Byò. 
 




