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Introduction 
What This Guide is About 

This Guide will show you how to log in and use the different Applications in Family Access and 

Student Access. 

 

Who This Guide is For 

This Guide is intended for guardians and students using Family and Student Access. 

 

What This Guide Contains 

The first thing you’ll see in this Guide is information about logging into Family and Student 

Access and how to manage your account information. Next, you’ll learn about each area of data, 

called Applications, that your district may have made accessible to you. For each Application, 

you’ll learn how to view and/or edit the data. 

 

What You Should Know Before You Read This Guide 

You’ll find this Guide much more helpful if you already have your Login and Password so that 

you can log into Family and Student Access to follow along with this Guide. Contact your school 

district for more information if you do not have a Login and/or Password. 

 

What You Need to Get Started 

You’ll need a computer that has an active internet connection and your school district’s URL for 

Family and Student Access. For more information about workstation compatibility, please 

contact your school district. 
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Overview of Family and Student Access 
Family Access and Student Access are two modules that allow students and guardians to view 

and, in some cases, edit student information stored in the Skyward student information system. 

Family Access is used by parents and guardians, and Student Access is used by students. These 

modules allow students and parents to play a more involved role in the student’s education and 

improve communication between you and the school. Your school district may have made 

available to you one or more of the following Applications in Family and Student Access: 

 

 Academic History  Health Information 

 Activities  Homeroom 

 Attendance  Message Center 

 Calendar  Notes 

 Data Mining Reports  Online Assignments 

 Discipline  Portfolio 

 Educational Milestones  Report Cards 

 Email Notifications  Schedule 

 Ethnicity/Race Validation o Future Year Requests 

 Fee Management o Future Year Arena Scheduling 

 Food Service  Student Information 

 Grades o Demographics 

 Graduation Requirements o Busing 

 Test Scores o Locker 

 o Online Registration (see Note) 

 

You can access Family and Student Access over the internet using a secure login assigned by 

your school district. Each school district may configure Family and Student Access differently; 

therefore, you may not see all the Applications listed above when you log in. 
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Logging into Family and Student Access 
To log into Family and Student Access, type the URL provided to you by your school district 

into the Address Bar of any compatible Web browser. The Family and Student Access login page 

will appear: 

 

 
Figure 1 – Family Access login page 

 

On the Family and Student Access login page, type the login and password provided to you by 

your school district and click Login. The login and password you use to access Family and 

Student Access determines what you can view and/or edit. For example, only guardians are 

allowed to submit Absence Notifications (if enabled by your district).  

 

If you do not have your school district’s Family and Student Access URL or your login and 

password, please contact your school district. 

 

Retrieving Your Login or Password 
If you have forgotten your Login and/or Password, you can retrieve them if you have provided 

your email address to the school district. To do so: 

 

1. Click the Forgot your login or password? hyperlink on the Login page 

 

2. Type your email address and click Submit. 

 

If the system successfully identifies you, a confirmation page appears and an email containing 

your login and password is sent to your email address on file. If the system can’t identify you, 

contact your school district to retrieve your credentials. 
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Navigating in Family and Student Access 
The Family and Student Access screen is divided into three portions. The left side of the screen 

contains hyperlinks that allow you to access the different Applications made available to you by 

your school district. You’ll find detailed information about each Application in this Guide. To 

access an Application, simply click the name of the Application on the left side of the screen. 

 

 
Figure 2 – Family and Student Access Main Screen 

 

NOTE: In this Guide, you may read about Applications or features that you do not see when 

you log into Family and Student Access because your school district may not have 

enabled all Applications or all features within an Application. 

 

The top portion of the screen contains the student’s name, Entity, and buttons that allow you to 

view or change your account information, print, and logout. 

 

The main part of the screen displays information based on the Application that you have 

selected.  

 

Selecting a Student and School 
Guardians who have more than one student in a school district can choose between each student 

using the Student drop-down menu. Student users do not have this drop-down menu as they are 

not allowed to view information for their siblings. 
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Students who are enrolled in more than one school can choose between the schools using the 

Entity drop-down menu. 

 

Managing Your Account Information 
If your school district has enabled the option, you can change your login, password, and/or email 

address. If you are the Primary Guardian of a Family, you may also be able to change the email 

addresses of other Guardians within your Family.  

 

To manage your account information, click Account Info. 

 

To change your login: 

 

1. Click Change [Your Name]’s Login. 

 

2. Type your new login and your current password. 

 

3. Click Save. 

 

To change your Password: 

 

1. Click Change [Your Name]’s Password. 

 

2. Type your new password, and retype it for confirmation. 

 

3. Type your current password. 

 

4. Click Save. 

 

To change email addresses: 

 

1. Click Change [Name]’s Email. 

 

2. Type the new email address and click Save. 
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Calendar 
The Calendar Application allows you to view absences, tardies, Gradebook Assignments/Events 

and Grades earned, Message Center messages, Activity Events, Notes, and Non-School Days. 

 

 
Figure 3 - Calendar 

 

To navigate between months in the Calendar, click Previous Month or Next Month. To hide or 

show types of information on the Calendar (for example, to hide all Gradebook assignments), use 

the check boxes beneath the Calendar. You can hide or show Absences and Tardies, Message 

Center Messages, Notes, Gradebook Assignments and Grades Earned, and Activity Events. 

 

If there are items on a date, the date number is a hyperlink. Click the date number to view details 

of all the items on that date. You can also click an item (for example, an assignment) to view 

details about that specific item. 
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Student Information 
The Student Information Application allows you to view demographic, family, emergency 

contact, and busing information. 

 

Student/Family Info 
The Student/Family Info tab displays the student’s demographic, family, and emergency 

information. E-mail addresses on this tab are hyperlinked. You can click any email address to 

send a message to the recipient. If their names are hyperlinked, you can also click the name of 

the student’s Homeroom teacher, Advisor, or Discipline Officer to send them an e-mail message. 

 

 
Figure 4 – Student Information 

Changing Student and Family Information 

Depending on your school district’s configuration, guardians may be able to change or request a 

change to Student and Family Information through Family Access. This option is not available to 

Student users.  

 

To change student and family information: 

 

1. Click Request Change(s) to my Child’s Information. 

 

2. Click Request Changes in the area in which you wish to make changes. 
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3. Make the desired changes and click Save. 

 

Some changes require approval from your school district. These changes appear in red indicating 

that they are pending approval. Before a change is approved by your school district, you can 

click Undo Request Changes to delete the request. Other changes do not require approval and 

are updated immediately. 

 

You can also click View History to see a log of changes or change requests made through Family 

Access, their statuses, and the denial reason if a change is not approved by your school district. 

 

Bus Schedule 
The Bus Schedule tab displays the student’s transportation information. This includes the 

student’s bus numbers, pick up and drop off addresses, days, and times. 

 

 
Figure 5 – Student Information: Bus Schedule 

 

Contact Us 
Click the Contact Us tab and then the Contact Us button to send an email to the Student 

Information specialist at your school district. 
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Gradebook 
The Gradebook Application allows you to view the student’s current year Gradebook data for all 

classes. This may include midterm, term, semester, final, semester exam, final exam, citizenship, 

athletic, assignment, event, skill, and subject grades. It can also displays the student’s missing 

assignments, entries in the Teacher’s Log, GPA, and term Comments. 

 

Progress Report 
The Progress Report tab displays the student’s current year classes and their grades. To view 

classes and grades for a specific term, click Prev or Next to cycle through the terms of the school 

year. You can also send an email to a teacher by clicking their hyperlinked name. 

 

The layout and features of the Progress Report tab are different depending on which Gradebook 

is used by the student’s school. The following sections describe each layout. If you are unsure 

which Gradebook is used by the student’s school, please contact your school district. 

 

Secondary Gradebook and Standards Gradebook with Term Grades 

This section pertains to the Progress Report tab for schools that use Secondary Gradebook and 

schools that use Standards Gradebook with Term Class Grades. 

 

 
Figure 6 – Secondary Gradebook and Standards Gradebook with Term Grades 

 

Class Information 

To view detailed information about a class, including its Department, Subject, number of credits, 

duration, period, time, and room number, click the Course and Section code in the Class 

column. 
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Term Grades 

Midterm, term, semester, final, semester exam, final exam, citizenship, and athletic grades are 

listed in the grid on the Progress Report tab. These grades may appear with special formatting. 

The special formatting is described in the table below.  

 

Grade format Description 

Grade in bold This indicates that the grade is a calculated final grade based on 

assignment scores. This usually means the term has ended and that all 

assignments have been graded. 

 

Grade not in bold This indicates that the grade is a calculated running grade based on 

assignment scores. This usually means that term has not ended and 

that the grade may change as more assignments are entered and 

scored by the teacher. 

 

Grade not underlined This indicates that the grade is a final grade that was manually 

entered by the teacher at the end of a term. This usually indicates that 

the teacher does not use Gradebook and therefore there are no 

assignments to be viewed. 

 

Progress Report icon  This also indicates that the grade is a calculated running grade based 

on assignment scores (same as Grade not in bold). However, you 

must click on the Progress Report icon to view the grade. 

 

 

Secondary Assignment Grades and Standards Subject, Skill, and Event Grades 

To view assignment grades or subject, skill, and event grades for Standards Gradebook for a 

class in a specific term, click the underlined grade in the column that represents the term you 

wish to view. For example, to see all assignments in a class from Semester 1, click the grade of 

that class in the Semester 1 column. 

 

The Progress Detail Report screen shows detailed information about assignments for a 

Secondary class or subjects, skills and events for a Standards class in a specific term. This may 

include the Category of an Assignment, subject and skill of an event, due date, name, grade (in 

points, percentage, and grade mark), points possible, Special Code, Missing indicator, No Count 

indicator, and comments. You may also see statistical information about an assignment by 

clicking the name of the assignment (for example, high score, low score, and average score). 

 

To view the percentage ranges that are associated with each Grade Mark, click View Grade 

Marks. 

 

To view all details about all classes in a specific term, click the term heading. 
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Standards Gradebook without Term Grades 

This section pertains to the Progress Report tab for schools that use Standards Gradebook 

without Term Class Grades. To view the percentage ranges that are associated with each Grade 

Mark, click Grade Marks. 

 

 
Figure 7 – Standards Gradebook without Term Grades 

 

Class Information 

To view detailed information about a class, including its department, subject, number of credits, 

duration, period, time, and room number, click the Course and Section code in the Course row. 

 

Subject, Skill, and Event Grades 

Subject, skill, and event Grades are listed in a table on the Progress Report tab. This may include 

the name of the subject, skill, or event, due date, grade (in points, percentage, and grade mark). 

To see the Special Code, No Count indicator, Missing indicator, Modified indicator, comment, 

average grade, low grade, high grade, and median grade for an event, click the name of the event. 

 

Missing Assignments 
The Missing Assignment tab displays all of the student’s missing assignments from all classes. 

An assignment can be considered missing based on its due date or if it is marked as missing by 

the teacher. For more information about how your school determines the missing status of an 

assignment, please contact your school district. 
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Figure 8 – Gradebook: Missing Assignments 

 

Teacher’s Log 
The Teacher’s Log tab displays notes entered by the teacher of a class. To view the contents of 

the Teacher’s Log, click View Teacher Logs. 

 

 
Figure 9 – Gradebook: Teacher’s Log 

 

GPA/Class Rank 
The GPA or GPA/Class Rank tab displays the student’s GPA, Earned and Failed Credits, and 

Rank information. Click Show Detail next to a school year for detailed information about GPA 

and Rank for a specific school year. 

 

 
Figure 10 – Gradebook: GPA and Class Rank 
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Comments 
The Comments tab displays the student’s report card comments in each class for each term. Click 

Show Comments for dropped classes to also view the students report card comments in classes 

they have been dropped. 

 

 
Figure 11 – Gradebook: Comments 

 

Contact Us 
Click the Contact Us tab and then the Contact Us button to send an email to the Grading 

specialist at your school district. 
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Message Center 
The Message Center Application allows you to view and reply to messages posted by the school 

and by teachers regarding the student’s classes. Current messages are listed in the Current tab. 

Expired messages are listed in the Expired tab. 

 

 
Figure 12 – Message Center 

 

Administrator Messages are posted by the school and are not specific to a class. These messages 

are listed in the Administrator Messages area. If the message has an attachment, click Download 

Attachment to view it. 

 

Class Messages are posted by the teacher and are specific to a class. To view messages for a 

class, click View Messages in the row that corresponds to the class. If the message has an 

attachment, click Download Attachment to view it. 

 

Some teachers may allow you to respond to a Class Message. Click Post Reply, enter your 

response, and click Post Reply. Please note that all students and guardians in that class can see 

your response. To respond privately to the teacher, click the teacher’s name to send them an e-

mail message. 
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Notes 
The Notes Application allows you to enter notes which are also then displayed on the Calendar 

Application for the guardian and the student. This can be used to create reminders. For example, 

you may enter a note on a specific date on the Calendar to remind you to bring money to pay a 

school fee. Current notes appear on the Current tab. Expired notes appear on the Expired tab. 

 

 
Figure 13 - Notes 

 

To add a Note: 

 

1. Click Add Note. 

 

2. Type the Date on which you wish the note to display on the Calendar. 

 

3. Select a Class if desired. This is optional. 

 

4. Enter the Note Summary and Detail. 

 

5. Select a Priority. Notes with a Normal Priority appear on the Calendar in black. Notes 

with a High Priority appear on the Calendar in red. 

 

6. Click Save. 

 

To edit or delete notes from the Notes Application, click Edit (pencil icon) or Delete (red X 

icon). You can also edit or delete notes by clicking the Date number on a date that contains a 

note in the Calendar Application. 
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Attendance 
The Attendance Application allows you to view the student’s tardies and absences in a calendar 

format or in a list format. You can also view the student’s term attendance totals and submit 

absence notifications to the school. 

 

Viewing Attendance Data 
The Calendar tab displays the student’s attendance data in a calendar format. The color (green, 

yellow, blue, pink) of a day on the Calendar indicates that attendance data exists on that date. 

Click the date number to view the detailed attendance information for that day. 

 

 
Figure 14 – Attendance Calendar 

 

The By Day tab shows the student’s attendance data in a list format. All days in which a student 

has attendance data are listed chronologically. Attendance data is broken down by period. Please 

refer to the Attendance Codes and Attendance Reason legends at the bottom of the page for 

descriptions of the codes and reasons. 
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Figure 15 – Attendance By Day 

 

The Term Totals tab displays the student’s statistical attendance data broken down by term. 

 

 
Figure 16 – Attendance Term Totals 

 

Submitting Absence Notifications 
The Absence Notifications tab allows guardians to notify the school attendance office when the 

student is expected to be absent from school. This feature is not available to student users. 

 

 
Figure 17 – Absence Notifications 

 

To submit an Absence Notification: 

 

1. Click Add Notification. 

 

2. Enter the Beginning Date and Time when the student is expected to be absent. 

 

3. Enter the Ending Date and Time when the student is expected to return to school. 

 

4. Select a Reason for Absence. 
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5. Enter any Additional Comments. This is optional. 

 

6. Click Save. 

 

All submitted Absence Notifications are listed on this tab. The Status column indicates whether 

an Absence Notification is pending approval from the school attendance office or Accepted and 

processed. To edit or delete a pending notification, click Edit (pencil icon) or Delete (red X 

icon). 

 

You can also view all historical absence notifications submitted (current and previous years) by 

clicking View History. 

 

Contact Us 
Click the Contact Us tab and then the Contact Us button to send an email to the Attendance 

specialist at your school district. 
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Schedule 
The Schedule Application allows you to view the student’s current and next year schedules. 

 

 
Figure 18 - Schedule 

 

The Current Term tab displays the student’s schedule in the current term. To view more 

information about a class, click the Course and Section Code in the Class column. If a teacher’s 

name is hyperlinked, you can also email them by clicking it in the Teacher column. 

 

The Current Year – All Terms tab displays the student’s current year schedule for all terms. 

 

The Next Year – All Terms tab displays the student’s next year schedule for all terms. 

 

Click the Contact Us tab and then the Contact Us button to send an email to the Scheduling 

specialist at your school district. 
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Discipline 
The Discipline Application allows you to view the student’s discipline records. All of the 

student’s offenses are listed in chronological order. To view more details about an offense, 

including the actions taken as a result of the offense, click the offense description. 

 

 
Figure 19 - Discipline 

 

On the offense details screen, all actions taken as a result of the offense are listed. To view more 

details about an action, click Show Details. 

 

 
Figure 20 – Discipline: Offense 

 

If a Discipline Officer’s name is hyperlinked, you can send them an e-mail message by clicking 

it. 

 

Click the Contact Us tab and then the Contact Us button to send an email to the Discipline 

specialist at your school district. 
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Graduation Requirements 
The Graduation Requirements Application allows you to view the student’s progress towards 

meeting Coursework Requirement Areas (CRAs) according to their Graduation Plan. 

 

The Course Requirements tab displays the Coursework Requirement Areas, the number of 

required credits, completed credits, in progress credits, next year credits, future credits, waived 

credits, and remaining credits for each CRA. 

 

 
Figure 21 – Graduation Requirements 

 

Click Show Area Details to view any Coursework Requirement Subareas and their credit 

breakdowns (For example, English 9 is a subarea of the English CRA). 

 

Click Show Courses to view all the classes the student is enrolled in, has completed, or has 

attempted in each CRA or subarea. The number of credits and grades earned are displayed for 

each class. You can click the class description to view more information about the class. If a 

teacher’s name is hyperlinked, you can click it to send them an e-mail message. 

 

Click the Contact Us tab and then the Contact Us button to send an email to the Graduation 

Requirements specialist at your school district. 
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Educational Milestones 
The Educational Milestones Application allows you to view the student’s assigned and 

completed Educational Milestones. Educational Milestones are typically non-coursework 

requirements that the student must complete in order to graduate. 

 

 
Figure 22 – Educational Milestones 
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Test Scores 
The Test Scores Application allows you to view test scores entered by your school district. These 

are usually standardized or diagnostic assessments (for example, WASL) and not tests and 

quizzes relating to a specific class. To view the student’s scores for a test, click Show Scores 

that corresponds with the test you wish to view. 

 

 
Figure 23 – Test Scores 
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Food Service 
The Food Service Application allows you view your or the student’s Food Service Payor account 

information and the student’s Food Service Customer account information. Some school districts 

also allow you to make online payments using a credit card through RevTrak or Magic-Writer. 

 

 
Figure 24 – Food Service 

 

Viewing Account Information 
The Account Information tab displays a summary of the Food Service account of the payor’s 

customers (students). This includes the customer’s lunch type (for example, paid, free, or 

reduced), total payments, and purchases. 

 

The Payments for [Name of Customer] tab displays itemized payments made by the payor for a 

specific customer. 

 

The All Payments tab displays itemized payments made by the payor for all of their customers. 

 

The Purchases tab displays the items purchased by the customer on a weekly basis. Click 

Previous and Next to navigate to another week. 

 

NOTE Depending on your school district’s configuration, the payor (the person responsible 

for payment) may be the student or the guardian. Contact your school district for 

more information. 

 

Making an Online Payment 
To make an Online Payment, click Make Online Payment on the Account Information tab. Enter 

the amount you wish to pay and click Pay with [vendor]. Please contact your school district for 

more information about the payment processing vendor they use and any associated fees. 

 

Contact Us 
Click the Contact Us tab and then the Contact Us button to send an email to the Food Service 

specialist at your school district. 
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Fee Management 
The Fee Management Application allows you view your or the student’s Fee Management Payor 

account information and the student’s Fee Management Customer account information. Some 

school districts also allow you to make online payments using a credit card through RevTrak or 

Magic-Writer. 

 

 
Figure 25 – Fee Management 

 

Viewing Account Information  
The Fee Activity tab displays itemized charges and payments for the student (customer). 

 

The All Payments tab displays itemized payments made by the payor for all of their customers. 

Click Show Fees to see all itemized Fee Management activity. 

 

NOTE Depending on your school district’s configuration, the payor (the person responsible 

for payment) may be the student or the guardian. Contact your school district for 

more information. 

 

Making an Online Payment 
To make an Online Payment, click Make Online Payment on the Fee Activity tab. Enter the 

amount you wish to pay and click Pay with [vendor]. Please contact your school district for more 

information about the payment processing vendor they use and any associated fees. 
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Activities 
The Activities Application allows you to view the student’s Activities (for example, softball, 

glee club, etc.). The student’s current year activities are listed on the Current Year tab. The 

student’s previous year activities are listed on the Previous Year tab. 

 

 
Figure 26 - Activities 

 

If an activity leader’s name is hyperlinked, you can click it to send them an e-mail message. 
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Report Cards 
The Report Cards Application allows you to view electronic copies of report cards that your 

school district has posted on Family Access. Click the hyperlink of a Report Card to view it. 

 

 
Figure 27 – Report Card hyperlink 
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Portfolio 
The Portfolio Application allows you to view electronic copies of documents that the school has 

added to the student’s Portfolio. Click on an attachment to view it. 

 

 
Figure 28 – Portfolio hyperlink 

 

NOTE Students and Guardians cannot add documents to the student’s Portfolio at this time. 
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Academic History 
The Academic History Application allows you to view the student’s grade history. It displays the 

Entity, school year, grade level, course and section codes, course description, department code, 

subject code, terms, and grades for all classes in the school district that the student is enrolled in, 

has completed, or is scheduled in. 

 

You can sort the list of classes by Entity, school year, grade level, lass, description, department, 

subject, or terms by clicking the appropriate column heading. To view more information about a 

class, click the course and section code in the Class column. 

 

 
Figure 29 – Academic History 



 

 

WSIPC Guide to Family and Student Access for Students and Guardians 30 

September 2009 

Report Directory 
The Report Directory Application allows you to view reports with customized information that 

your school district has built and made available to you. For example, your school district may 

build a report that contains the student’s gifted and talented status for you to view. To view a 

report, click its name. 

  

 
Figure 30 – Report Directory 
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Home Room 
The Home Room Application allows you to view information about the student’s homeroom and 

a list of other students in the homeroom and their address, phone number, birth month and date, 

and gender. 

 

 
Figure 31 – Home Room  
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E-mail Notifications 
The E-mail Notifications Application allows guardians to subscribe to Food Service, attendance, 

grading, and progress report email notifications. This application is not available to student users. 

 

NOTE: You must have a valid email address to receive email notifications. Please see the 

“Managing your account information” in this Guide for details about updating your 

email address. 

 

 
Figure 33 – E-Mail Notifications 

 

Food Service E-mail Notifications 

If enabled by the school district, guardians can subscribe to Food Service E-mail Notifications. 

The Food Service E-mail Notification is sent to Guardians who subscribe when their student’s 

Food Service balance falls below a specific amount designated by your school district. 

 

To subscribe to Food Service E-mail Notifications, click Change My Notifications, select the 

Food Service option, and click Save. 

 

Attendance E-mail Notifications 

If enabled by the school district, Guardians can subscribe to Attendance E-mail Notifications. 

The Attendance E-mail Notification is sent to Guardians who subscribe if their student has any 

attendance record entered for that day. 

 

To subscribe to Attendance E-mail Notifications, click Change My Notifications, select the 

Attendance option, and click Save. 
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Grading E-mail Notifications 

If enabled by the school district, Guardians can subscribe to Grading E-mail Notifications. The 

Grading E-mail Notification is sent to Guardians who subscribe if their student meets one of the 

criteria listed on your screen. Different school districts may have different sets of criteria. 

 

To subscribe to Grading E-mail Notifications, click Change My Notifications, select the Grading 

option, enter a Low and High Assignment/Class Grade percentage (if applicable), and click 

Save. 

 

Progress Report E-mails 

If enabled by the school district, Guardians can subscribe to Progress Report E-mails. Progress 

Report E-mails are sent to Guardians who subscribes at the frequency selected. 

 

To subscribe to Progress Report E-mails, click Change My Notifications, select the Progress 

Report option, choose a frequency (Daily, Weekly, or Monthly), and click Save. 
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Health Information 
The Health Information Application displays the student’s health records. There are several tabs 

on the Health Information screen. 

 

 
Figure 34 – Health Information tabs 

 

Tab Contains Information About 

Conditions 

 

Student’s health conditions. 

 

Dental Student’s dental exams. 

 

Disabilities Student’s disabilities. 

 

Tests Student’s hearing tests, scoliosis screenings, tuberculosis screenings, 

vision tests, and other health-related tests. 

 

Office Visit Student’s visits to the health office. 

 

Childhood Student’s history of childhood illnesses. 

 

Injuries Student’s injuries. 

 

Medications Student’s medications. 

 

Physical Student’s physical examinations. 

 

Vaccinations Student’s vaccinations. 
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Login History 
The Login History Application allows you to view a history of the times you have logged into 

Family and Student Access. The list displays the date, time, and IP address of each login. You 

can also click Show Details to see the areas that you navigated to for each login. 

 

 
Figure 35 – Login History 

 

The Login History displays only your logins. In other words, Students cannot see their 

guardian’s login history and guardians cannot see their student’s login history.  
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Course Requests 
The Course Requests Application allows you to view and select courses for a future term or 

school year. This is often the first step in the scheduling process, and gives the school an idea of 

how many seats are requested and helps them build the master schedule. 

 

The Available tab displays the courses that are available to the student based on their grade level 

in the current or next school year. For more information about a course, click the course code in 

the Course column. 

 

 
Figure 36 – Course Requests: Available 

 

The Selected tab displays the course that the student has requested for the next school year. 

These courses may have been requested by the student, their guardian, or their counselor. 

 

 
Figure 37 – Course Requests: Selected 

 

The Update Requests tab allows you to make or change course requests. To request a course, 

locate and highlight the course in the Course(s) Available list and click Add Course. The course 

now appears in the Course(s) Requested list. To remove a course request, locate and highlight 

the course in the Course(s) Requested list and click Remove Course. 

 

A Credits meter is located above the Course(s) Requested list to help you make the correct 

number of course requests. The maximum number of credits you can request may be restricted 

by your school district. 
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Figure 38 – Course Requests: Update Selected 

 

The Alternates tab allows you to make or change alternate course requests. Alternates are 

optional but help you or your counselor determine what courses you wish to take in the event 

that one or more of your course requests are not available. 

 

Alternates are updated the same way course requests are updated. However, you can change the 

Priority of the Alternates in the Alternate Course(s) Requested list by highlighting it and clicking 

Move Up or Move Down. A course with a Priority of “R” is a course request (not an Alternate) 

and cannot be reordered. 

 

 
Figure 39 – Course Requests: Alternates 
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Arena Scheduling 
The Arena Scheduling Application allows you to build the student’s schedule for a future term or 

school year. This usually takes place after the school has analyzed the course requests and has 

built a master schedule. 

 

The Available tab shows the courses that are available to the student for scheduling. Available 

classes can be viewed for a selected period, teacher, course, or subject. To schedule a class, click 

the Add button that corresponds to that class. To unschedule a class, click the Remove button 

that corresponds to that class. 

 

 
Figure 40 – Arena Scheduling: Available Classes 

 

The Selected Classes tab displays the student’s schedule for the school year. The courses listed 

may have been scheduled by the student, their guardian, or their counselor. Click Print to print 

the schedule displayed on this tab. You can also unschedule a class from this tab by clicking the 

underlined course description. 

 

 
Figure 41 – Arena Scheduling: Selected Classes 
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NOTE: You may not be able to unschedule some classes (for example, classes scheduled by 

your Counselor). These classes do not have the course description underlined 

 

The Submit Classes tab allows you submit your schedule for your Counselor’s approval. When 

you are satisfied with your schedule, click Submit Schedule and your Student Status changes to 

Waiting and you no longer able to make further scheduling updates unless the counselor changes 

the student’s status back to Open. 

 

 
Figure 42 – Arena Scheduling: Submit Classes 

 

The Messages tab allows you to communicate with your Counselor. If you wish to send a 

message to your Counselor, type the message and click Submit Message. Their response or any 

new messages are also displayed on this tab. 

 

 
Figure 43 – Arena Scheduling: Message Center 
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Online Assignments 
The Online Assignments Application allows students to complete assignments that teachers have 

posted to Family and Student Access. Guardians can also view the results of these Online 

Assignments. 

 

Current Assignments  
Current Assignments are assignments that were made available online by the teacher and meet 

the following criteria:  

 

 The current date and time is after the assignment Start Date and Time.  

 The current date and time is before the assignment Stop Date and Time.  

 The assignment has not been completed.  

 

On the Current Online Assignments screen, all assignments that meet the criteria are listed with a 

Status of Open if the student has not started work on the assignment or In Progress if the 

assignment has been started by not yet completed. 

 

 
Figure 44 – Current Assignment in Student Access 

 

Completing an Online Assignment  

Students see an Answer Questions hyperlink for each current assignment. Guardians do not see 

this hyperlink because they are not allowed to complete the assignment. To work on an Online 

Assignment:  
 

1. Click Answer Questions.  

 

2. Answer questions by selecting one or more multiple choice answer, selecting a true/false 

answer, or typing a short answer or essay answer.  

 

3. Click Next Page or Prev Page to navigate between multiple pages.  

 

4. At any point, students can click one of three save options:  
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Save Saves the answers and remains on the screen. 

 

Save and Complete 

Later 

Saves the answers and returns to the previous screen. The 

student can return to the assignment and complete it anytime 

before the assignment Stop Date and Time. 

 

Save and Complete 

Assignment 

Saves the answers and submits the assignment. Once complete, 

the student cannot return to the assignment to make changes. If 

auto-score is turned on, the system scores the assignment at this 

point and the score is posted to Gradebook. If there are 

unanswered questions, the system generates a warning that the 

student will receive 0 points for any questions without an 

answer. The student must click Yes to confirm completion. 

 

Past Assignments  
Past Assignments are assignments that were made available online by the teacher and meet the 

following criteria:  

 

 The current date and time is before the assignment Start Date and Time.  

 The current date and time is after the assignment Stop Date and Time.  

OR  

 The assignment has been completed.  

 

On the Past Online Assignments screen, all assignments that meet the criteria are listed with a 

Status. 

 

Status Description 

Pending The assignment has a future Start Date and Time 

 

Closed The assignment has not yet been completed and the current date and time is 

after the assignment Stop Date and Time. 

 

Completed The assignment has been completed 

 

Graded The assignment has a grade that has been posted to Gradebook. 

 

 

 
Figure 45 – Past Assignment in Family and Student Access  
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Viewing a Graded Online Assignment  

If an assignment is graded and the teacher chooses to show the results in Family and Student 

Access, you can see the Points Earned and Grade for that assignment. You can also click View 

Results to see scores and details for each question in the assignment.  

 

For each question, the student’s answer and the number of points earned are displayed. If the 

Online Assignment was configured to show correct answers, they are also displayed. The 

student’s answer has a green border if the student received full credit for the question, a red 

border if the student received no credit for the question, or a yellow border if the student received 

partial credit for the question. 

 

To navigate between pages, use the Next Page and Prev Page buttons. 
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District Links 
District Links are hyperlinks configured by your school district that directs you to another 

website. For example, you may find a District Link that takes you to the homepage of the 

student’s school. To access a District Link, click it. 
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Printing and Logging out 
To print the information displayed on any screen, click Print in the upper-right corner. 

 

To Log out of Family and Student Access, click Logout in the upper-right corner. 

 

 


