Federal and State Compliance

H I s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD Connect Online Enrollment Process

This document outlines the technical and manual process for the HISD Connect Online Enroliment
application.

1. Log onto PowerSchool. Use your HISD network Username and Password to log onto the
system.

ﬂ_' PowerSchool SIS

Administrator Sign In

Select Language English w

Username

Password

Sign In

Before going to Power School Registration, have the following application open to research
the student:

Search for the student in Power School

Start Page

Csuns - [

-3 PKS PK4 K 1 2 3 4 5 6 7 8 9 10 11 12 F M All

Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (1)

Student Student Number  Date of Birth Grade Level

e ~——— 71412014 1

Search for student in TSDS
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H | s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

I
Applications Verify My Information
Texas Records Exchange
Texas Records Exchange
District Viewer Add/Modify Access
HOUSTONM ISD (101912)
Texas Student Data System Portal
Texas Student Data System Portal
Texas Student Data System Portal Add/Modify Access

HOUSTON ISD
Role: [Unig-ID LEA, TIMS Level 1 Support, PEIMS Data Completer]

Look up address to verify the student is zoned to your campus

Find your neighborhood school

(e.g: 4400 W 13th Street, Houston, TX) m

{ Mote; Do not include apartment or suite numbers.)

2. Scroll to Applications on the menu bar.
3. Click the PowerSchool Registration Admin Portal hyperlink.
Applications

Forms

PowerLunch

PT Administrator
ReportWorks Developer

PowerSchool
Registration Admin
Portal

The PowerSchool enrollment screen opens.
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H I s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

H@ Enrollment (7)
9 Student Data

Student Data

2|
geoiiel Form Academic Year v Status
ofs
= I New Student Registration I 2020-2021 Open
Family Accounts
a Returning Student Registration 2020-2021 Open

Configuration
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

PENDING APPROVAL

The Pending Approval View displays all records that have been imported into the Submission Workspace and
have not been approved. All records in this view will have a status of Pending Approval. Before being
approved, these records must go through the agreed upon approval procedure. Once these records meet the
approval criteria, they can be approved for delivery.

1. Click New Student Registration.

The Submission Workspace appears. This is the district-level view. Campus SIRs will only see
their student data.

New Student Registration (2020-2021)

I Submission Workspace I

Select a... View: Pending Approval « | Filter: None « | Tag: None « | 3261 Found | Page 1 of 164] « b
[_| ExternalStudentlD FirstName LastName DateOfBirth School Grade Submitted Tags LangUsedinForm

2. Click school column to place list in alphabetical order.
3. Find a student.

4. Click check box next to student’s name. Click pen to the left of student’s name.

m@ Enroliment

New Student Registration (2020-2021)

Student Data : Bt - P

-0 o 12032015 g‘gg‘” IR e 08/24/2020  Polished English L B

26 ] ] e L— 06/15/2016 g‘gg‘" LutherKing Jr. o,y 082512020 Polished English —
Appointments . .
O — eotlia 05/06/2014  McGowen EL 1 08/16/2020  Polished English [

ofa O T g 02/09/2010  McGowen EL 5 08/16/2020  Polished English =
[ 0O Namias =’ 08172012 McGowen EL 3 08/16/2020  Polished English B
O L . T 11/22/2015  McGowen EL PK4 08/16/2020  Polished English ]

'{} 0 Pl &= 10/7/2014  McGowen EL K 08/17/2020  Polished English . B
Configuration O = o 07/19/2009  McGowen EL 5 08/17/2020  Polished English (&

5. Review the Tags section. Verify all info has been received.

Campus SIRs must check to ensure that ALL required documentation has been
uploaded BEFORE proceeding to the next stage.

+ If all documents have been uploaded, move the record to the next phase.

« If all required documents have not been uploaded, campus SIRs must check the
Administrative Follow-up box to flag the record for further review. Campus SIRs must
contact the parent/guardian to secure the missing documents. Records can be moved
to the next stage when all required documents are received.
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

HISD Connect Online Enrollment Process

6. Verify the address. Campus SIRS will need to verify address against utility bill.

a. If address matches, then ....

b. If address does not match, then....

7. Once address is verified, select Verified zoned address or transfer on file.

o R Lo
= McKenzie Miller (Submission)

Student Data
4 Back to New Student Registration (2020-2021)

o Record 1719 of 3103 | All Fields e ‘
Appointments

a ‘You may assign or remove tags for this record here. Changes
22 Field Name New Value D& are automatically saved.
[0 Administrative Follow-up

Family Accounts stu_ReturningRegistration No
stu_TransferBack 0 Medical Goncemns
& Polished
stu_TransferRequest Printed
Configuration stu_PreviousHISDSchool B B
stu_DCID I [ Verifled-zoned address or transfer on file I
stu_ID

Tasks

=t FirctName hirKanzia

Do a TSDS search to avoid duplicate enrollments

Person Search - Individual Person

BASIC SEARCH ADVANCED SEARCH ID SEARCH

First Mame:™

Middle Name:

Last Name:™®

Suffix: hd

Date Of Birth: mm v [ dd vy v

[ * ) Required CLEAR ‘ SEARCH

8. Select Approve and Continue after you have verified that the record meets the approval
criteria.
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

HP) Enroliment 12}

e Kayvion McAfee (Submission)

Disca

e | =5 25
Print Forms
28 i
Appointments u_Gender | Language
[ {
s - English
Family Accounts stu_E S ‘
. Approve
Q - ==ts the cntena for approval, but you
anfigurazion Pleast 2w the record, and

k the Approve & Continue bution

Approve & Continue I

MailingAddress | Delivery History

Ths recard has not been delvered

9. Click the Back to New Student Registration tab.

ﬂ@ Enroliment @ (Nw

e Jaih Johnson (Submission)

Student Data

I + Back to New Student Ragistration {2020-2971) I

Record 10 of 10 | All Fields 7

Field Name New Value el

Reqistat

reviousHISDSchoo S CrIces

Verifisd-zoned a0dress of fransfer on e
Tasks
¢ LLoyd Folleh Data
. Discard Record
AMe  jonnson i Forms

PENDING DELIVERY

The Pending Delivery View displays all records that have been approved but not delivered. All
records in this view will have a status of Pending Delivery. As records listed in this view are both
approved and undelivered, there will be overlap with the records in the Approved View.
Additional Review will need to take place.

10. Click Pending Approval to open the options menu.

Select a... \,-"ie\.-'-l: Pending Approvaljs Views &)
4 | search |
Default |
ExternalStudentlD FirstName LastName Dai iz;ﬁ;ﬁijppmval (3261) I

11. Select Missing Required Docs to determine if all required documents have been
submitted. This is a new view. It will be automatically applied to records they meet the
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same criteria for the Missing Required View. It provides an additional way to easily see
records that have missing documents.

Enrollment form

Birth documents

Attached documents, parent ID, court documents
School records if available, ex: report card

Views % |

Search
Default
Pending Approval (3235)
Approved

Pending Delivery
Delivered

All Submissions
Discarded

Custom

Missing Required Docs
Wiallage vIews

To match your current process of approving enrollments, regardless of whether they have all
approved documents, records will come into this view regardless of their position (Pending
Approval, Approved, Delivered) in the workflow.

To export the list from the Missing Required Docs view, go to Tasks menu and select Export.

_| Tasks a

Assign Tags

Remove Tags

Re-Apply Tagging Rules
Print Forms

Download Forms

Print Letters

Print Labels

Send Email

Import From File
Export

Discard

Re-Import Submissions
Delete

Manage Communication

Templates

10618 Manage Process Documentation

From the Export modal that pops up, there is no need to select any of the checkboxes. They will
already be selected for you. Choose Selected Only if you have selected certain students or All
Found to export all records with missing documents.
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H | S D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD Connect Online Enrollment Process

| Export (x I8

s

| This will export data to a CSV file, which can be
opened in Excel. The columns in the current view
will be included by default. You can change the
columns exported below.

—

Select All | Deselect All

[] PROP:SubmissionRecordID
+ PROP:FirsiName

+ PROP:LastName

+ PROP:DateOfBirth

[ PROP:ExternalStudentiD

] PROP:ExternalFamilylD
[J PROP:Household

+ PROP:School

Selected Only All Found el

As a reminder, records come into this view if they did not upload the following:

e ParentID

e Proof of Residency
e Birth Proof

e Immunizations

e Transcript

¢ Withdraw Form

To upload choose the document to upload and upload to the student record
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H | s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

Upload Document (% |

Choose the document to upload, find and select the file,
and then click the Upload button.

12. Select Pending Delivery.
Views n

Search

Default

Pending Approval (3261)
Approved

I Pending Delivery I

All Submissions
Discarded

13. On the Pending Delivery screen, click the check box next to the student’s name.
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9 New Student Registration (2020-2021)
- Submizsicn Workspece
Selecta... u‘iz:w Filter: None « | Tag: None .M“"‘H”TILNJ;“"'-
| ExtemnaiStudentiD  FirstName LastName DateOfBath Schoot Grade Sutumitted Togs AppiovalHisiory
:;,‘;a IS Approved
F 2 0 [
n...
DELIVERY

The Delivered View displays all records that have been delivered to your database. All records
in this View will have a status of Approved and will have a Delivery History indicating when it
was delivered.

Manual Process
Campus SIRs will deliver records.

e Select Approve and Continue.

e Confirm the record you approved is not in the Pending Approval view. Student’s record will
be assigned a snap code.

¢ Notify the parent that the records have been approved.

14. Click Tasks to open the options menu.

15. Select Deliver Data.

ﬂp) Enroliment

e New Student Registration (2020-2021)
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

16. On the Submission Deliver Data screen, click Selected Only.

WARNING - Click 1 time only. Be patient as this process takes time to complete.

ﬂlré'/ Enroliment

New Student Registration (2020-2021)

Select a w. Pending Delive f NG 5 -
st it ery Submission Deliver Data a e

1 Do you want to DELIVER DATA for selectac
I\ 14 records only (1) or all records found (1)?

/]

You will be able to review and appr:

thair dala bafore they are actually delivered

AllFound [
4
—

n

17. Select Create Delivery Batch.

[® Enroument

Deliver Data

+ Back to New Student Ragistration {2020-2021

Introduction Data Delivery Steps

weugh the data delivery

1 retuer Faler and your o

You have sslected 1 record(s) to deliver.

Cancel Data Delivery

Click the Create Delivery Batch bution 1o begin the data delivery process. You will be able to review and edit each record pror 1o
detery atient 25 tne Intlal st up Tor this process may take a few minates

(%)
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

18. Review the results listed in Records to Process and Records Processed. Both numbers
should match. (What should the SIRs do if the numbers do not match?)

H[:@ Enroliment NW

Deliver Data

Create Data Delivery Batch [ x |
Introduction Data Delivery Staps
1 Creating data delivery batch bt eralhd b i i
|
e — ] Cancel Data Delivery

e g6 1
Done processing records. Please check results

balow Click the Close button 1o conlinue

l
4
1

Records to Process: 1
Records Processed 1
Regcords Skipped: 0

n ~ . o _ Ty

19. Click Close.

IMPORTANT NOTE - All matches must be GREY before you submit the record.

If YELLOW appears, more information is needed.

20. Click Match.

[P Enroliment nw

Deliver Data

Student Data

20-2001

+ Back ta New Student Ragistratian (20,

Review and Edit - 1 of :|

|Cl;4"!i<‘.1 Coniaxct., | Contect | Soptact:,

& McKenzie Miller 12022015

Fleld Name Value Existing Data
First_Name
faddle N *
a Name L
DOE - Deliver Record
der L]
sneseg # This record has NOT baen deliverea Cick Dellver
Record o gelver this re
a-olu;.dci FedEthnicity 3 \

M\ Clear Match | Back to Top

Data Delivery Steps

woduchon
fa and Dedvar
Coze Datvery Batch

Deliver All Records

21. Once match is clear, select No Match. Notice that the record has not been delivered.
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[P Enroliment

Deliver Data

fist . Mode LMt G morume | Gender 4 Buthcate acaren Primary

| Select

| Selact !

| Selact
| Sefect

| Salact

v o T e T TSI T Acte | Selact

Lasl

Next

S — Dellver All Records

Field Name Value Existing Data

ou may dginGr

nalch at one ime. Tha rasuts

v has

1_Mumbe *
i nof reed B revie and

Clck Deliver

E Y Tuna hees to cenrch iy

23. Select Close Delivery Batch to open the screen.
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

HF)) Enroliment a
_:_ Deliver Data
* Back New Student Registration (2020-2021
Review and Edit - 1 of 1 I:' 4Uip Data Delivery Steps
M 015 | Race | Contact Liss F| Contscs. .| Contact., | Contact . | Contact E M| Cotapse SR
! _con

cKenzie Mitier 12003201
& McKenzie Milier 12032015 .m o tiaich [ Back Top

Fleld Name Value Existing Data

nasd to raview and

1

n Delivered You may deiver it

a.,._... ion powerschool com/admin/sdministration erdmtaconfirm.sailsTid=251428vewid=1130715 NO
—~ - - P 02 PMt

Review the summary of the record(s) delivered.

24. Click Close Delivery Batch if all desired records have been delivered.

Deliver Data

& Back to New Student Ragistration (2020-2021
Close Delivery Batch i Data Delivery Steps
ud P o ok
Oq;lnewuveulﬂl

en DELIVERED

n gelivered Deliver All Records

m regitrstion. powerxheol com/admin/sdminisration/ delwerdstaconfirmrailsTid=25 1428wewd=1130715

_; MNew Student Registration (2020-2021)

Submiszion Wirkspace
Select a... View: Pending Delivery « | Filler; None « | Tag: None « -- No records were found

.-

_I ExternaiStudentiD  FirstName LastMame DateOiBirth School Grade Subemitied Tegs  ApprowalHisiony

MO reeords Wyhe found

25. Click Pending Delivery to open the options menu.
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26. Click Pending Approval to verify student has been delivered.

m—@ Enroliment

New Student Registration (2020-2021)

27. Log into PowerSchool and enter student’s name in the search field.

[® Powerschool sis € 0P S0 (w

i r Ki -21 Cycle 1
Functions Martin Luther King Jr. ECC Vv 20-21 Cycle 1 v

« Introducing the new PawerSchool SIS experiencel We think you'll love It Leamn More | x Quick Data 0

Attendance Taken

Start Page

| | an

ored Selections  View dList Advanced MultiSelect Disinct Search

Current Student Selection (0) I

5l Tnere are no search results

& Attendance

Incident Count

28. Click the student’s name to open the record.

29. Select the Other Info tab. Review the information for accuracy and update if needed.
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

[P powerschool sis 0P &0 (w

Switch Student
B R B sivtese> suen ssecion> over ntomaton :r 2021 cycie 1 v
;

Information H
. Other Information

Demographics Conltacts I"l Ermail Cthes Info Akrts Transportaton

Date Entered US Schools

Academics

Attendance

Counselor Dashboard

Birth Information

20-21 Cycle 1 v

Other Information
Demographics - Ema Other Info Alerls Transportaton

Elementary Program Type | -

Birth Information

Birthdale

Birth Certificate on File [ves

”@PowerSchoolSlS € 0B & 0 (w

B start Page » Stuosnt Selection » Oter information : 2021 Cycle 1 v/

Other Information

Demogragiyc Contacts = Emas Otherlafe | Alerts  Transpartation
L

Date Entered US Schools
e stscoomaycentendes [ ]
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

HISD Connect Online Enrollment Process

32. Validate Address at the Very End!!!

33. Click Submit.

View Other Boundaries Map Satellite 4
[ vone selected v " g
Requested School e B! % S0UTH AcRES

T
| CRESTMONT
@ PARK (D
| Ak £ -

Transfer Request RHIII. {

Enroliment Exception
Student Info .

Requested School
Student name:

Address ype:  Prima S
Selected
adadress ™

Geocoge

]
Student’s record is complete.
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§
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Transfer Requast Recuires *
Request Transfer
B —) y Gy
— —
= _—— A b
Student Info ¥ 9
| |
Student name i 3
2 s caston Totmiry Sam Housicn Tallming
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Selected i ‘ i
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|. Pending Approval

Manual Process

2. Address Verification for either Transfer or Magnet Approval

a. An added field will be included on the parent enrollment.
b. If a magnet campus is selected, there will be a field to state contact School Choice. (Is this
still true?)

a. District Search to confirm the student is not currently enrolled or previously enrolled
b. TSDS Search

Il. Approval
The Approved View displays all records that have been visually inspected and processed as dictated
by your procedures. All records in this view will have a status of Approved. These records have
already met the approval criteria set forth and have been approved.

Manual Process

1. Campus SIRs will review the Proof of Residency document. (Utility bill or Lease)

2. Campus SIRs will confirm student’s name against proof or identity document. (Birth
Certificate, Birth Facts, Baptismal Record or Passport)

Information above should be loaded in the attachment document field (Place image here

View: Pending Approval «~ | Filter: None = | Tag: None =

Remember to continue to review the Pending Approval’s to ensure all Pending approvals
have been addressed. The Pending Approval should either be sent to the final stage of
Delivery or the record should be discarded if you completed the enrollment from the
manual information you received.

Enroliment Search - Enfry Codes

You can run the Entry code report to ensure the students you have delivered have been
validated and enrolled on your campus.
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H | S D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

View: Pending Approval = | Filter: None = | Tag: None =

[1l. Polish

This is the Operational Function of the Online Enroliment.

The Polished tag indicates that a record has been polished by the polish routines set forth by the
user. In most cases, the records will be auto polished (and tagged accordingly) when imported into
the workspace.

Manual Process
Campus SIRs will review information and prepare for delivery.

1. Clean the information that the parent submitted. What does this mean?

2. Thoroughly review the information provided and edit as needed. What will be
reviewed? What possible edits could there be?

3. Proofread and prepare to deliver. What will be proofread?

Virtual Stored Electronic Enrollment and Supporting Documents for Students
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H | s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

Print Parent Portal Letters

Confirm all students have a web id and password in the Student Profile

1. Search for blank values in the Web_ID student field, e.g., web_id =
Start Page

—3FK3FK4-1 2 3 456789 10112FMAI

Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

2. If alist of students is returned, click the name of the first student.

3. Select Access Accounts from the Information section of the left navigation menu.

Quick Lookup

Print A Report

Start Page Switch Student
- a wo 0O

AFKIFKEK 12345 FM A
- . - . -

Access Accounts

Aguitar Alexia Juliele @ -1 2113000 Shedowbriar £5

¥ Changes Save g———————

Stugent Usemame

Student Fasswar

Enabiz Parent Access

-]
Aocess 1D

CTTBKE
Access Passwerd

-1
Enable Student Access.

20

4. On the Access Accounts page, select Auto-assign IDs and Passwords for this student. Do not

manually enter any information on this page.

NOTE: A green success message will display indicating the Access Keys have been created.
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H I s D DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD Connect Online Enrollment Process

5. Use the Arrows in the top left corner to navigate to the next student

Quick Lookup
Print A Report

Switch Student
@ @
6. Repeat steps 4 and 5 for all students who were returned by the search completed in step 1.

7. When Access Keys have been assigned to all student profiles, select the PowerSchool logo to
return to the Start Page.

Printing Letters

Print letters for only the students who were returned by web_id =

1. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

"I:' PowerSchool SIS

Bpots

Current Studant Selsction (2}

2. Select Parent Portal Letter or Parent Portal Letter Spanish from the “Which report would you
like to print?” drop-down menu and click Submit.

Print Reports

Option Value
Which report would you like to print? HISD P1 Progress Report v

HISD P1 Progress Report
HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P35 Progress Report ords
HISD P6 Progress Report

¢ o :l records

For which students?

In what order? Parent Porial Letter
’ Parent Portal Letter Spanish
TBv arade. then alphabefical
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DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD

HISD Connect Online Enrollment Process

3. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report.

Report Queue (System) - My Jobs

System | ReportWorks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM Running (]

Click on a job name to view the Job Detail page. which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again
If ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

4. When the status of the report changes to Completed; click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs
System ReportyWorks

(rren -

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed L]

Click on a job name to view the Job Detail page, which provides additional information about the jeb. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again
Ifa job Is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

Print letters for students whose home language is Spanish at the start of the school year:

1. Select Stored Searches on the PowerSchool Start Page.

Start Page

BN |

-3 PK3 PKd4 K 1 2 3 4 5 F M Al [ Include Remote Enroliments

Stored Searches| Stored Selections View Field List Advanced MultiSelect  District Search

Current Student Selection (0)

Page 22 of 32



HISD

Federal and State Compliance

DATA WITH QUALITY, INTEGRITY, TRANSPARENCY.

HISD Connect Online Enrollment Process

2. Click Run Search on the Primary Language is Spanish line.

Stored Searches

Primary Language is Not Spanish Run Search

Primary Language is Spanish

3. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

4.

5.

mt‘ PowerSchool SIS - ‘

Functions §  Studen Screers |

<o Alfachments P T TIT——.

Special Funcions Printing
Sections Regort Current Selection m
Speciel Programs hiass Pt a Studet Scroen
Teachar Sheduks Current Student Salection (2)
Frin Laiirg Listeds

Reports

¥ FritRepors
System Hegorts 2016
Reporiorks T2N5 Roports Mona
PSCE Custor Reports
sqlResors
Dielrict Reparts

Select Portal Letter Spanish from the “Which report would you like to print?” drop-down menu
and click Submit.

Print Reports

Which report would you like to print? HISD P1 Progress Report v

HISD P1 Progress Report
HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report
HISD P& Progress Report

For which students?

Parent Portal Letter
Parent Porial Letter Spanish
By grade. then alphabetica

O By period class, as of this
date: | 08/28/2020 [ (1akes exira time)

Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report

In what order?
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HISD

HISD Connect Online Enrollment Process

Report Queue (System) - My Jobs

System | ReportWorks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM Running @

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again
If a job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

6. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs
System ReportWorks

e |

08/19/2020 Parent Portal Letier 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed| L]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again
It ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity. it may not be immediately marked as canceled. but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

Print letters for students whose home language is not Spanish at the start of the school year:

1. Select Stored Searches on the PowerSchool Start Page.
Start Page

N - |

-3 PK3 PKd K 1 2 3 4 5 F M Al [ Include Remote Enroliments

Stored Searches| Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (0)

2. Click Run Search on the Primary Language is Not Spanish line.
Stored Searches

Primary Language is Not Spanish

Primary Language is Spanish Run Search
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3. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

[P Powerschool sis i ‘

Funetions.

W\m

ot Atachrent i

Spocs Funzions

o, cumen seecuon () (R

Special Frogiams

4 Print Reperts.
Znans

Reer s Repats Moru
PSC8 Cusiom Reperts
salRegaris

I ]

4. Select Portal Letter from the “Which report would you like to print”? drop-down menu and
click Submit.

Print Reports

Which report would you like to print?

HISD P1 Progress Report v

. HISD P1 Progress Report
For which students? HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report
HISD P& Progress Report

tords.

records.

In what order? Parent Portal Letler

Parent Portal Letter Spanish

By arade_ Tl efica

5. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report

Report Queue (System) - My Jobs

System ReportWorks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM

Running (5]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will autematically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

6. When the status of the report changes to Completed; click the View link to review and
download the letters for printing.
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Report Queue (System) - My Jobs

System ReportWorks

Feres |~ ]

08/19/2020 Parent Portal Letier 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed L]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again
If a job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

Print letters for students whose home language is not Spanish AFTER the start of school.

1. Search StudentCoreFields.primarylanguage=01;entry_date>first day of school or last day letters
were printed.

Start Page

m| StudentCoreFields. primarylanguage=01-entrydate=09/08/2020

-3 PK3 PKd K 1 2 3 4 5 F M Al [JInclude Remote Enroliments
Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (0)

2. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

owerSchool SIS

Functions.

WW

5 S Soeens

cemth Altachments .

Epesial Functians
pa— -] - ]

Printing

Special Programs 1355 PR 3 SHugent Scrsen
Teacher Soeukes Current Student Selection (2)
Frinl g Lstiels

Reparts

¥ Frint Repors
System Hegiorts - PR
i w1 Reports Many
PSC3 Cusiom Reperts
v T e
Distrit Aepants
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3. Select Portal Letter Spanish from the “Which report would you like to print”? drop-down menu
and click Submit.

Print Reports

Which report would you like to print?

HISD P1 Progress Report
HISD F1 Progress Report
HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report loras.
HISD P& Progress Report

— records.
Parent Portal Letter

Parent Portal Letier Spanish

By grade, 3

O By period class, as of this
date: | 08/28/2020 [EE (takes extra time)

4. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report

For which students?

In what order?

Report Queue (System) - My Jobs

System | Reporworks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM

Running )

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution fime or runa
completed or canceled job again.

Ifajob is running or is watting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

5. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs

System | Reportworks

e -

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed| L

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
ccompleted or canceled job again.

If a job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity. it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

IMPORTANT: Note the date the letters were created;you will use this date for searching the next time
Parent Portal Letters are printed.
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Print letters for students whose home language is not Spanish AFTER the start of the school year:

1. Search StudentCoreFields.primarylanguage#01;entry_date>first day of school or last day letters
were printed.

Start Page

Al | StudentCoreFields.primarylanguage#01 entrydate>09/08/2020

-3 PK3 PK4 K 1 2 3 4 5 F M Al []Include Remote Enroliments
Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (0)

2. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

HP PowerSchoal SIS I ‘

Functiona 8 S Soees

WW

Printing

SpeclPregrans | beass o a St Scoen
Teether Scheuls Current Student Selection (2)

Reports
[—r— e
Reportiionks B
PSC8 Custom Reports

5qIRegorts.

Diglried Regans.

3. .Select Portal Letter from the “Which report would you like to print”? drop-down menu and
click Submit.

Print Reports
Which report would you like to print? HISD P1 Progress Report v

HISD P1 Progress Report
HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report lords.
HISD P& Progress Report

g o :l records

For which students?

Parent Portal Letter

Parent Portal Letter Spanish

In what order?

B X W
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4. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report

Report Queue (System) - My Jobs

System | ReportWorks

08/19/2020 Parent Portal Letter

08/19/2020 07:22 PM Running ]

Click ¢n a job name to view the Job Detail page, which provides additional information about the job. The Jcb Detail page can also be usad to change the scheduled execution time or run a
completed or canceled job again

Ifajob is running or is waifing to be run, you can cance! it by ciicking the red cancel icon. Ycu can also cancel a job on the Job Detail page. Note: If ycu cancel a running job, depending on
its complexily, it mey not b2 immediately markec as canceled, but will eventually respond to the cancel recuest.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete zn individual job, or you can delete all completed or cancelzd jobs.

5. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs

System | ReporWorks

=a

08/19/12020 Parent Poral Lefier 08/19/2020 07:22 PM 06/1912020 07:22 PM Completed| 1]

Click on  job name to view the Job Detall page, which provides additional information abcut the job. The Job Detall page can also be used to change the scheduled execution time of run a
completed or canceled job again.

I ajob is running or is waiting to be run, you can cancel itby clicking the red cancel icon. You can lso cancel a job on the Joo Detzil page. Note: If ycu cancel a running job, depending on
its complexity, i- may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, o you can delete all completed or canceled jobs.

IMPORTANT: Note the date the letters were created; you will use this date for searching the next time
Parent Portal Letters are printed.
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Print Parent Portal Letters at time of Enrollment

1. After completing enrollment screens, select Access Accounts from the Information section of
the left navigation menu.

Quick Lookup
Print A Report
Switch Student

[ «| List (2)

Attachments
Custom Screens

Special Programs

Technology Needs
Academics

Information

2. Onthe Access Accounts page, select Auto-assign IDs and Passwords for this student. Do not
manually enter any information on this page.

Access Accounts

Aguilr, Alexia Julielle @ -1 2113800 Shawtiiar £5

i R e—

Enable Student Access
Student Usemame

Studen! Password

Aulo-assign IUs and f*asswords for his sludent

s P

NOTE: A green success message will display indicating the Access Keys have been created.

3. Select Print a Report from the top left menu.

Quick Lookup
Print A Report
Switch Student
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4. Select Parent Portal Letter or Parent Portal Letter Spanish from which report would you like to
print? Click the Drop-down menu and click Submit.

Print Reports

Which report would you like to print?

HISD P1 Progress Report v

_ HISD P1 Progress Report
5

For which students? HISD P2 Progress Report

HISD P3 Progress Report

HISD P4 Progress Report
HSD e Frogres Report P

rogress Repo

- | records.

Parent Portal Letter
Parent Portal Letter Sp

de_then alp

By ara Abefica

In what order?

5. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report.

Report Queue (System) - My Jobs

System | ReportWorks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM Running e

Click on a job name to view the Job Detail page. which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If & Job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

6. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs

System | ReportWorks
e

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed ]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Defail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.
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When the approved status is complete run the Entry/Exit report to confirm the student has completed
the enrollment process on your campus.

Search-Student Entry/Exit Summary Report

Search-5tudent Entry/Exit Summary Report

Search student enrollments for entries and exits within a selected date range.

On left side of the Start Page under Reports heading, select District Reports.

Under Registration and Enrollment section, select Search-Student Entry/Exit Summary.

Click Submit

Click on the up and down arrows on right side of the Grade Level heading to sort by grade levels.
Choose one of the output options to print report.

MR b

Students Enfolled | EXited  Dabe REngE: 00RO - 31100 Tl Resoras: 64
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