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Purpose

This document introduces the process for creating User Accounts for those Student Contacts in
MyEducation BC who will be using the Parent/Contact Portal. Creating User Accounts for Staff
and Students is a fairly straight forward task, as there are Staff and Student top tabs from which

the “Create User Accounts” wizard can be accessed.

With Student Contacts, on the other hand, there is no top tab that isolates these people in a
simple list, so another method must be used. A procedure, called “Create Parent User
Accounts” offers additional features that the basic Create User Accounts wizard does not
include. Its use is detailed in this document.

1.0 Creating Contact User Accounts from the District View

To view a list of all people who have been entered as Student Contacts, click the District top tab

and then the Contacts side tab. Viewing and cleaning up contact data is the first step in the
process for creating User Accounts for contacts.

1.1 District top tab > Contacts side tab

Pages District Student Staff  Atftendance Conduct Grades Assessment
Options Reports
Contacts
Setup 1:Adam, Archie - 0 of 169692 selected (7
School Years |:| Name: Type |Address HemePhone WorkPhone
[ |adam. Archie (250) 555-805108) (250} 555-150568)
Organizations [F] [adam, Armand (250) 555-022705) (250 55518086
Schools [7] |adam, Bart 372 Barclay Drive [250) 555-258100) (250 555-80546)
E— [ |adam, Cathrina 9422 Chinook Avenue (250) 555-900368) (250) 555-33956)
] [ [sdam, connie 4721 Beechey Foint Court 250 55543341@ (280} 5559323’@
A [ [Adam, Corena 7855 Humphrey Drive (250) 555-551068) (250} 555-920665)
People [F] |Adam, Cressiynn 3878 Refuge Cirdle (250) 55526040 (250) 55509166
Grid Codes [ |ad=m, Deloris (250) 555109868 (250 555-49085)
- [F] [sdam. Dianne 3047 Rebecca Hill Cirde (250) 555-05270%) (250) 555-02166)
S [F] |adam, Disa (250) 55585420 (250 555-52236)
Contacts [ [adam, Dougfir (250) 55585720 (250) 555-99470)
Details
Students [C] |adam. Dusanka [250) 555-702808) (250) 555111468
—_— e e mm— —m . PRy

As you can see from the illustration above, there are quite a few contacts listed at this District.
Only a subset of the contacts displayed should have access to the MyEducation BC information
for their associated student. This is where the Create Parent User Accounts procedure’s three
rules come into play.

Creating Parent/Contact User Accounts Page 4
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1.1.1 FIRST RULE

The contact MUST have the “has portal access” box checked. On the By Student sub-side tab
on the Student Contacts screen, you can open each individual contact record and click the
checkbox. You can also edit all appropriate contacts from the Contacts side tab list using

Modify List on the Options menu:

Pages

Options

District

Stuc

Reports

Medify List

When Modify List is selected, any column that is list-editable will have a pencil icon indicating
that data in that column can be changed. IMPORTANT NOTE: Once you have made changes,
you MUST click the green checkmark at the top, or they will not be saved.

Pages
Options

District

Student

Reports

Student Contacts

Setup

School Years
Organizations
Schools
Events

Membership

People

Grid Codes

Addres

Contacts

By Student
Details

Staff

Help

Aftendance

Conduct

Grades

Assessment

Schedule

Global

Toolg

Y

1:Adam, Alsten |Dobbs, Sheldan

- B

0 of 355039 selected (7

HomePhone WaorkPhone Email1 Po CCEss

[] [Student = Name |Name Address rff_ ef_ 3 @
[ |adam, Alsten  |Dobbs, Sheldan 7918 Shandy Court (250) 555-5300@ (250) 555-4120@ Sheldan.Dobbs@someplace.com

I:‘ Adam, Alston lzard, Vennita (250) 555“3337@ (250) 555“3232@ Vennita.lzard@socmeplace.com I:‘

[] |adam, Alsten  |Rollert, Anne {250!555-9229@ {250355543479@ ﬁnne.RDIIErt@steplaﬁ

[ |adam, Alsten  |Saine, Christa 424 Warning Drive (250) 555-6244'@ (250) 555247'1@I Christa. Saine@someplace. com =

[ |sgam, Alston | Tattersall, Alicia {250:555?237‘@ {250:555'-"1‘-’47@I Alicia. Tattersall@someplace.com 0

[] |adam, Booth  |Todd, Frances 4238 Kinlien Cirde  |(250) 55543121@ (250) 55513373@ Frances. Toddi@someplace. com [l

[ |sgam, Bacth  |Wratt, Keike 9919 Clover Lane (250) 5555273’@ (250) 5555361@ Keike. Wratt@someplace.com 0

[] |adam, Caieta  |Billan, Gabe 8519 Lone Tree Circle |(250) 555-2535@ (250} 555-7515@ Gabe Billan@someplace.com ]

[ |adam, Caieta  |Kellar, Divina 3434 Irene Way (250) 555-0054'@ (250) 5552‘147@I Divina.Kena:@snmem_.‘i

[[] |Adam, Caieta  |Strange, Neal (280 555-3853) |(250) 5553884 |Meal Strange@someplace.com [

[ |adam. Caieta  |Sweet. Jonas (250) 55552810 |(250) 55521210 |Jonas Sweet@someplace. com El

I:‘ Adam, Caieta |Wadden, Joshua (250) 555'7220@ (250) 555'9475@ Joshua.Waddeni@someplace. com I:‘

Creating Parent/Contact User Accounts
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1.1.2 SECOND RULE

The procedure will not impact an existing User Account. If your Parent/Contact already has a
user account created (for example, a teacher whose child is also in MyEducation BC — not
necessarily in their own district/school), the procedure will not create a new User Account for
that person, nor will it modify or overwrite the existing User Account. If a User is a contact of a
student at another school, and you have checked the “has portal access” checkbox on their
student at your school, they will already have access to that student as soon as you check that
box and save the record.

On the Contacts side tab, in the User column, Y/N indicates whether or not each contact has
an existing User Account. You cannot change data here; it is for informational purposes only.

|:| Name Type |Address HomePhone WorkPhone Email1 User
School Years
[ |Adam, Alicia (250} 5557557@ (250) 5552395@ Alicia. Adam@someplace.com M
Organizations
g [ |Adam, Alissa 262 Seacloud Circle (250} 55543541@ (250) 5554545@ Alissa.Adami@someplace.com M
Schools [ |adam, Ay 4088 Skiff Circle (250) 5554245@ 1280} 555-4391@ Ally. Adam@someplace.com M
B [ |Adam, Alvin 2172 Olympic Circle (250} 555-4934@ (250) 55543057@ Alvin Adam@scmeplace.com M
[ |Adam, Archie (250} 55543051@ (250) 5551305@ Archie.Adam@scmeplace.com M
Membership
[ |adam, Armand (250 55502375 (250) 555-180866) Armand.Adam@someplace. com N
People [ |adam, Bart 372 Bardlay Drive (250) 555-458105) (250 555-2054) Bart Adsm@someplace.com N
Grid Codes [ |Adam, carclin 6162 Knik Avenue (250} 555"5457@ (250) 5557344@ Carclin.Adam@someplace.com M
[ |Adam, cathrina 8422 Chinook Avenue (250} 555-500 3@ (250) 5553395@ Cathrina.Adam@scmeplace.com M
Addresses
[ |Adam, Clifford 162€ South Airpark Drive {250} 5559005@ (250) 5551923@ Clifford. Adam@scmeplace.com M
Contacts [ |adam, connie 4721 Beechey Point Court (250) 555284105 (250 555-9823) Connie Adam@someplace. com N
Details
[ |Adam, Corena 7955 Humphrey Drive (250} 5555310@ (250) 5559205@ Corena. Adam@someplace.com M
1 At Fommntiinn BETE Dbrime Finin 178 RRA-ANAED 1781 BRANA1ARD Pl B A S el e e

1.1.3 THIRD RULE

All contacts must have a valid Email address entered. One of the features of the procedure is
that it will email each contact individually once their account is created to let them know that it
exists and to provide them their login name and password. If there is no email address, no email
will be sent and you will need to use another method of communicating their account details.
The email format, illustrated below, is set at the Enterprise level, and cannot be edited or
changed by a District or School user.

Welcome to the Southeast Kootenay Parent Portal ¥ ox
Welcome to the Southeast Kootenay MyEducation BC PARENT PORTAL which will allow access to see grades, attendance and other
information on your child(ren). Each parent or guardian will have their own separate account.

To Access the MyEducation BC System

1. Visit www.myeducation.gov.bc.ca/aspen

2. Make sure popups are enabled for your browser

3. Your user name will be: jbreeze

4. Your temporary password will be: AGAR508lent

NOTE: Both user name and password are case sensitive

5. Enter your user name and password then click Log On to access the system. You will be prompted to fill out some information to change

your password so that in the future you can click "I forgot my password" to receive a new password.

Once inside the MyEducation BC system you can navigate around to view information for your student(s).

Creating Parent/Contact User Accounts Page 6
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1.2 Preparing to create User Accounts

When you are ready to create accounts for Contacts at your school, it is best practice to search
first for any Contacts on the list who does have an existing User Account, who may have the
‘has portal access’ box checked, but does not have any information in the Email field. There is a
filter on this screen called “Needs email address”:

le Global Tools

This filter will isolate any contacts who do not have an email address. As illustrated below, this
contact needs an email address entered, or she will not receive an email advising that her
account is ready for use:

0 of 1 selected 7 eeds email address

Mame Type Address HomePhone 'WorkPhone Email1 User
[ |adamson, Liss 2453 View Heights Way (250 555715008 (250) 55525650 N

You can select Modify List from the Options menu to enter in the email address for this
contact, and click the Green Checkmark to save the list. If you are still on the Needs email
address filter, these contacts will disappear as they no longer meet that criteria.

After missing email addresses have been entered, use the “Ready for User Account” filter:

] Global Tool
Y

This will give you a list of every contact that will have a new User Account created because they
meet the three rules that the Procedure needs to run successfully — i.e. “has portal access” is
checked, there is no existing user account, and an email address is present:

0 of 2 selected @ Ready for User Account
|:| Mame Type |Address HomePhone 'WorkPhone Email1 User
[ |sdamsen, Duane 2453 View Heights Way {250} 555-71 50@ (250} 5558074@ S8Farkies@gmail.com M
[ |sdamsen, Lisa 2453 View Heights Way {250} 555-71 5’5@ (250} 555-435’5@ headsup_west@hotmail.com M

Creating Parent/Contact User Accounts Page 7
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Important Note: You cannot narrow this list down by clicking the checkboxes beside a few
names and choosing Show Selected in the Options menu. The Procedure will automatically
create an account for every contact that meets the criteria of “has portal access” checked,
and no existing User Account. If a Parent/Contact does not have an email address entered,
the Procedure will still create a User Account for them, though they will have no way of
knowing it was created nor will they know their login credentials.

Once you have established that your Contacts are set up correctly, you are ready to run the
Procedure.

1.3 Running the Create Parent User Accounts procedure

Go to the Options menu > Create Parent User Accounts. A one-page Wizard displays.

Create Parent User Accounts

This procedure is 3ef to oreate accounts for parents/'contact: who meet the following oiteria:

They have populated the primary email field on their details page of in their Sel Preferences
Thay do not already have & User Account
Thay have the family porfal scoess indicator checked

School All Active Schools -
Login ID
Login ID format First Initial, Last Hame

Custom expression
Password
Password format Mnemonic
Length
Value
User account
Disabled

Account expiration
e B

Preview only o

Canoel

Choose a single school you wish to run this in, or choose to run the procedure for All Active
Schools in your District. You cannot choose multiple schools —i.e. the procedure can only be
run for one school or the entire district.

As in the “Create User Accounts” procedure, you can choose the Login ID format from a drop
down list which includes Custom Expression. If you choose that option, the information can be
entered in the box below. If you do not select Custom Expression, that box will not be enabled.

Creating Parent/Contact User Accounts Page 8
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There are 3 format choices for Password

1. Mnemonic (two 4-letter words with a 3-digit number in the middle, such as
GONE987book). This will be assigned by the system and sent to the user.

2. Numeric (a random number containing the specified number of digits). This will also
be assigned by the system and then sent to the user.

3. Constant (for example, Oct$2014). Enter this information in the Value box below.
Custom Expression box below. If you do not choose “Constant”, that box will not be
enabled.

In the User Account area, there is a checkbox option to create the accounts Disabled. This is
not recommended because Users will still receive the default email, if you run the procedure in
regular not preview mode, but they will not be able to log in as their accounts are Disabled.

You can choose to have the accounts expire at the end of the school year, or any other date, by
entering a date in the Account expiration box.

Lastly, the Preview Only box is to be used if you want to test what the Procedure will do,
without actually creating User Accounts or sending emails. Your result will look like this:

Messages

PREVIEW MODE

SisUser account created for: Adamson, Duane

SisUser account created for: Adamson, Lisa

Again, these User Accounts will not actually be created, nor will any emails be sent by the
system when you run in Preview Only mode.

When you run the procedure in normal mode, with Preview Only not checked, the following
message will display:

Messages

temp/x2 8763944995903248873/results5639291332300499163.txt

SisUser account created for: Adamson, Duane
Email successfully sent dadamson@email.com

SisUser account created for: Adamson, Lisa
Email successfully sent to ladamson@email.com

Creating Parent/Contact User Accounts Page 9
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2.0 Creating Contact User Accounts from the School View

In School view, there is no “Contacts side tab” under the School top tab, so there is no way for
most users to see a list of all the student contacts in a given school. The usual way of entering a
contact for a student is to go to the Student top tab and, after selecting a student, going to the
Contacts side tab, and entering in that contact’s information. To see the list of all student
contacts for a single school, use the Global top tab.

2.1 The Global top tab

The Global top tab is a very powerful tool that can adversely affect data if you do not use it
properly and carefully. The Global top tab is where you can view and modify all the data for a
particular region (district or school) within one system table.

From the Global top tab, click the Favorite side tab. This will bring up two tables that will be
useful to you; the one we will be using here is the Student Contact table.

Pages School Student Staff | Attendance Conduct Grades Assessment | Schedule Global

Options Reports Help Y

Favorite Tables

. Name Categol AuditType
Favorite 0 L) DB
List [ |student Contact *_ Student Fartisl
Audit Records I:‘ IIser School Association Security Mone
- Taaa

Click the blue, hyperlinked name for that table, to bring up a list of all people identified as
contacts within your school:

Pages School Student Staff Attendance Conduct Grades  Assessment Schedule | Global ™ Tools Admin

Options Reports Help =
Favorite Tables :: Student Contact | E] @
m -] T:Adam, Chet [Wallman, Janusz = 0 0f 10342 selected £7 All Records

Favorite D MName Address Relatienship HomePhone WorkPhone Email1 User|Student = Name Portalaccess EmergPril
» List [F] |agam, Chet |Other Relationship|[250) 555—9514@ (250) 5554052@ Chet Adsm@someplace com N |Wallman, Janusz [N 2
Audit Records [T |adam, Reyoe 5942 Golovin Street Father (250) 555-499905) (250} 55524743 Royce Adam@someplace. com N |Albu. Kavita N 2
[T] |Adamex, Bedford (Other Relationship|[250) 555-103408(250) 555-499708) Bedford Adamei@someplace.com [N |Sommenville, Vinod N 5
[7]|sdamex, Brianna |5045 Copper Mountain Circle [Mather (250} 555-0292@ (250} 555—7033@ Brianna.Adamek@someplace.com N |Auld, Thuy M 1
[F] |agamex, chung \Other Relaticnship|(250) 555-5240@ (250} 555—3437@ Chung.Adsmek@scmeplace.com [N |Cheng, Gurjest N &
[F] |adamex, Luke #880 Birchiree Street \Other Relaticnship|(280) 5555705@ (250} 5553525@ Luke Adamek@scmeplace com N |@authier, Insha N 0

As illustrated, there are quite a few contacts listed at this school. It's unlikely that every contact
here should have access to the MyEducation BC information for the student or students they
are attached to. This is where the Procedure’s rules come into play.

2.1.1 FIRST RULE

The first rule is that the contact needs to have the “has portal access” box checked. You can go
to the Student top tab, Contacts side tab and manually check that checkbox for each contact
that should have it, or you can edit the information from this list here, using Modify List on the
Options menu:

Creating Parent/Contact User Accounts Page 10
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School Stud

Pages

Reports

When Modify List is selected, any column that is list-editable will have a pencil icon indicating
that data in that column can be changed. IMPORTANT NOTE: Once you have made changes,
you MUST click the green checkmark at the top, or they will not be saved.

HomePhone WorkPhone Email1 Po CCESS )
| & o+ & User|Student = Name E i EmergPri
(250) 555-1783G§) |(250) 555-2949) | Bruce Adams@someplace.com Woodard, Romonsa 0

(250) 555-81220)

L)

(250) 555-99680F)

Camon.Adams@scmeplace. com

Sundby, Willemina

(250) 555-65080F)

(250) 555-37830)

Flo.Adams@someplace. com

Templeton, Mica

(250) 555-122108)

(250) 555-79850)

Andre. Adamson@someplace. com

= | = | Z2 | =

Cumance, lannick

(250) 555-715008)

(250) 555-80740F)

EEParkies@gmail.com

=

Adamson, Carson

(250) 555-208008)

L=

(250) 555-045108)

Kyle Adamson@someplace.com

Besscn, Eben

(250) 555-715008)

(250) 555-43680E)

Adamson, Carson

(250) 555-450208)

L)

(250) 555-175208)

Sootty. Adamsoni@someplace.com

Selby, Stephanie

(250) 555-18850)

(250) 555-885208)

Widy Adamson@someplace. com

Seagram, Rev

DD;D?DDDE{

2.1.2 SECOND RULE

The second rule of the procedure is that it will not overwrite an existing User Account. If your
Parent/Contact already has a user account created (for example, a teacher whose child is also
in MyEducation BC — not necessarily in their own district/school), the procedure will not create a
new User Account for that person, nor will it modify or overwrite the existing User Account. If a
User is a contact of a student at another school, and you have checked the “has portal access”
checkbox on their student at your school, they will already have access to that student as soon
as you check that box and save the record.

Y/N indicates whether or not each contact has an existing User Account. You cannot change
data here; it is for informational purposes only.

Creating Parent/Contact User Accounts Page 11
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|HomePhone WorkPhone \Emailt T PortalAccess

P 4 | & e User Btudent > Name [Zl ® EmergPri
|(250) 585178 3Q8) |(250) 5652949 Bruce Adsms@someplace.com N [Woodard, Romona | [F] 0

.'250) 555‘8133@.(250) 555'9963@.011'»% Adams@someplace com N undby, Willemina . ™ .0

.(250) 555-6508@.(250) 555-3703@.F|o Adams@someplace com N empleton, Mica ‘ .3

|1250) 555-1221Q) (250) 555798508 |ancre Adamson@somepisce.com N [Pumance. tannick | [F] I

2.1.3 THIRD RULE

The third rule is that all contacts must have an Email address entered. One of the features of
the procedure is that it will email each contact individually once their account is created to let
them know that it exists and to provide them their login name and password. If there is no email
address, no email will be sent and you will need to use another method of communicating their
account details. The email format, illustrated below, is set at the Enterprise level, and cannot be
edited or changed by a District or School user.

Welcome to the Southeast Kootenay Parent Portal ¥ %
Welcome to the Southeast Kootenay MyEducation BC PARENT PORTAL which will allow access to see grades, attendance and other
information on your child(ren). Each parent or guardian will have their own separate account.

To Access the MyEducation BC System

1. Visit www.myeducation.gov.bc.ca/aspen

2. Make sure popups are enabled for your browser

3. Your user name will be: jbreeze

4. Your temporary password will be: AGAR508lent

NOTE: Both user name and password are case sensitive

5. Enter your user name and password then click Log On to access the system. You will be prompted to fill out some information to change

your password so that in the future you can click "I forgot my password" to receive a new password.

Once inside the MyEducation BC system you can navigate around to view information for your student(s).

Creating Parent/Contact User Accounts Page 12
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2.2 Preparing to create User Accounts

When you are ready to create accounts for Contacts at your school, it is best practice to search
first for any Contacts on the list who does have an existing User Account, who may have the
‘has portal access’ box checked, but does not have any information in the Email field. There is a
filter on this screen called “Needs email address”:

Hule Global Tools
Y

This filter will isolate any contacts who do not have an email address. As illustrated below, this
contact needs an email address entered, or she will not receive an email advising that her
account is ready for use:

i ;1 Student Contact 4 - E @
0 of 1selected (7 Needs email address
Name Address Relationship HomePhone WorkPhone Emaill |User |Student= Name Portaldccess EmergPri
[ |sdamsen, Liss 2453 View Heights Way Maother (250) 555-71 50@ (250) 555-4355@ M Adamscn, Carson s 1

You can select Modify List from the Options menu to enter in the email address for this
contact, and click the Green Checkmark to save the list. If you are still on the Needs email
address filter, they will disappear as they no longer meet that criteria.

After missing email addresses have been entered, use the “Ready for User Account” filter:

dule Global Tools
Y

This will give you a list of every contact that will have a new User Account created because they
meet the three rules that the Procedure needs to run successfully — i.e. “has portal access” is
checked, there is no existing user account, and an email address is present: :

0 of 2 selected @ Ready for User Accot
|:| Name Address Relationship |HomePhone ‘WorkPhone Emaill User (Student = Name Portaldccess  |EmergPri
[ |Adsmsen, Dusne  |2453 View Heights Way Father (250) 555-71 50@ (250} 55543074@ S&Faries@gmsil.com M Adamscn, Carson |Y 1
[ |sdamsen, Lisa 2453 View Heights Way  |Mother (250) 555-71 50@ (250} 555-4805@ headsup_west@hotmail.com M |Adamson, Carson | 1

Creating Parent/Contact User Accounts Page 13
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Note: You cannot narrow this list down by clicking the checkboxes beside a few names and
choosing Show Selected in the Options menu. The Procedure will automatically create an
account for every contact that meets the criteria of “has portal access” being checked, and
not already having a User Account. If the contact does not have an email address entered,
the Procedure will still create a User Account for them, but they will have no way of knowing
it was created, nor will they know their login credentials.

Once you have established that your Contacts are set up correctly, you are ready to run the
Procedure.

2.3 Running the Create Parent User Accounts procedure

Go to the Options menu > Create Parent User Accounts. A one-page Wizard displays.

Pages School Stud
Reports

Create Parent User Accounts

Creating Parent/Contact User Accounts Page 14
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Create Parent User Accounts
This procedure is set to oreate accounts for parents/contacts who meet the following oiteria:

They have populated the primary email field on their details page or in their Set Preferences
They do not already have a User Account
They have the family portal sccese indicator chedied

School Lord Byng Secondary
Login 1D
Login I format First Initial, Last Hame

Custom expression
Password
Passwaord format Mnemonic -
Length
Value
User account

Disabled

Account expiration
date E

Prewview only v

Conc

Here, as opposed to when you run this in the District view (see Section 1.0), you cannot choose
the school you wish to run this in. It is already pre-selected for you for the school you are
currently in.

As in the “Create User Accounts” procedure, you can choose the Login ID format from a drop
down list which includes Custom Expression. If you choose that option, the information can be
entered in the box below. If you do not select Custom Expression, that box will not be enabled.

There are 3 format choices for Password

1. Mnemonic (two 4-letter words with a 3-digit number in the middle, such as
GONE987book). This will be assigned by the system and sent to the user.

2. Numeric (a random number containing the specified number of digits). This will also
be assigned by the system and then sent to the user.

3. Constant (for example, Oct$2014). Enter this information in the Value box below.
Custom Expression box below. If you do not choose “Constant”, that box will not be
enabled.

In the User Account area, there is a checkbox option to create the accounts Disabled. This is
not recommended because Users will still receive the default email, if you run the procedure in
regular not preview mode, but they will not be able to log in as their accounts are Disabled.
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You can choose to have the accounts expire at the end of the school year, or any other date, by
entering a date in the Account expiration box.

Lastly, the Preview Only box is to be used if you want to test what the Procedure will do,
without actually creating User Accounts or sending emails. Your result will look like this:

Messages

PREVIEW MODE
SisUser account created for: Adamson, Duane

SisUser account created for: Adamson, Lisa

When you run the procedure in normal mode, with Preview Only not checked, the following
message will display:

Messages

temp/x2 8763944995903248873/results5639291332300499163.txt

SisUser account created for: Adamson, Duane
Email successfully sent dadamson@email.com

SisUser account created for: Adamson, Lisa
Email successfully sent to ladamson@email.com

3.0 Security Roles

To restrict access to the Create Parent User Accounts procedure, it is available with only four
Security Roles: Enterprise level, District/L1 and two new Security roles: User Manager —
District with access to run the procedure at both District and School views, and User Manager
— School that only has access to the School view:

These new Security Roles are “Add-On” roles, meaning they can be attached to any existing
User who may have a different Security Role — e.g. a School Administrator or School Admin
Assistant. Each District can determine who has the ability to run this procedure down to the

User level by applying one of the add-on roles.

Note: The Procedure is ONLY assigned to the Baseline Roles that exist in MyEducation
BC. If you customize these roles and attach Users to those customized roles, they will not
have access to the Create Parent User Accounts procedure.

3.1 Attaching the Security Role to a new User Account

When creating a new User Account, using the Create User Accounts wizard from the Options
menu, you can choose the appropriate Add-On Security role when assigning the roles in Step 3
of the wizard:

Creating Parent/Contact User Accounts Page 16



o)
e MyEducation FUJ ITSU

COLUMBIA

Create User Accounts: Roles and Schools Step 3 of 4

Roles

Clerical - School Admin Assistant
User Manager - School F

Schools

Finish the wizard as usual, and whatever Staff Records you are attaching these roles to will
have access to the procedure the first time they log in. If you are creating a District/L1 role, you
do not need to add the User Manager — District or User Manager — School role, as the
District/L1 role already has all of these privileges included in that role.

3.2 Attaching the Security Role to an existing User Account

3.2.1 Attaching the Security Role to a single User Account

When you have an existing User Account that you wish to grant access to the Create Parent
User Accounts procedure, go to the Admin top tab > Users side tab in the District view. From
there, select the account you want to update, and click the Roles leaf under the Users side tab:

Users
Details Hame
Audit
D School Administrator
* Holes *
Schools

Crrganizations
Snapshots
Access Log

Tool Log

To add the additional Role to this User Account, select Add from the Options menu:

Pages Dist

Options
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When the new Role Details screen appears, click the magnifying glass by the Name field and
navigate to the Role you wish to add:

— - -
|
-@ Cancel
Users 2:Student Senvices - School - -
Details N
ame
Audit Hame *
* Roles () |Student Services - Schoaol
School visibility type Exclude w -
Schools () |student Services: Enroll & Read- School
Organizations Teather
Snapshots Schools -
Access Log () | Transportation Manager/Clerk
(1] Name s
Tool Log User Manager - District
Mo
User Manager - School h

Click OK and Save, and the user will now have the new role attached:

Users 0 of 2 zelected
Details |:|
Name
Audit
[] |schosl Administrator
= Holes
Schools |:| User Manager - School

3.2.2 Attaching the Security Role to multiple User Accounts at the same time

MyEducation BC will also allow you to add multiple existing User Accounts to a single Security
Role, from the Admin top tab > Security side tab. From there, you select the Security Role you
want to add the Users to, and click the Users leaf under the Roles side tab:

Pages District Student Staff  Attendance Conduct Grades  Assessment  Schedule

Options Reports Help

Roles ::IUser Manager - School E E |

m 0 of 0 selected (7 All Rect
name |start Student |contact |pisabled
Roles
Details Mo matching records

Security Tags

* Users

To add the additional Users to this Security Role, select Add from the Options menu:

Pages District Student Staff

Options Reports Help

When the User Roles pop-up appears, click the checkboxes beside the names of all the users
you wish to add to this role:
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< 1:Adamek, Jeffery ~ [+] 00f123 selected |
Roles Name Staff  |Student Contact
Details I
] [] |Adames, Jeffery N \d M
Security Tags
» Usars [] |#dames, Shawn N A N
Security Tags [C] [qeams. E1y= M v M
|:| lJdamson, Duane N N N
Data Dictionary
[] |4damsan, Lisa N N \d
Access Log |:| ldamus, Jonathon N M H
[ [#damus, Katelin N N M
[ |4dds, Hari N N M
|:| Jdrianc, Johnathan N ad N
[] |fdriane, Katerina N N M
I

When you have selected all the Users, click the OK button, and your Roles will now be
attached.

4.0 Maintaining User Accounts
After you have created Parent/Contact User Accounts, you can edit or delete them as you do
any other User Account.

To re-create a Parent/Contact User Account, first delete the appropriate account in the District
view from the Admin top tab > Users side tab, and run the procedure again.

Pages District Student Staff  Attendance Conduct Grades Assessment Schedule Global Tools | Admin

Options Repors Help Y &=

Users

e —

Users Dof2selected (7 Contact Accounts

Details [ |Name Login Disabled  [Timeout  |AcctExpire GenPw PWExpire  |Organization2 > Name Staff |Student  |Contact
Audit
Roles D Adsmson, Dusne \dadamson N a anewl24INST Vancouver N N Y
Schools [] |4damson, Liss ladamson N o mewsE29SWED Vancouver N N v

Organizations
Snapshots
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