Quick Reference Guide:

Establishing
Parent Portal
Accounts

This guide will help districts utilize
the Parent Portal function in the
MT Edition to give parents access
to their child's IEP.

Topics covered in this Quick
Reference Guide include:

e [Establishing Portal
Options

e Adding Portal to
Guardians

e Establishing User
Accounts
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This guide is designed to walk districts
through the process of setting up the
Portal, adding Portal for
parents/guardians, and creating Portal
account User Names and Passwords.

Before beginning, consider the following:

1. Which parents should have access to the Parent Portal?

e Parents of students with an Individualized Education

Program (IEP) should have a Portal account. page 2
2. Why do | want to let parents use the Parent Portal?

e Parents with a Portal account can access their child's IEP at
any time, eliminating the need to request a copy from the
district. page 2

3. What other information will a parent have access to through the
Portal?

e The district manages the information that is available

through the Portal. page 2
4. Who can access the IEP through the Portal?

e Only those persons who have an established relationship
with the student and have Portal account may access the
Portal. page 3

5. How are user accounts managed?

e User accounts are managed through the district. Parents/
guardians are given the district's URL, a login and a
password. Parents/guardians only need one username and
password to access multiple student accounts. page 6
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Portal Access

The Parent Portal is a function of the
MT Edition of Infinite Campus designed
to give parents/guardians real-time
access to student records — specifically
a student's Individualized Education
Plan (IEP).
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Messages

Parents/guardians with Portal access

1112 Cascade School 2
Stursent Number: &4
Grade: 04

Welcome lank Villiams ﬁ
~
Campus

+ District Nolices
+ School Notices

+ Inbox

may view and/or print copies of the IEP
at any time, alleviating the need for
districts to copy records for parents.

Cascade School
School Number: 0168
Display Options |
u Save

Portal Options
Display Preferences

Reports. D Attendance D Behavior
[ Defautt Student Schedule [ attendance Comments [ Heatn
|:| Miz=ing Assignment Report D Contact Information D Access Log
[ Assessment O pep EP

eTranscript Options

The eTranscript Portal Opticns allow making the eTranscript link available in the Parent Portal Thiz will grant
student guardians access to request the release of electronic transcripts for post-=econdary processing

NOTE: The access granted will only apply to the school selected in the School dropdown list in the Campus
tooibar.

O Enable eTranscripts
(3) Disable eTranscripts

Schedule Preferences
[] Schedule| 11-12 Cascade School  |%

\

Portal Options

From the Index, select System Administration/
Portal/Preferences. Choose a School (Year selected
does not matter). To allow parents/guardians to see
the IEP only, check the following boxes:

e Reports (un-check Default Student
Schedule, Missing Assignment Report)
o |EP

Districts using the MT Edition for more than State
Reporting purposes (e.g., attendance, term grades,
etc) may choose to give all parents/guardians access
to the Portal, or may give more information to
Special Education parents accessing the Portal.
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Hank Williams Jr

OPTIONAL:

Districts may choose to add notes to the
Portal. Notes that are visible when viewing
the IEP should be added unter Reports
HTML.

Click Save. Change school(s) and repeat.

Cascade School

School Mumber: 0168

Display Options |

&l save

LUTNg ana pasung TTom INIrg ParTy Progucts, €.., MICTOSOTE ¥WOrg, IS NOT [ECOMMENTea,
B I U&=
Source

Behavior HTML
Cutting and pasting from third party products, €.g., Microsoft Word, is not recommended.
B I U

Source

null

Assessment HTML

Cutting and pasting from third party products, e.q., Microsoft Word, is not recommended.
:B 7 U |i=
Source

null

Reports HTML
Cutting and pasting from third party products, e.g., Microsoft Word, i not recommended

iB 7 U= e
_|: B Source

Viewing of the IEP reguires installation of Adobe Reader. To install Adobe Reader click the link below. If
you see in error in your child's [EP o have a change in contact informatien, please notify your child's
| L teacher immediately. Thank you

s

11-12 Cascade School 2
Student Number: 64
Grade: 04

Reports
Calendar >

Reports

Messages >

Cascade Fublic Schools

Viewing of the [EP requires installation of Adobe Reader. To install Adebe Reader click the link below. If you =ee in error in your child's [EP or have a
change in contact information, please notify your child's teacher immediatety. Thank you.

Reports on this page require the Adobe Acrobat Reader (free). "\ Bﬂ'm

Vielcome Hank Williams m

Campus
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Establishing Portal Accounts

Portal access is assigned to
individuals who have an established

Index | Search | Help Williams Jr, Hank . . .
searen o Graéetd #64 DOB04242002 Gener - - - ) relationship with a student.
‘ | ‘ | District District
Household v -
— [ save [, New Non-Household Relationship
Adv: o5 Relationships within the =Prir Household Relationships. H .
| roneesser R e T T [ e Click the Search tab. Search for a:
Search Resuts: 1 williams , Audrey F Mother ~|[Er [osrz0zo10 [7H] [ O [}
. 1

B e 5 menbere i - | [sssozoro 7 = b O Household. Enter the student's last
%) 100 Main St

ofF Wiliams, Audrey

o Hmﬂlmudmmﬁmmﬁ)s name and click Go.
g W‘u‘ﬂms JS’ -HH“';" Name Gender Relationship Start Date End Date Emergency Priorty Guardian Mailing Portal Messenger Private]
Wiliams Jr, Hank #64 [04/2472(

Click the name of the student and the
Relationships tab. Verify/ check the
box Portal for the individual(s)

needing Portal access.

Click Save.
Relationships to Perry, Neil -
Name Birthdate Gender Relationship Start Date End Date Seq Guardian Mailing] Portal Messenger Private
Portal access may also be granted Perry, Charles W [Fatner B [oamozon0 7] | O O
Lo Perry, Kimberly 02/2612003 F Sibling v B [os=or010 7] = O O (O (o O
when establishing a Household. perey, are I . “ B ool - = o
Perry,Reid  02/15/2003 M Sibling v |Br [vamorot0 [ 3] O O |o (o [
In Step 3 of the Census Wizard, check
Relationships to Perry, Reid
the bOX Portal for the individual(s) Name Birthdate  Gender Relationship Start Date End Date Seq Guardian Mailing| Portal Messenger Private
. Perry, Charles L] Father ~ B |oaz0r010 [TH 5| [F] "]
needlng Portal access. Perry, Kimberly 02/26/2003 F Sibing B [oam0z010 7] ) 0 0 o o 0
Perry, Marie F Mother v [Br [oaoror0 7 ] [ il
Click Save and Done. Fermliell  QIMEG M| sbing v [ [oacozoro [ ] O ofjolm o
indext| Search |THelp Once a relationship is established and
Search for a:
User = Portal checked, create a user account for
perry the parent/guardian having access to the
Advanced Search == student's records.
Search Resultz: 0 users
€3 Perry, Charles Click the Search tab. Search for a: User.
@Perry, Kimberty . 1
@ Perry larie Enter the parent/guardian's last name.
Perry, Neil H
%Pm hel Click Go.
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Click the parent/guardian name.

Enter a Username. It is recommended that the
district follow a set protocol for creating
usernames (e.g., last name/first initial — or first
two initials if names are the same).

Choose a Password. It may be easiest to
choose a generic password (e.g., the word
password, or the school's mascot), then click
Force Password Change on the User Account

page.

Choose Homepage Campus Portal.

Create a new User

Thiz teol will create a new user account for a person.

Perry, Charles

[ 4d Hoc Read Only
DAﬂenuance Clerks
[Heatth staff

[ read any

D Special Education Admin
[ state Reporting Staff

Username | PEMyc Check User
Password [ssesssse Generate Pazsword
Homepage | Campus Portal -
+cascade 76 [ +cascade He
[J-cascade 7-8 [J-cascade HS
Cocascade 78 [ocascade s

[ Ad Hoc Reporting

[ counseiors

[ Master Schedulers

[ Records Transfer

D Special Education Staff
[Teachers

[ +cascade School
[J-cascade School
[ocascage school
[ anusers

D Dizciplinary Staff
D Principals

D Regiztrarz (Census)
[ 5ped Read Only

Click Create User.

NOTE: Parents are not added to any User
Groups. Portal Options (above) govern what

is visible to parents.

User: perryc

Perzon: Perry, Charles

User Account | User Groups | Tool Rights | Calendar Rights | Access Log |
Save M Delete 5 Generate Random Password é%Lﬂgiﬂ Az User

User Account Editor
*Username *Pazsword

I perryc passwaord
Dizabled Force Password All All Hide

Change Toole Calendars Banner

Ll L o o
Expires Date Homepage
06/03/2012 75| Campus Portal v

If using a generic password, click Force
Password Change on the User Account

page.

The district may also opt to expire the
user account on the last day of school (or
the last day of the current IEP). If
desired, enter a date in the Expires Date
field.

Click Save.

&
Welcome Charles Perry L) Sign Out

Parents/guardians with more than Fe—— ~
A X Neil Perry C. )
one child will only have one user Reid Perry mevs
account. » District Notices
Messages + School Notices
Choose a student from the toggle on == T mbox
the top of the Portal page. Cascade Public Schools
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Students Leaving the District

When a student leaves the district, access
to the Portal should be discontinued.

There are two options for discontinuing a
Portal account.

User: perryc
Perzon: Perry, Charles
User Account | User Groups t Tool Rights t Calendar Rights E Access Log |

H Save ¥ Delete E} Generate Random Password %Lugin Az User

User Account Editor

*sername *Password

||:|err5r-: | ||:|asswurl:l |
Dizabled Force Password All All Hide

Change Toole Calendars Banner

O ] O O O

Expires Date Homepage

081022011 = Campus Portal v

If the parent/guardian has multiple
students in the district, and only one

If the parent/guardian to which the
account is linked is only linked to the
leaving student, or all the students linked
to a parent/guardian are leaving, enter
an Expires Date on the User Account
page.

The Expires Date should be the date the
student was last enrolled in the district.

student is leaving the district; end the
parent/guardian's relationship to the
student.

Click the Search tab. Search for a: All
People. Enter the student's last name
and click Go.

Click the name of the student and the
Relationships tab. End Date the

student's relationship as of the last day of

enrollment.

Click Save.

Perry, Kimberly

Grade:03 #6 DOB:02i26/2003 Gender:F

Demographics | Identities | | Relationships |

| District Employ

! District
[ save [3, New Non-Household Relationship

Relationships within the “Primary Household Relationships

Name Gender R Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private
Perry, Charles M Father v B [0ar30r2010 |75 [0si02r2011 [ 5] il O
Perry , Marie  F Mother v |[Br [0arz0rz010 [ 75 [0si02r2011 [ 7] O O
Perry Neil M Sibing ~ [By |oaoroto [ = = l | | [ O
Perry Reid M Sibling ~ [B [oazonot0 = B O O oog O

Non-Household Relationships
Name Gender Relationship Start Date End Date Emergency Priority Guardian Mailing Portal Messenger Private]

R .. oo wekame crutesrer DD | . . .
(\ et - Parents/guardians will continue to have
- Wm Campus access to all remaining students to which

oy | RTO— they are linked through Relationships.

Massages + School Notices

v L + Inbax
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Parent Accounts

Once accounts are created, the district should supply the
parent with the district's URL (portal website is the same
as the district's website with one modification:
https://aim.me#.mt.gov/mtedition/portal/mt##it#.jsp),
their username, password and instructions for using the

portal.

A separate Quick Reference Guide has been created by
the OPI that districts may use as a reference or distribute
directly to parents.

Index | Search | Help User: perryc
. Perzon: Perry, Charles
Search for a:
User = User Account | UserGrmlpsl TmleghIsl Calendar Rjghlsl Access Log .
- nSave " Dele‘teBGenerate Random Password &Luginﬁ\sug«er Managlng Portal ACCOU”tS
Perry Go User Account Editor
Advanced Search == = lzername “Paszsword
Search Resuts: 1 users perrye =z Portal accounts are managed the same as other
ﬁ Perry, Charles Dizabled E:roe Password 1)!-\” . »\é\lllE 5 gide d
il ZTES pols - Calendars - Banner istrict user accounts.
@;e::;r.cl{imberly D D D D
g Perry, Marie Expires Date_ Homepage
e e 0610312012 73 Campus Forial ¥ Passwords are managed by the district. The user
Ioiefi o may forget their password or lock their account
Perzon: Perry, Charles H
e Acooent | e Groaps | Tol Rights | Calendar Rights | Acomss Los (5 or more consecutive unsuccessful attempts). A
[Sl save X Dekete () Generate Random Password & Login As User disabled user account will appear red in the
User Account Editor
*Uszernams *Pazzword Search results.
perryc password
Dizabled Force Pazsword All All Hide A
Change Tools  Calendars ~ Banner Click the Search tab. Search for a: User. Enter
O O O O ' i
Expires Date Homepage the user's last name and click Go.
06/03/2012 [Ta] Campus Portal v
Click the name of the user. To reset the
password, enter the district's generic password in
the Password field and/or un-check Force
Password Change.
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