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Creating Parent Portal Users 
 

 

 

Use the following instructions to setup Parent Portal User accounts. 

 

Creating a Parent Portal User  
 

Admin > Security > Portal Rights 

  

 Click  Add User  

 Enter the Email Address of the user (no Hotmail or MSN accounts) 

 Enter the Login ID – this is user name that will be entered when logging into the 

system. The district should develop a format for Parent Portal logins to avoid 

creating multiple accounts for one user. 

 Enter the Description – this is the user’s name 

 Enter the Password 

 Reenter the password in the Confirm Password box – it is entered twice to 

ensure accuracy 

 Click  
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This will create the user account. Next we must define the student(s) associated with this 

account. 

 

 
 

 

To associate the student(s):  

 Click on the Access Control tab 

 Click  Student Access  

 Click on  Edit Student Access 

 Use the check box(es) to select the student(s).  

 Click  
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To send the User account information: 

 Click on the Notification tab 

 Click  Send Notification 

 

 
 

 

This will send the Login ID and Password to the user. The district is required to provide 

the URL (web address). This is not sent with the login information for security reasons. If 

a valid email address is provided and entered, the user will receive the email with their 

login information. The password visible on the screen is not the password, it is only an 

encrypted visual. 


