Setup Access ID and Passwords for New Students
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Setting up a new student’s Access ID &/or Password begins after you have done the normal setup for a new student.

1. From any student page click on Access Accounts in left menu under Information category.

2. You can choose to either Auto-assign ID’s and Passwords for this student or enter them yourself based on district or school setup instructions.
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If you choose to Auto-assign ID’s and Passwords click the link at the bottom of this screen.  (suggested method)
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4.  The system will automatically use the auto- setup criterion you have previously set up to assign the Access ID and Password and place the check in the Enable Parent/Guardian Access Box.  

Note: the password is not visible for security reasons.

5.  Notify the parents, via the ‘parent portal letter’ of their Access ID’s and Password so they can set up their own accounts. 

Change or Modify Parent/Guardian Access Keys

If you have the need to modify or change a parent Access ID or Password:


1. Call up the student

2. Click Access Accounts link under the Information category on the left menu.

3. The Screen on the right will appear.

From this screen, you will be able to update the following:

· Enable/Disable  Parent/Guardian access

· Access ID & Access Password

· You can view/edit Parent/Guardian accounts associated with this student.

Clicking on the Parent/Guardian name at the bottom will display and allow you to update or remove the association between the Parent/Guardian and student.

