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KEY POINTS 
✓ Top Navigation Menu 

➢ All student info can be accessed from the main Top Navigation Menu as seen below: 

 

 

 

 

✓ Changing & Adding New Students 

➢ If multiple students are linked to your account, you can change which student’s info to view  from the  

“Change Student” menu at the top right of your screen: 

  

  

  

  

➢ To “Add a New Student To Your Account”, contact the school admin staff to obtain the 3 items required to 

enter on the Student Verification screen below: 

1. Student Perm ID 

2. Student Home Telephone # 

3. Verification Code (VPC) 

 

✓ Updating Student/Parent Info & Missing/Incorrect Data 

➢ NOTE: the accuracy of information displayed through the Parent Portal is based on the data managed by the 

school admin staff (e.g. demographics, medical, etc.) in conjunction with data inputted by the teachers (e.g. 

attendance, grades, gradebook details, etc.). 

➢ CONTACT THE SCHOOL ADMIN STAFF: 

● TO UPDATE student/parent data (e.g. demographics, contacts, medical, etc.) 

● TO VERIFY missing/incorrect data (e.g. classes, attendance, grades, gradebook details, etc.) 
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1. STUDENT INFO: Profile, Demographics, Contacts, Classes 

A. STUDENT INFO > PROFILE 

 

Global view for: 

1. Class Summary 

2. College Entrance Reqs 

3. Attendance Summary 

4. Graduation Status 

5. Recent Test Results 
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B. STUDENT INFO > DEMOGRAPHICS 

1. Full detailed 

demographic 

information for 

student on “Student 

Data 1” tab 

2. Additional info on 

“Student Data 2” tab 

(e.g Student Email) 

C. STUDENT INFO > CONTACTS 

1. Select record from list on 

right side 

2. Record details will display 

on left side 
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D. STUDENT INFO > EMAIL LIST 

1. Teacher, Counselor, Student, and Primary Parent/Guardian email addresses can be 

obtained from this screen for the purposes of emailing through your personal email 

account. 

 

✓ Click on any email address link to launch your computer or device’s 

default email application or manually copy/paste into a personal email 

account of your choice. 

 

2. “Email All Selected People” - Create a custom list of email addresses by checking or 

unchecking the check box next to their name. Helpful when composing one email 

to send to multiple recipients. 
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E. STUDENT INFO > CLASSES (TEACHER EMAIL INFO) 

1. Verify the “View Only Current Term” and “Today” checkboxes are CHECKED to 

ensure you are viewing the current day’s class schedule for current term 

 

✓ UNCHECK both boxes to show all classes scheduled for every day of the 

week, for both Fall and Spring semesters 

 

2. TEACHER EMAIL ADDRESSES can be copied from this screen to send an email 

through your personal email account to the respective teacher 

 

3. “Print Changes” button - print course attendance with start & end dates 

 

4. “Quick Print” button - print class schedule directly through your internet browser 
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2. ATTENDANCE 

1. Daily Attendance Data Dashboard 

2. “Quick Print” button - prints copy of daily attendance 

3. Attendance Totals 

4. Current Attendance Enrollment  
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3. GRADES: Gradebook, Gradebook Details, Grades, Grad Status, Transcripts, College Ent Reqs 

A. GRADES > GRADEBOOK (SUMMARY LIST) 

1. Summary information listed for each Gradebook for the current 

term as created by teachers 

✓ Reminder: any missing Gradebook from the list means the 

respective teacher has not yet created one and properly 

configure for that class 

2. Click on each Gradebook “Name” link to go directly to the 

Gradebook Details page for that gradebook 
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B. GRADES > GRADEBOOK DETAILS 

1. Change Gradebook Dropdown Menu - switch between gradebooks 

2. “Print” button - print details for selected Gradebook 

3. “Show only missing assignments” button - toggles missing 

assignments (if any) 

4. Assignment Details 

5. “+/-” buttons - expand or collapse Additional Assignment Details 

(i.e. Date Assigned, Long Description, Due Time) 

6. Overall class progress by category 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

✓ Reminder: contact the school admin staff to coordinate with the teacher for any missing or incorrect 

data 
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C. GRADES > GRADES 

1. Display of final marks for each grading period currently entered in 

the system 

✓ Reminder: contact the school admin staff to coordinate with 

the teacher for any missing or incorrect data 

2. “Print” button - prints a copy of the final marks currently entered 

in the system 
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D. GRADES > GRADUATION STATUS 

1. Click “Show credit details on screen” checkbox to show full details 

on credit status progression 

2. “Print” button - prints copy of Graduation Requirements 
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E. GRADES > TRANSCRIPTS 

1. “Limit Rcds” button - filter results by Grade Range: 

 

 

 

2. Sort checkboxes available to sort by Subject and/or Date 

Descending 

✓ Contact school admin staff regarding requests for a printed transcript 
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F. GRADES > COLLEGE ENTRANCE REQUIREMENTS 

1. UC and CSU Entrance Requirements dashboard 

2. “Print UC Eligibility Report” button 

3. “Print CSU Eligibility Report” button 
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4. MEDICAL (Immunizations) 

1. Immunization details 

2. “Print Plain Paper” button - prints copy of Student Immunization Card 

3.  Requirement Status 
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5. TEST SCORES: Test Details, Test Scores 

A. TEST SCORES > TEST DETAILS 

1. “Test to Display” dropdown menu - select which test to display 

2. ”Testing Administration” dropdown menu - select which year for the respective test 

selected 

 

 

 

 

 

 

 

 

 

B. TEST SCORES > TEST SCORES 

1. “Limit ID” dropdown menu - filters which tests to display (defaults to show all) 

2. “Show test by test id and part” checkbox - alphabetically sorts by Test ID column 
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6. OPTIONS: Change Password, Change Email, Parent Notification Preferences 

A. OPTIONS > CHANGE PASSWORD (MUST ALREADY BE LOGGED IN)  

  

   

 

1. Enter Old Password 

2. Enter New Password twice 

3. click “Update”, if entered correctly you should receive:  

HOW TO RESET PASSWORD (IF UNABLE TO LOG IN) 

1. Click “Forgot Password?” link from Log in Page 

2. Enter your Parent Portal Account email address  

3. Open Verification Email from your inbox and 

click on “Click Here” to open page in browser 

4. Click “Next” button 

5. Enter New Password twice, click “Next” to reset 
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B. OPTIONS > CHANGE EMAIL (MUST ALREADY BE LOGGED IN) 

1. Click “Edit” link 

2. Enter new email address and your parent portal password 

3. Click “Change Email” 

4. Open Verification Email from your new email account’s inbox 

and click on “Confirm Current Email Address” 

 

 

 

 

 

 

 

 

 

 

 

 

C. OPTIONS > PARENT NOTIFICATION PREFERENCES (Weekly Progress Reports) 

1. “Receive Weekly Progress Email” checkbox -  

check to TURN ON notifications; uncheck to TURN OFF  

2. “Preferred Day” - set which day to receive weekly progress reports 

3. “Preferred Time”- set what time of day to receive reports 

4. Click “Save” to save your changes 
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