HISD Connect

Parent Portal Process

Introduction

The implementation of HISD Connect’s Parent Portal requires that Student Access ID be generated for each student. The Student
Access IDs are provided to the parent using the PowerSchool Parent Portal letter.

New School Year Process Printing Parent Portal Letters

Generate Access IDs and Passwords

1. Confirm all students have a web id and password in
e  Access IDs are typically created in mass prior to the launch date the student profile.

for the PowerSchool Parent Portal

2. Select all active students
Print and Distribute Letters to parents

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

e  Best practice is to check for newly enrolled students and generate
Access IDs and Passwords prior to printing letters for the first

time
. [start Page
e Letters are generated after selecting students Lm- ) -
e  The name of the report is Parent Portal Letter Jremeciieiciaiieniiun
e  HISD Connect user will download the PDF of the completed 1
report job for printing and distribution e
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Generate Access IDs and Passwords

1. Search for blank values in the Web_Id student field,
eg.,web_id =

1ns2on

4. Select Parent Portal from the Which report would
you like to print? Drop Down selection box.
5. Click the arrow to the right of the Refresh button to
set the time interval for Report Queue Refresh rate.
This will let the page automatically refresh and
update the status of the report.
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Report Queue (System) - My Jobs

System | Reportworks

2. Select ID/Password Assignment from the Group
Functions menu displayed in the lower right under the

Created Job Name started

1 . f d 08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM Running o
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3. erify that they do not overwrite any existing lD’s or

p asswor d s b ox 1 ss el e Ct e d 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. Click Submit 6. Click View link to review and download the letters

for printing when the status of the report changes to
completed.
Report Queue (System) - My Jobs

) - System | Reportworks
Group Functions
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Quick Expaort

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

Functions Ifajobis running or is waiting to be run, you can cancel t 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.
Fee Funciions Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immedately delete an individual job, or you can delete all completed o canceled jobs.
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