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Logging into MyEd Student Portal

Login into MyEd:

MyEducation BC Prod 3

Login ID Type in user name provided
| (IE: s68.joe.smith)

Password

| forgot my password

Type in password provided

First Time Log In: You will be Prompted to Change your Provided Password

Mini 1. Click OK
At leg

At leg Your password has expired,/

At leg

Can't Please create a new one.  niddle

name L

seque 2. Enter provided password

& ok
ﬂ 3. Enter new password; follow

Current Password | password requirements.

Mew Password

Confirm Mew Password

m 4, Re-enter new password

When choosing a new password, please refer to the following guidelines:

* Password must be a minimum of eight characters

e Atleast one number

* At least one capital and lowercase letter

* At least one symbol that isn’t a letter or number

e Cannot contain ‘password’, login name, first name, middle name, last name, date of birth,
personal id, or only sequential letters or numbers.
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Complete password reset question

NOTE: This will allow the software to email you a new password when you click on ‘l forgot my

password’ link on the login screen.

Security Preferences Update

information

Primary email

To enable self serve password recovery, please provide the following

1. Enter active email address

/

Security question

Security answ e

\What city did your father grow up in?
What city did'y

alin?

2. Choose security question

l

Confirm answ

What city were you born in?
4 r father's middle name?

Whatis your tion spot?
What is your mother's maide

Who is your favourite athlete?
Who is your favourite author?

I Forgot My Password

Before emailing or calling your student(s) school for a new password try clicking ‘l Forgot My Password’
and follow the steps below.

Who is your favourite actor, musician, or a

3. Enter your security answer
(itis case senstive)

|

4. Re-enter your security
answer (it is case sensitive)

« Error Message: This account has been disabled. You have entered the incorrect password too many times, you will need to fallow the steps for ' forgot my password’. The Password Reset window
will pop up — enter the information as indicated. Remember what is being entered is case sensitive. You will be emailed a new temporary password.

~

e || -

r ! Password Reset
MyEducation BC Prod 6
Password Reset Login ID
Login ID .
ogin LoginID p68 first.last name
2
T Primary email
Active Email
Password Primary email
3
1 { R | — " What city were you born in?

Answer ca
sensitive

Password Requirements
When choosing a new password, please refer to the following guidelines:

+ Password must be a minimum of eight characters
* At least one number

« At least one capital and lowercase letter

+ At least one symbol that isn't a letter or number

= Can't contain ‘password’, login name, first name, middle name, last name, date of birth, personal id, or only sequential letters or numbers.
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How to Navigate in MyEd

Tabs:

Nanaimo-Ladysmith 2017-2018

1" Academics Groups Calendar

Top Tabs = Click to see it
different sections of data

Pages

Students

Details.

Contacts
0of 1selected &7 Active Students

=)

Daily
Attandance Name noB Grade School > Name

. (=] Student Name [ Your Students School ]
Transcript

Assessments

Schedule

Memberstp Side Tabs = Click to see different categories
Tnsscions (this will change depending on the Top Tab
Documens you choose)

Notification

Hyperlinks and Drop Down Arrows:

Nysmith 2017-2018 N —
Pages anily- Academics |l Ve L
Classes .
Drop Down Arrows - Click the arrow to see
pesis } Y : a drop down menu with more options
Assignments
pr— St ] A \ \
0 0f 4 selected 7
(u} Description Description Course Term Teacher Clssrm Term Performance Abs Tdy Dsm
a SOCIAL STUDIES 9 SOCIAL STUDIES 9 MSS-09-8-02 s1 8 0 0
Blue Hyperlinks = Click on the blue hyperlink
to see more detailed information
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Icon Definitions:

Nanaimo-Ladysmith 2017-2018

[swaentons &

Use the Radio buttons to move back
an forth between specific screens

Menu Bar = Click any of the Icon's for page-specific options. Each
Top Tab will have a different list of page-specific options.
Options, Reports, and Help click on the Drop Down Arrow for a list.

= Filter Menu

Programs of
Study

Guaduaton a = Field Set Menu

Assessments
Documents

Schedule
-
e = Dictionary Menu

Notification
=

Sort Oder Menu

Set Preferences

Click the drop down arrow next to the student name in the top right hand corner.

Set preferences

General (Top Tab)
The general tab is already set up for you.

Home (Top Tab) - Very Important

Make sure the Tasks box has a check mark in order to see the tasks area on your Pages tab.

General Home Security Communication
Announcements )

Favorites v

Student search o

Recent Activity 4

Web sites Ld .

— « Click to add
= check mark
Calendar It

=
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Pages (Top Tab) - Items Visible Will Vary from Teacher to Teacher
The Pages screen will display a number of sections and quick view

e Announcements

¢ Welcome information

e Recent Activity

e ToDo
e Group Resources
e Task

e Published Reports

Page Directory (Side Tab)
You can create Groups to share information with others such as a Sports team or Yearbook. You can
create a Page for your group that you can add web pages that are accessible from the Page (side tab)
1. Click PagesDirectory.
2. Find the Page you want to add to your personal Pages screen.
3. Click ADD.

My Info (Top Tab) - Items Visible Will Vary from Teacher to Teacher

My Details (Side Tab)
1. Demographics tab shows your information.
2. Addresses tab shows your address information.
3. Photo Tab show your school photo.

Transcript (Side Tab)
Shows the courses the student is enrolled in as well as the Final Marks and Credits the student has
receive.

1. Click the book.

2. Click ALL.

3. Click the Filter.

4. Click All Records.

This will show all the Courses the student has been in. Click the Blue hyperlink in the Year column for
more details.

Credit Summary (Side Tab)
Shows a total of the student’s credits. Also breaks down credits per grade

Grade Point Summary (Side Tab)
Shows a total of the student’s credits by semester and term. Click the drop down to select the semester
or term.
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Programs of Study (Side Tab)
Will show French Programs, Aboriginal Education, and Immersion

Graduation Summary (Side Tab) - Allow 3 Weeks after a Semester has Ended for Accurate
Marks

Will provide you a breakdown of the progress towards graduation. Completed Status will show if any
courses are missing or complete

Current Schedules (Side Tab)

Shows the students current schedule and upcoming schedule. Click the ‘Time’ drop down arrow to
choose different schedules. You can change the view by clicking on the blue hyperlink ‘List View’ to see
the ‘Matrix View’.

List View:
Detaie Q1 = First Quarter September to November
S Q 2 = Second Quarter November to January
Z Q 3 = Third Quarter January to April
Dasily N
Attendance Q 4 = Fourth Quarter April to June
et Click the drop S 1 = First Semester September to January
down arrow _
Acoosements S 2 = Second Semester | February to June
Schedule ot rreciz-s2 | FY = Full Year September to June
Henderson,
Schedule G121
cHEieTaY 12
Requests -8 Btook Poulin, F
e c212
Membership C-C Block Assssxrfggjrfmsum)
MPH--12--8-02
Trenssctions | D-DBlock iz
218
Documents MGT-—Y-03
E-GT GRADUA'[:?I:,IIRA:NSWIONS
Noification OFF1 I

Matrix View:

Matrix view >>

0 of 8 selected 7
Course Description GrdLlvl Terma  Clssrm  Teacher
YLE--1A--S8-01 BA ENGLISH LANGUAGE DEVELOPMENT 11 11 81 B102A
MSC--10--5-03  SCIENCE 10 10 81 F117
MVAG-10-8-01 VISUAL ARTS 10: GENERAL 10 S1 B107
Teachers
MPE--11-8-01  PHYSICAL EDUCATION 11 11 81 Gym 1 name will
appear
MEN-10--8-01  ENGLISH 10 10 82 C205 for each
class
MSS--10--5-03 SOCIAL STUDIES 10 10 g2 PT02
XAT--10DLS-03 ASSIGNED TIME 10 (DL Support) 10 S2 B114
MFMP-10--S-05  FOUNDATIONS OF MATH AND PRE-CALCULUS 10 10 g2 C125
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Assessments (Side Tab)
Shows Provincial Exam information. Click the blue hyperlink to display more information.

Notification (Side Tab)
Displays any Notifications sent out by the school or teacher.

Requests (Side Tab) - Will Appear after Online Course Selection
Students will see courses they have selected and requested. This is where you will also do your next
school year course selection.

Graduation Progress (Side Tab)
Will provide you a breakdown of the progress towards graduation. Completed Status will show if any

courses are missing or complete.

Academics (Top Tab) - Items Visible Will Vary from Teacher to Teacher
To Email with Teachers:

Click the Options icon and click Send Email. A window will appear with all of your current teachers. You
are able to click the black X to delete teachers from the email. You can Add Files to the email for
submitting assignments.

From:

To:
GEL e | Academics I X x X

Classes
Total Recipients: 3

#| Include Primary Email Address

Details Include Alternate Email Address

.l i I'I'Il.i' epo = Bcc: I
Assi Subject
signments 7 ) .
g Send Emall___ @ Attachment: Add File
Attendance ‘ Show Selected HLWGR == ==y = £ = = |Bsoe | |@ | 3

Omit Selected o 7| %o - || Fomat ~||A- B-||B I x. x*|| L |

=

Click the Filter to see an overview of all your course(s). Semester 1, Semester 2, and Full Year. Click the
Filter and Click all Records.

Details (Side Tab)
Give you a breakdown of each course. Use the Radio button to move back and forth between courses.

Assignments (Side Tab)
Will show you information on assignments per class. Use the Radio button to move back and forth

between courses.
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More Resources
Click the Help Menu for the following options:
¢ Online Help
e Release Notes — Hover over black arrow for more options
e User Guides - Hover over black arrow for more options
e Quick Reference Cards - Hover over black arrow for more options
e Videos & Training Tools - Hover over black arrow for more options
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