(District Name) Guide to Using the eSD Parent Portal 
 
This editable document allows districts to customize parent-facing “how to” guides.  
 
Recommendations for use: 
Add the district and or school logo 
Add the district’s unique portal URL 
Remove tab images and explanations if features are not enabled 
Create grade or school specific guides to match features available in each school.  
 
 
To access the Parent Portal, Go To:  
 
Insert hyperlink to district’s unique URL  
 
Insert image of district’s unique Login Page 
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Where to Start
Go to your district provided Parent Portal URL.
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1. Enter your Username and Password. 
2. Select Login.
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If this is your first time logging in, you must agree to the district's Terms of Use before you can access student data. 
[bookmark: _Toc145483595]Change Your Password
If this is your first time logging in:
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3. Enter your Old Password. 
4. Enter a New Password and re-enter in the Confirm Password space. It should be a minimum of 6 characters with at least 1 number. 
5. Enter your Primary Email and re-enter in the Confirm Email Address space. Your Primary Email address is the address to which “Forgot Password?” emails are sent. Use the checkbox if you wish to use your email address as your username going forward.
6. Select Save to continue.
To maintain the integrity of the database and security of student information, a primary email address cannot be shared with more than one person, even if that person is you! Parents who have children attending more than one school district will either need to use a different primary email address, or work with your district’s parent portal administrator to create a generic user name.



[bookmark: _Toc145483596]Portal Navigation
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1. The Home icon takes users back to the page shown above at any time. 
2. Use the My Account to update various account settings including account information, personal information, environmental settings, messaging preferences, and student picture settings. 
3. The Help icon opens a new window to the Parent Portal FAQ, which provides answers to commonly asked questions. 
4. Select the Logout icon to securely log out of the parent portal. 
5. Select the hyperlinked Student ID Number in the list of My Students to access student information.
6. Select the Inbox icon or the New Message icon to access the Messages Inbox.
7. If enabled by your district, the My Students list displays the Lunch Balance for each child, and the date that the Lunch Balance was last updated.
The My Students list includes graduated students for one year following graduation.



[bookmark: _Toc145483597]Other Features and Functions
[bookmark: _Toc145483598]Messages
The Messages function allows parents/guardians to easily communicate with teachers within the portal. Parents/guardians can access the Messages inbox for a student in two ways: from the My Students list on the Portal homepage and from the icon toolbar when viewing the student’s information.
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On the Portal homepage, the Messages icon displays a grey envelop icon, when there are no new messages. A blue New Message icon displays when messages are unread. Select the Messages icon to access the Messages Inbox for each student.
[bookmark: _Toc145483599]Messages Inbox
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1. Within the Inbox, and the Student Information pages, the Messages icon will display in the icon bar at the top right and may be followed by a red numeral to indicate the number of new, unread, messages pending. Select the icon to view a summary of recent messages.
2. Select the Favorite icon to bookmark a message thread.
3. The New Thread icon will display on each unread message. Click a message to view the message thread details and/or reply to the message.
4. Type a search term in the Search Messages field and click the Search icon to filter the list of messages.
5. Select Compose to create a new message. 
[bookmark: _Toc145483600]Existing Message Threads
[image: A screenshot of a chat

Description automatically generated]
The existing Message window is divided into two areas: the message thread details at top and the reply field below, with the Editor toolbar at the top of the reply field. Type your response in the reply field and click Reply to send the response to all participants in the conversation.





[bookmark: _Toc145483601]Compose a New Message
After selecting Compose from the Inbox:
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1. Type the student’s name in the To: field to display a list of teachers, then select a name to select the recipient. Repeat the process to select additional recipients to create a group message.
2. Enter a Subject line. 
3. Enter the message body. The Editor Toolbar allows users to customize text, insert a link, or create lists. 
4. When finished, select Send.
Contact Verification
When enabled by the district, the Contact Verification Form allows custodial Guardians to update their student’s contacts online.
Online Contact Verifications allow parents to provide up-to-the-minute contact information, eliminating the need for paper forms to be manually entered into the student management system.
Contact Verification can either be available as an option, or parents can be forced to verify contact information before accessing student information. When enforced, the Contact Verification Form will open automatically. Once the form is completed by at least one household guardian, parents are no longer forced to update the information; however, contact information as necessary throughout the year.
Select your student's name or ID to access their profile:
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Select the Contact Verification button to open the Contact Verification form. 
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1. In the Student Information section, add/update the student’s Cell Phone.
2. In the Household Information section, update the Household Phone. Click Update All Linked Records to update the Home Phone record for all contacts (Guardian, Household Member, and Emergency Contact) who have the Household Phone as their Home Phone. (Linked records display a Lock icon C:\Users\pmartin\Pictures\Icons\Reset Password.jpg to the left of the applicable phone number.)
3. In the Guardian Information section, update the Contact Priority. Contact priority is used to determine the guardian who should be called first, second, third, etc. Phone priority defines the first phone number to call for each contact. For example, contact Dad first, and try his personal cell phone first, then try his work phone number if you cannot reach him on his personal cell.
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4. The Emergency Contact Information section, add/delete/update emergency contact information. Select the Child Pick checkbox to indicate the emergency contact is also authorized to pick the student up from school.
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5. In the Physician Information section, add/delete/update physician information. 
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6. Employer Information is optional. Use the red check to delete the section entirely, if desired. 
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7. In the Additional Information section, add/update any additional information requested by the district. When finished, select Verify to submit the verified contact information; the changed records are automatically updated in eSchoolData. 
Digital Access Survey
Schools must ensure that students have equitable digital access to the internet and to electronic devices by surveying the school community each fall. The results must then be reported to the state. Completion of the digital access survey via the eSD portal helps the school district meet this mandated requirement.
Select your student's name or ID to access their profile:
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1. Select the Digital Access Survey button. 
[image: A screenshot of a computer

Description automatically generated]
2. Answer all questions on the survey. Select Save when complete. 
[bookmark: _Toc145483604]Student Information Pages
Profile Tab
After select the student's name or ID, you are directed to the Profile tab. 
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1. Messages for the individual student can be access at the top right of the page.
2. By default, the calendar displays the current Month, and all District Level and School Level Events along with the selected student’s Assignments.
3. Select the Forward and Back arrows to display another date range.
4. If there are more events on a calendar date than can be displayed, that date box will show the More Events icon.
5. Parents/guardians can change the amount of information displayed by checking/unchecking the Event boxes.
6. Select an Assignment to open the Assignment Details window. The Grade (if shown) will display as Earned/Possible Points. The description of the Assignment may contain a hyperlinked URL, if included by the teacher.





Attendance Tab
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The Attendance tab displays student's Daily/Period Attendance, Comments, and Attendance Events based on settings established by the school. 
Schedule Tab
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The Schedule tab to view the student’s schedule. The Partially Scheduled icon pre_sch denotes the student is not expected to attend classes based on the standard day pattern associated with the class. For example, a study hall may meet on Monday – Friday, but if the student is only free on 3 of the 5 days, this is considered “partial scheduling”. If an icon appears in the Webpage column, clicking the icon will direct the user to the teacher’s personal Webpage.
Discipline Tab
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The Discipline tab displays select discipline events which the school has published to the parent portal.
Health Tab
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The Health tab displays student’s immunization records on file with the district.



Transcript Tab
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The Transcript tab displays the most recently published, unofficial student transcript.
Report Card Tab
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The Report Card tab displays the most recently published Report Card.
Buses Tab
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The Buses tab displays student bus information.
Course Requests Tab
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Depending on the district’s policy and settings, parents/guardians will be able to enter new Course Requests by select the New Request button. When enabled, parents/guardians will be able to enter Alternate Course Requests by selecting the Add Alternate Course Request icon (+).






[bookmark: _Toc145483614]New Course Request
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After selecting New Request:
1. Use the Department or Subject field to narrow the list of available courses.
2. Select a course from the list or type the Course Name or Number into the Course field.
3. Open the Course menu to  Comments can be added if desired (New Course Requests only).
4. Select Save to add the request.
  If the course has a pre-requisite that the student does not meet, the Pre-Requisite Not Met message box will appear, detailing the course pre-requisite. To be considered for the course, enter Comments, and select OK; otherwise, select Cancel to close the message box and select another course.















Gradebook Tab
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1. Select the Gradebook tab to view the student’s classes list and published assignments. The Gradebook Assignments window is broken into two sections.
2. Change the Marking Period (defaults to the current Marking Period) from the drop-down menu
3. Select Assignments to view all class assignments, and select a course in the Classes List to view specific details.
4. Class information and assignment details appear in a table. Select the Assignment Description icon to view the assignment description, which may contain relevant external URL links. Assignments with associated Learning Standards will display the Learning Standard name within parentheses after the assignment name. The Teacher’s Comment column will display assignment-specific comments.
5. Use the Expand icon next to an Assignment Category to display the published assignments in that category.
6. Hover over a column header and select the Menu icon to open the menu. Users can sort by that column (ascending or descending) and change the displayed columns.






Progress Reports Tab
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The Progress Report tab displays the most recently published Progress Report.
Assessments Tab
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The Assessments tab displays student assessments which have been published to the portal. If enabled, a Parent Assessment Report option will open a detailed report of student assessments.




Fees Tab
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The Fees tab displays student’s fees. Invoice information and total balance will be displayed.
Standards Based Report Cards Tab
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The Standards-Based Report Card tab displays the most recently published Standards-Based report card.






Standards Based Progress Reports Tab
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The Standards-Based Progress Report tab displays the most recently published Standards-Based progress report.













[bookmark: _Toc145483621]Account Settings
Update Account Information
After selecting the My Account icon at the top right hand corner of the portal, the Update Account Info tab is the default tab.
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1. To change your Password, enter your existing password, then enter a new password and confirm it.
2. To change your Username, enter your new desired username and then confirm it.
3. The Current Primary Account Email Address will be indicated in the list of email addresses associated with the Guardian’s record. Select a different email address as the Current Primary Account Email Address and the appropriate Email Type for that address OR enter the New Primary Account Email Address and select the Email Type for the new email address. An error message will be presented if the New Primary Account Email Address is already used within the district as another person’s Primary Account Email Address.
4. Enter the latest information in one or all these categories and select Update Account Information when finished.






Personal Information
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1. When enabled by your district, select the Personal Information tab to request changes to your personal information. This option is typically not enabled in districts using the Contact Verification form.
2. The following fields can be updated: Salutation, First Name, Last Name, Gender, Education Level, Phone Information and Email Information.
3. Additional phone numbers and email addresses can be added using the Add Phone and Add Email buttons.
4. Select the Delete icon Delete to delete an existing phone number or email address.
5. Select Update Personal Info when finished to submit the change request. Portal administrators have the option to accept or ignore change requests.












Environmental Settings
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Parents/guardians will have access to the Environmental Settings tab if the school district is implementing a “Go Green” initiative to reduce the mailings of grade reporting documents.
For each student, parents/guardians can select which available grade reporting documents they wish to receive as paper mailings. Select Update Settings when finished.














Messaging Preferences
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1. Select the Messaging Preferences tab. When enabled by your district, the Messaging Preferences tab allows you to subscribe to email alerts and set the email formats and delivery schedules.
2. The Messaging Preferences section allows you to set the default options for email Format and Delivery schedule. Format: HTML or Text Delivery: Individual E-Mails, Daily Digest, Weekly Digest, Monthly Digest, Messaging Only Student Alerts / School Alerts.
3. Select each student and each school to view the Alerts applicable to that student/building.
4. Check/uncheck Subscribe to change the default settings for each alert. Check to receive alert, uncheck to stop.
5. Set the Delivery method for each subscribed alert. Select the applicable schedule, if different from the Preferences selection.
6. Select Update to save changes.








Picture Settings
[image: A screenshot of a computer

Description automatically generated]
When enabled by your district, the Picture Setting tab allows you to control whether your child’s photo is displayed on the eSD® Portals. Check the Do Not Show checkbox to hide your child’s photo. Click Update Settings when finished.
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C0422 SPANISH 2 9 97 1.00 [1.00

C0600 STUDIO ART 9 76 1.00 [1.00

(C0720 PHYS ED 9-12 FALL 9 %0 0.25 [0.25

C0721 PHYS ED 9-12 SPRING 9 % 0.25 [0.25

Total 7.50 [7.50

2019 - 2020

C0012 ENGLISH 10 H 10 92 1.00 [1.00

(C0036 CREATIVE WRITING 10 97 0.50 [0.50

C0114 CHEMISTRY H 10 98 1.00 [1.00

(C0150 HEALTH - ALTERNATE DAYS 10 93 0.50 [0.50

(C0207 US HISTORY /GOVERNMENT R 10 89 1.00 [1.00





image23.jpeg
Home Profile Attendance Schedul Report Card Buses Course Request Gradebook Progress Report
Pril
eSD High School
Report Card: MP3 (01/18/2022 - 04/14/2022)
100 Main Street Happytown, NY 55555
School Telephone No: (555) 555-5555
High School Principal, Principal
Student: Ahn, Olivia ID Number: 905478455
Grade: 12
FNL ABS.  [Tardy.
Course MP1 MP2 MP3 MPa CRS.  |Cum. |Cum. [Staff
GRD. __|Abs. Tardy.
[C0680 CHORUS FULL YEAR 50 80 90 - - 1 o Kathleen Way
(C0039 ENGLISH 12 100 100 100 100 - o 1 Laura Arney
[C0315 CALCULUS H o8 o8 85 - - 1 0 Kristin Carlacci
[C0123 AP ENVIRONMENTAL SCIENCE 100 o7 99 - - 2 o [Ann Marie Mullane
[C0222 CRIMINAL LAW - - 98 - - 1 o Jerry Cunningham
[C0721 PHYS ED 9-12 SPRING - - 99 - - 1 o Faith Peabody

MP Average: Raw Grade(Unweighted)
Final Average: Raw Grade(Unweighted)

IMP Average: Raw Grade(Weighted)
Final Average: Raw Grade(Weighted)

MP Average: Unweighted Grade
Final Average: Unweighted Grade

MP Average: Unweighted GPA
Final Average: Unweighted GPA

[Cum (Current Year): Raw Grade(Unweighted)

[Cum (Current Year): Raw Grade(Weighted)

[Cum (Current Year): Unweighted Grade

Cum (Current Year): Unweighted GPA
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Profile | Attendance | Schedule = Discipline | Transcript | Report Card

Course Request Gradebook Progress Report >

Student Information

First Name Ol

Middle Name Last Name Ahn
ID Number 339713631 Grade 12
Student Buses =1
Bus Type Bus Route Bus Stop. Alternate Route Reason Days
AM 139 8:46 AM Williams Way S@Donna Dr Not Specified Not Specified Monday, Tuesday, Wednesday, Thursday, Friday
M 139 williams Way S@Donna Dr Not Specified Not Specified Monday, Tuesday, Wednesday, Thursday, Friday
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Profile Attendance Schedule Discipline Transcript Report Card Course Request Gradebook Progress Report

Student Information

First Name Kaleigh Middle Name Last Name Afanasewicz
ID Number 339715933 Grade 7
Course Request a
o Department Mathematics v OR Subject  --Select— v

o * Course | Course Name/# =
e Comments
A4

save [l Close

Pending Approved Requests Approved Requests

Course #  Course Name Credit Department Subject Comments Alternate Course
Total Requested Credits:
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Profile Attendance Schedule Discipline Transcript Report Card Buses Course Req@ Gradebook Progress Report Assess >

Student Information
First Name Olivia Middle Name Jimin Last Name Ahn
1D Number 339713631 Grade 12

Gradebook Assignments

Marking Period MP1 (08/24/2023 - 10/31/2023) e

Classes

»)

Course #  Teacher Section  Semester Days
Assignments
ADVANCED ALGEBRA  M4X2BC  Larry Amey 4 12 AB
ENGLISH 3R
Classwork
CULINARY ARTS Columns »|[@ Course
Category Weight Drop Lowest Diop Highest | 7 course = ry Average
UNITED STATES HISTORY & GOVERNMENT s
\-/wurk i 0 [ @ Teacher
/ANCED ALGEBRA Assignment Descripion | Due Date Max. Pt. Mutt. Bonus [¥] Section Teacher's Comment
Homework 6 09/12/2023 100 1 0 [ Semester
PHYS ED - 10-12 @ Days
S Chapter Unit Test i 0 [ - 2
HEALTH [ Period
Assignment Descripion | Due Date Max. Pt. Mutt. BonUs| 7 Mp Avg Teacher's Comment
CHEMISTRY IN THE COMMUNITY Chapter 1 Unit Test 09/13/2023 100 1 5 >, Report

TELEVISION STUDIO

Assessments/Term Exams

«





image28.jpeg
Home Profile

Attendance Schedul

Transcript Report Card Buses

Course Request Gradebook

Progress Report

SD High School

100 Main Street

Happytown, NY 55555

School Telephone No: 555-555-5555
High School Principal, Principal

Progress Report: PR4 5/2/2022-5/31/2022

Student: Olivia Jimin Ahn
Student ID: 905478455
Grade: 12

Counselor: Suzanne Hanlon
Phone: 555-555-3814

Course: ENGLISH 12

[staff: Laura Arney

« Exceptional Academic performance
« Excellent Communication and Leadership Skills

Course: CALCULUS H

[Staff: Kristin Carlacci

« Exceptional Academic performance
« Excellent Communication and Leadership Skills

Course: AP ENVIRONMENTAL SCIENCE

[staff: Ann Marie Mullane

« Exceptional Academic performance
« Excellent Communication and Leadership Skills
« Apleasure to have in class

Edit school level comment.
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Student Information

First Name Olivia Middle Name Ji Last Name Ahn
1D Number 339713631 Grade 12
Assessments a8
Date Language Language  Modification GR SM GS RA CSI SS LP NP NC NS LS LV AS BM LE PR
06/14/2023 ’;fge"‘s Common Core g, g 82
Regents Common Core
01/23/2023 (SIS T English 43
Regents Common Core
0s/22/2022  [EISIS T English 37
06/17/2022  Regents NF Global History English 76
Regents Common Core
0s/17/2021 SIS English E
Regents Common Core
06/02/2020 RIS English E
06/14/2017 ’;fge"‘s Common Core = njish 88
GR Grade Equivalent SM Standard Met Gs Grade Stanine RA Score
CSI Cognitive Skills Index S Scaled Score LP Percentile NP National Percentile
NC NCE Normal Curve Equivalent NS National Stanine LS Local Stanine LV Level

AS Age Stanine BM Benchmark LE Lexile PR Percentile Rank
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Buses Course Request

Student Information
First Name Olivia

ID Number 339713631

Student Fees

Invoice # Fee Type
BAL

022084000 EQPT

022084001 EQPT

Gradebook

Fee Code
LUNCHBAL
CB2020
CB2020

Progress Report

Assessmes Fees Standards-Based Report Card Standards-Based Progress Report >
Middle Name Ji Last Name Ahn
Grade 12
Memo Fees Fee Date Total Payment Balance

$29.75 10/25/2023 $.00 [$29.75]

$250.00 03/25/2022 $100.00 $150.00

$250.00 03/28/2022 $.00 $250.00

Total Payment $400.00
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English

Home Update Account Information

Old Password
New Password

Confirm Password

Change Username
Your Current User Name

New User Name.

Confirm User Name

Current Primary Account Email Address

New Primary Account Email Address.

Confirm New Primary Account Email
Address.

Personal Information

at least 1 number)

ParentUser

@ user@renaissance.com

Environmental Settings

Tuesday, September 12, 21 | Parentu:

Messaging Preferences Student Picture Settings

(Should be a minimum of 6 characters with

Email Type | WORK v

Email Type | --Select-- v

Update Account Information
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English Tuesday, September 12, 2023 | ParentUser

Update Account [nfnrma@ Personal Information Environmental Settings Messaging Preferences Student Picture Settings

The information listed below reflects what is currently stored in the district’s student management system. To add or update your personal information, please enter your

changes below and dlick "Update Personal Info".
Update Personal Info

Basic Information

Salutation --Select-- v
* First Name  Kristen * Last Name  Ahn

*Gender @ Female O Male Education Level  --Select-- v

Mailing Address 6 Don Street Bohemia, NY 11716

Personal Information

@ Add Phone
Delete. Phone No Phone Ext | Phone Type Unlisted Phone Priority Attendance Phone

o | X 555-555-1234 Home Phone ] 1
A/
Email Information
| © Add Email |
Delete. Email Address Email Type Primary Email
user@renaissance.com WORK ®

e Update Personal Info
A4
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Home Update Account Inform: Personal Information Environmental Settings

Environmental Settings

Due to the increased postage costs associated with mailing paper copies of grade reports, the district has decided to move to online distribution of these
reports via the Parent Portal. and to allow parents to "opt in” for specific reports that they wish to continue receiving by US Mail. Please indicate your
preferences below.

Select this option if you want to receive copies Select this option if you do not want to receive

via US Postal Service. copies via US Postal Service.
Jame Abernathy ( 00038491 )
Report Cards O u.s. mail and Online @ online
Progress Reports @ u.s. mail and Online O online
ERC @ u.s. mail and Online O student InformationOnline
Standards-Based Report Card @® u.s. mail and Online O online
Standards-Based Progress Report @ u.s. mail and Online O online
Transcript @© u.s. mail and Online O online
Bob Abernathy ( 905478451 )
Report Cards O u.s. mail and Online @ online
Progress Reports @ u.s. mail and Online O online
ERC @ u.s. mail and Online O student InformationOnline
Standards-Based Report Card @ u.s. mail and Online O online
Standards-Based Progress Report @ u.s. mail and Online O online
Transcript @ u.s. mail and Online O online

Kiernan Abernathy ( 905478454 )

Report Cards O u.s. Mail and Online @ online
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You Must Agree to The Terms of Use Before Proceeding on

The District requires that you agree to this contract before the District can provide you with access to the eSchoolPortal
information system.

Please read this contract carefully. When you agree to this contract, it becomes a legally binding document.

The District's goal in providing this service is to promote educational excellence by facilitating resource sharing,
innovation and communication. The District will make reasonable efforts to protect students, parents, guardians and
teachers from any misuse or abuses as a result of their experiences with this information service. All users must be
continuously on guard to avoid inappropriate and illegal interaction with the information service.

Listed below are the provisions of this contract. If any user violates these provisions, access to the information service
may be permanently denied.

1. Privileges: The online access to information is a privilege, not a right, and inappropriate use, including violation of the
District's Code of Conduct, will resuit in cancellation of this privilege. The administration, staff or faculty of the District
may request that the system administrator deny, revoke or suspend a specific user account without notification.

2. Services: The District and its service providers make no warranties of any kind, whether expressed or implied, for the

service itis providing. The District and its service providers will not be responsible for any damages suffered while on
the system. These damages include loss of data as a result of delays, non-deliveries, incorrect deliveries or service

100 Not Agree:
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Messaging Preferences:

o Format: HTML v
Delivery: | Messaging Only v

Student Alerts
Bob Abernathy Jame Abernathy iernan Abernathy or Abernathy
Subscribe  Alert Delivery Rules

Period Attendance for Absent Messaging Only v

Progress Report

Messaging Only v

Progress Report Upload
Teacher Connect Messaging
Teacher Connect Messaging Notification Messaging Only v
Test Prod 2
o Test Prod 2 B2
Transcript
Transcript Upload Messaging Only v
School Alerts

Abc Block School eSD High School

Subscribe  Alert Rules
School News

(u]
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Messaging Preferences

Student Picture Settings

Student Picture Settings

Olivia Ahn  ( 339713631 )

Robin Ahn (339721733 )
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Announcement
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Jimin
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