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Version History

Version Date Description

V1.0 Aug 30, 2022 Initial creation of user guide

Vi1 Oct 3, 2022 Submit Button Copy and Paste Link

V1.2 Oct 13, 2022 Updated Cloud Consent and Filters

Vi3 Oct 25, 2022 Updated Cross-Enrolled Students

Vi4 Nov 22, 2022 School Statistics and Printable Forms for Parents

V1.5 Jan 31, 2023 International Students — Semester Change

V1.6 Mar 4, 2024 ADDED: Print Student Emergency Release —Whole School List
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Clerical and Admin
eConsent is a web-based application for schools to manage several required consent and signed
permissions from students’ parents and guardians.

eConsent allows:
e The school office to send consent requests via email to parents and guardians and then to view
and report on the responses for every student in their school.
e School teachers to view consent responses for students in their class(es).

Accessing eConsent

Path: Intranet > click eConsent

eConsent

eConsent Help Page

Direct link: https://www.sd68.bc.ca/information-technology/econsent/

How to Log on

User Name = Use your regular school district credentials, e.g., firstname. lastname
Password = Computer login password

Log in.

Use a SD68 account to log in.

User Name firstname.lasthame

Password computer login password

e
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In Preparation - Must have Information Before Sending Email

Step One - Missing Emails
Step 1: eConsent Blank Emails

Path: Send Form Tab > arrow drop down = Student Emergency Release form > Click word Email > brings
blank emails to top.

School: FAIR - Fairview Elementary v User{Your Name

Send Form View Sent Forms Consent Form Reports

Form Type: | Swident Emergency Releace - Preview Consent Form Send Consent Form

A Exportto PDF | () Export to Excel

StudentiD T  Last Name ¥ | First Name T | Grade m Email Y Form Sent T

Step 2: Investigate = Student Verification form

Has the parent/guardian selected the box to receive emails?

No = School process to whom will contact parent/guardian. Once parent/guardian confirms Yes to
receiving emails update checkbox in MyEd > Contact (side tab) > click contact > add checkbox > add
email or update email.

Yes = Update MyEd > Contact (side tab) > click contact > add checkbox > add email or update email.

MyEd Changes/Updated Information: Will take 24 hours to reflect in eConsent

Step Two - Missing Account (SAM’s)
Step 1: eConsent Blank Accounts

Path: Send Form Tab > arrow drop down = Cloud Consent form > Click word Account > brings blank
accounts to top.

School:| BAYV - Bayview Elementary v Usev I+Logout

Send Form View Sent Forms Consent Form Reports

Form Type: | Cloud Consent v || Preview Consent Form | | Send Consent Form
Export to PDF || B Export to Excel
StudentiD Y  LastName Y | First Name Y  Grade Y | HomeRoom Y CloudConsent Y | Account t Y | Email Y  Form Sent Y | Responded T

No Account

Please reach out and notify your School’s designated Student Account Manager OR email helpdesk to
connect you with your school IT support technician. ***New student accounts created by SAM can
take up to a couple of hours to appear in eConsent***

TIP: Make sure to click Refresh students from AD — Access to eConsent is Instant.

Refresh students from AD
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Navigating eConsent

Send Form Tab - 4 Steps - Repeat for Each Form
Step 1: Select the Form to Emailed
Click drop down arrow = Select Form Type:

e Student Emergency Release

e Cloud Consent

e Student Information Consent

Echool:| NDSS - Nanaimo District Secondary v User:l your name I

Send Form View Sent Forms Consent Form Reports

Form Type: ' Student Emergency Release v eview Consent Form Send Consent Form
R Export Select Form Type... @

Student Emergency Release
Stu

Y | First Name
Cloud Consent

94" Student Information Consent

Step 2: Send Form — Two Ways to Select Students
1. Multiple Students

e Select multiple students by clicking the drop down arrow next to items per page (On the
bottom bar) Select the number of students —20/50/100/All

20

o
100
All

. ﬁ-@ e s ae

e Select the box next to StudentID — This will highlight the number of students chosen
above

|_ | StudentID Y

OR

2. Individual Student(s)

e Select individual student(s) by clicking the Last Name (text) for Alphabetical (See arrow
after Last Name to indicate sort order)

Form Type:| Student Emergency Release v

Export to Excel

i Lot Name 1
P eConsent — Admin and Clerical Page No: 5 o0f23
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e Select the Filter on Last Name, then choose operation to sort by adding Student Last
Name in Blank Field > Click Filter
Last Name + ﬁ Y  First Name
%e ual to v
smitt] T
e Select student(s) by clicking the box next to their name, highlighting the row
StudentID T
2

Tip and Trick = Click refresh circle arrow to refresh screen > Bottom right hand corner
1-200of 384 items &
Step 3: Preview Consent Form

Click Preview Consent Form to confirm which form will be emailed

School:| NDSS - Nanaimo District Secondary v User:

Send Form View Sent Forms Consent Form Reports \

Form Type:| Student Emergency Release v Preview Consent Form Send Consent Form

Step 4: Send Consent Form

Click Send Consent Form to email parents/guardian with MyEd Priority 1 and/or 2

School:| NDSS - Nanaimo District Secondary - User.

Send Form View Sent Forms Consent Form Reports \

Form Type:| Student Emergency Release v Preview Consent Form | Send Consent Form
Cloud Consent — Students without Account

The following message will appear when student(s) do not have a login account in “SAM — Student
Account Manager.” Please reach out and notify your School’s designated Student Account Manager OR
email helpdesk to connect you with your school IT support technician. ***New student accounts
created by SAM can take up to a couple of hours to appear in eConsent***
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staffweb.sd68.be.ca says

You can't selact students wathout account: 2285627, Pleate craate

account for them.

Click name Account twice to bring up Blank(s) > Select All students (reminder — click items per page at
bottom of screen) > then Un-Select students with Blank(s) under Account Column > Click Send Consent
Form

School:| FAIR - Fairview Elementary v user: [Your Name

|
Send Form View Sent Forms Consent Form Reports

Form Type: | Cloud Consent v | Preview Consent Form | | Send Consent Form

@ Export to PDF | [ Export to Excel |

StudentlD Y | Lost Name Y First Name Y | Grade y B Accountt ¥ | Email ¥ | Form Sent ¥

Blank = No Account
Student Account Name

Pop-Up Window —Click OK. ***Double check form title matches form chosen***

staffweb.sd68.bc.ca says

Do you really want to sendjStudent Emergency Releaselform for
selected students?
Canee

staffweb.sd68.bc.ca says

1 student forms sent!

Information - Use Filter for: Form Sent OR Responded

Will display Yes email sent to parent/guardian OR No email was not sent to parent/guardian

Click on filter button select Yes or No > Click Filter. Will display Yes parent/guardian filled out email and
clicked Submit or No parent/guardian has not filled out email.

.- Form Sent @
No |Q | X
No| [ select All
7| Hometoom T e T romsenct ¥ Responces B No|ICTNe
Yes [ ves
I It
Yo o sl Filter Clear

Once students are filtered click ALL the students to select > click Send Consent Form
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View Sent Form Tab

Select the Form to View

Click drop down arrow = Select Form Type:
e Student Emergency Release
e Cloud Consent
e Student Information Consent

Schook | BARS - John Btsby Communiy School . Usefourmamme)

Send Form | View Sent Forms | Consent Form Reports

Form Type: | Select Form Type..

Select Form Type...
Student Emergency Release
Cloud Consent

Student Information Consent

Student Emergency Release
e Consent Answer = Yes, No, Null (parent/guardian has not answered and clicked Submit)
e Signature Date = Date Priority 1 and/or 2 clicked Submit
e Signature = Of Priority 1 and/or 2
e Requestor = Admin or Clerical who sent form
e Note = Information regarding email
e Details = Click details button to see full view of form answers

Send Form | View Sent Forms | Consent Form Reports

Form Type: Student Emergency Release.
@ Export1a POF || B Export o Excel

StudentiD Y StudentLastName T | Student First Name ¥ | Consent Y SgnatwreDate Y Signature T | Requestor

No Resporse Aul karen.dunn

Cloud Consent
e Consent Answer = Yes, No, Null (parent/guardian has not answered and clicked Submit)
e Signature Date = Date Priority 1 and/or 2 clicked Submit
e Signature = Of Priority 1 and/or 2
e Requestor = Admin or Clerical who sent form
o Note = Priority 1 and 2 email address
e Details = Click details button to see full view of form answers

Scheol:| BARS - Jofn B ¢ seh . vz Four Name |
Send Farm Sent Farms. Cansent Form Reports
Form Type: Clowd Consent
ves 2022-00-01 " Karendunn AT | Del
’}’ eConsent — Admin and Clerical Page No: 8 of 23
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Student Information Consent
e Photo Release = Yes, No, Null (parent/guardian has not answered and clicked Submit)
e Media Release = Yes, No, Null (parent/guardian has not answered and clicked Submit)
¢ Image Release Consent = Yes, No, Null (parent/guardian has not answered and clicked Submit)
e Photo & Video Release Consent = Yes, No, Null (parent/guardian has not answered and clicked
Submit)
e Field Trips Release = Yes, No, Null (parent/guardian has not answered and clicked Submit)
e Signature Date = Date Priority 1 and/or 2 clicked Submit
e Signature = Of Priority 1 and/or 2
e Email = Parent/Guardian Email
e Requestor = Admin or Clerical who sent form
o Note = Priority 1 and 2 email address
e Details = Click details button to see full view of form answers

Schook (375 o by Commny S o

Form Type: | Student Information Cansent
D Export to PDF || B Export to Excel

StudentD Y StudentL.Y Student.. Y PhotoRe.. Y MediaRe.Y | ImageRe..Y PhotodV..Y FieldTrip.. Y | Signature Y | Signatur Y Emal Y Requestor Y

Y CreateDa.. Y

2022-09-06
7 Detail
1021:25 AM

null tthe

2022-09-
20020006 | [0
09:48:04 AM

null tthe

7 Detail

2220906 (oo
Response  Response Sucessl 09:4802 AM

Print Student Emergency Release Form
Elementary School

Bulk Printing - 3 Steps

Step 1: Select Form to Print
Click drop down arrow = Select Form Type:
e Student Emergency Release

School:| FAIR - Fairview Elementary v User:{Your Name
Send Form View Sent Forms | Consent Form Reports
Form Type: Select Form Type... v Grade:| --All-- v | Home Room:| —-All-- v

Select Form Type...

Student Emergency Release @
Cloud Consent

Student Information Consent
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Step 2: Select Parameters
e By Grade = Click drop down arrow and select grade level
e By Homeroom = Click drop down arrow and select homeroom
e By Alphabetical = Click Student Last Name (text)

School:| FAIR - Fairview Elementary v User:|Your Name

Send Form View Sent Forms Consent Form Reports

Form Type: | Student Emergency Release v | Grade:| 01 v | Home Room: | 03 v

Export to PDF || [9) Export to Excel

.
Step 3: Print

e Click Print Form
e Click drop down arrow on PDF at bottom of screen
e Click Open

sehcol AR Farvem Hemerta -

- hamiom

pary Y Sudert ot bame T | Stsdee Fist e T Corsan T Sommeelioe T Sgraws T R T e T Cmadin T
CP PP P PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PP PPIPPIP PP P PIIPIPIIbtd)

e Click drop down arrow to select a printer
e Click Print

Print 5 sheets of paper

Destination % HP Photosmart C470(}

HP Photosmart C4700 series
Snagit 2019

Pages Save as PDF
See more...
Copies 1
Color Color hd

W Y N NP N A A A N A A

m Cancel
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Secondary

Bulk Printing - 3 Steps
Step 1: Select Form to Print
Click drop down arrow = Select Form Type:

e Student Emergency Release
> User:

School: | BARS - John Barsby Community School

Send Form View Sent Forms Consent Form Reports

Form Type: | Select Form Type.. v Grade:| —All- v | Course Code:| —All- v Section: —All- ~

Select Form Type...

Student Emergency Release
Cloud Consent

Student Information Consent

Step 2: Select Parameters
e By Grade = Click drop down arrow and select grade level
e By Alphabetical = Click Student Last Name (text)

School: BARS - John Barsby Community School v User:

Send Form View Sent Forms ‘ Consent Form Reports ‘

Form Type: | Student Emergency Release v | Grade:| 08 v |

Export to PDF | [ Export to Excel

StudentID Y | Student Last Name _onse

Yes

No Re

Step 3: Print
e Click Print Form
e Click drop down arrow on PDF at bottom of screen
e Click Open

School:| BARS - John Barsby Community School - Use

Send Form View Sent Forms Consent Form Reports

Form Type:  Student Emergency Release v | Grade:| 08 v | Course Code:| MADFS08--T v | section:| 03 v | Print Form

b

StudentID Y  StudentlastName Y  StudentFirst Name Y  Consent Y | Signature Date Y  Signature Y | Requestor Y  Note Y | CreateDate Y

Export to PDF | @ Export to Excel

2022-09-01 11:25:19

Yes 2022-09-01 M
AM

2022-08-3108:22:44

No Response null
AM

I DD LLLLLLLLLLLLLLLELLLLLELLLELELELLELELLSLSLLELSLSLLSLLSLLSLSLSLSS
pen

Open with system viewer

- with system viewer

Student Emergenc....pd Showal | X
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Course or Teacher - 4 Steps

Step 1: Select Form to Print

Click drop down arrow = Select Form Type:
e Student Emergency Release

School: | BARS - John Barsby Community School A USEV!
Send Form View Sent Forms Consent Form Reports
Form Type: | Select Form Type... v | Grade:| —-All- v | Course Code:| —-All-- v | Section:| —-All- v

Select Form Type...

Student Emergency Release
Cloud Consent

Student Information Consent

Step 2: ***Optional*** - Search MyEd for Course Code and Section Number
Path: MyEd > School View > Schedule (top tab) > Master (side tab) > Filter = Current Year > Field Set =
Primary Teacher

Search by Course = Click Column Header = Description

Search by Teacher = Click Column Header Primary Staff > Name

Search by Block = Click Column Header = Schedule

John Barsby Community School - ] schoolview v & Select school v ® Log Off
Pages | School | Student | Staff | Attendance | Conduct Grades | Assessment Bl 2 i "ools"Admin

Master Schedule

- ©
4 = =
Sections
Details 1 MACLV11B-5-01 - 0 0f 474 selected 7 Current Year
Rebuid —
Teachers [ Course SecNo | Description Teacher Primary Staff> Name | Term  ScheduleTerm > Code Platoon PrimaryRoom > Num  Total ~Max  Closed at max?
Roster | l I I
O
Matrix View
M

Copy down the Course Code and Section Number under Course Column

John Barsby Community School -
Pages School = Student ' Staff Attendance Conduct Grades Assessment QEILILITEE Glo

Master Schedule

Master
Sections
Details TMACLVT1B-5-01 ~
Rebuild
Teachers [] Course secNo  Description Teacher
Roster
[ WMACLVI1B-S-01 01 ACTIVE LIVING 11:
Matrix View
[J MACLVIIFBS-01 01 ACTIVE LIVING 11:
Classes [0 MACLVIIFLS-01 o1 ACTIVE LIVING 11

Step 3: Select Parameters
e By Grade = Click drop down arrow and select grade level
e By Course Code = Click drop down arrow and select course
e By Section Number = Click drop down arrow and select section
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Schoo:| BARS - John Barsby Community School - User: | Your Name

Send Form  View Sent Forms | Consent Form Reports

Form Type: Student Emergency Release + | crade: [ERIEIIRY course coue: RIS

B Export to POF | [ Export to Excel A
o MACY11-S 2 o B
StudentlD Y StudentLastName Y | Student First Name Y T ignature Requestor Y Note Y CreateDate T
o MAcw 1S @
10 MAcw1 e A o 2022:09-01 11:25:19
" MACw LS o A
2 MACWIIVS o 2022-08-31 002505
BT MAcwi2-§ e 3 . am

Step 4: Print
e Click Print Form

e Click drop down arrow on PDF at bottom of screen
e Click Open
Schoot 8ARS - John Barsby Community Schoal . User{Your Name]

Send Form  ViewSentForms | Consent Form Reports

Form Type: | Student Emergency Release v | Grace |0 v | Course Code:| MADFS0S--T v | section: oz v EEs]
B Export o PDF || B Bxport to bxcel
StudentiD T StwdentiastName T | StudentFirstName Y Consent Y SignatueDste Y Sionatuwe T | Requestor Y Note Y CreateDate T
2022.09.01 11:2519
Yes 2022090 w "
o . 2022-08-21 0322444
o Response nu o

PP YYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYYS.

e Click Printer Icon top right

STUDENT EMERGENCY RELEASE
Studont Namo:

Dato ofBirth: 2

School: Jom

picing up suderi()

G Verieation [TELEPFORE T ELEPONEZ
[
o
[

e Click drop down arrow to select a printer
e Click Print

Print 5 sheets of paper

Destination £ HP Photosmart C470(

HP Photosmart C4700 series
Snagit 2019

Pages Save as PDF
See more
Copies 1
Color Color -

S Y AP Y A Y Y

m cancel
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Print Individual Student - 3 Steps
Step 1: Select Form to Print
Click drop down arrow = Select Form Type:

e Student Emergency Release

School: | BARS - John Barsby Community School - User:[Your Name ]

Send Form View Sent Forms Consent Form Reports

Form Type: | Select Form Type... v | Grade:| -All- v | CourseCode:| --ll- v | Section:| -All- ¥

Select Form Type...

Student Emergency Release
Cloud Consent

Student Information Consent

Step 2: Search for Student
e By Grade = Click drop down arrow and select grade level
e By Alphabetical = Click Student Last Name (text)

School:| BARS - John Barsby Community School - User:
Send Form View Sent Forms ‘ Caonsent Form Reports ‘
Form Type: Student Emergency Release v | Grade: 08 v

Export to PDF | [£) Export to Excel

StudentlD Y | Student Last Name mon;e

Yes

No Re

Step 3: Print
e Click Print Form
e Click drop down arrow on PDF at bottom of screen
e Click Open

Send Form  View Sent Forms | Consent Form Reports

Form Type: | Student Emergency Release. ~ | Grace: [ g | Courss Code:| MADFS0S- T | section 03 ~ | print Form

2 Fxport 1o PDF | B Fxport o Excel .
StudentD Y Student LastName T | Student firstName ¥ Consent Y signureDaste T Signature 7 | Requestor ¥ o T Createnare v
2022.00.01 112519
2022-080 w -
2022-08-31 08:22:44
No Response oun

PP PPIPPPPPIPPLIPPIPIPPIIPIPIIIPIPLPIPIPIPIPIPIPIY

e Search for Student = Ctrl + F. Pop-up window right hand corner = Enter Student Name

Mansged bookmrks @ Inonet @ Phoneist @ HEST @ Spesk ! A v x |omerbocknan

= Student Emergency Release (3).pdf

STUDENT EMERGENCY RELEASE
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e Make Note of Page Number (example page 6)

STUDENT EMERGENCY RELEASE

e Click Printer Icon top right corner

e Pages = Click drop down arrow = Click Custom

Print 11 sheets of paffer
Destination & HP Photosmart C470C
Pages Al -

All

0dd pages only
Even pages only
Custom

Copies

Color Color -

e Pages = Number from above (example page 6)
e Destination = Choose printer

e Click Print
Print 1 sheet of paper
Destination = HP Photosmart C470C ~
Fages Custom -
o
Copies 1
Color Color -
More settings ~

N Y N Y Y Y N Y A Y

m Cancel

p = eConsent — Admin and Clerical Page No: 15 of 23

[

A C 4

,A\“A Date Created:  Aug. 30, 2022

Q

e e. NANAIMO LADYSMITH .
Y .
¥™ PUBLIC SCHOOLS v1.6 Date Revised: Mar. 4, 2024



- e NANAIMO LADYSMITH . .
¥ PUBLIC SCHOOL: eConsent — Admin and Clerical

Print Student Emergency Release - Whole School List OR Individual Classes
Schools can export and Save OR Print Student Emergency Release for the entire school or individual
classes.

Path: Consent Form Reports > Click drop down arrow = Student Emergency Release > Checkbox = Show
Contact > Click Export to PDF OR Export to Excel

Send Form  View Sent Forms

Consent Form Reports

Form Type: | Student Emergency Release w | Grade:| _AN- v | Course Code:| __All-- v | Section:| __All- v Print Form | | Print Statistics | | Print Schools Statistics Show Contact
[ Export to PDF || @ Export to Excel

StudentD Y | Student Las..Y | StudentFir.. ¥ | Grade Y  HomeRoom Y | Parent! Y | Parent!Ph.. Y | Parent2 Y | Parent2 Ph.. Y | Custodyl.. Y | CustodylP..Y | Custody2.. Y | Custody2P..Y  Custody3.. Y  Custody3P..Y  Consent Y

Elementary Schools can generate a list by Grade or Home Room by clicking the drop-down arrow.

Send Form  View SentForms | Consent Form Reports

Form Type: | Student Emergency Release v | Grade:| —All-- v | HomeRoom:| —-All-- ¥ Print Form | | Print Statistics | | Print Schools StamsmBowtnntact
@ Export to PDF || [ Export to Excel

StudentlD Y | Student Las..Y | Student Fir.. Y | Grade Y | HomeRoom Y | Parentl Y | Parenti Ph.. Y | Parent2 Y | Parent2Ph.. Y | Custodyl.. Y | CustodylP..Y Custody2.. Y | Custody2P..Y | Custody3.. Y | Custody3P..Y Consent Y

Secondary Schools can generate a list by Grade or Course Code and Section by clicking the drop-down
arrow.

Send Form  View Sent Forms | Consent Form Reports

Form Type: | Student Emergency Release v | Grade:| _All.- v | Course Code:| __All-- v | Section:| __All-- ¥ Print Form | | Print Statistics ansmuo\ssgu;mwContan
NS

@ Export to PDF || @ Export to Excel

StudentiD Y | Student Las..Y | StudentFir.. Y | Grade Y | HomeRoom Y | Parent! Y | ParentiPh.. Y | Parent2 Y | Parent2 Ph.. Y | Custodyl.. Y | CustodylP..Y | Custody2.. Y | Custody2P..Y Custody3.. Y  Custody3P..Y Consent YT

Export to PDF or Excel
Pulling an Excel spreadsheet and adding filters will providing answers like:
e Which parent/guardian has not clicked Submit? = Null
e Which students have a Yes
e  Which students have a No
e Who is missing an Email

Print Schools Statistics

Running this report will show in detail how many students have eConsent forms YES, NO, and still
MISSING.

Path: Consent Form Report > Click drop down arrow = Cloud Consent > Click Print Schools Statistics
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On Behalf of Parent/Guardian

Admin and Clerical do have the ability to sign on behalf of parent/guardian and requires indication of
approval from parent/guardian, via signed paper copy or notes taken from phone call, all approvals are
required to be kept in the student file.

View Sent Form Tab - 4 Steps
Step 1: Select the Form to Signed On Behalf of Parent/Guardian
Click drop down arrow = Select Form Type:

e Student Emergency Release

e Cloud Consent

e Student Information Consent

chool: | NDSS - Nanaimo District Secondary v USE“I your name I

Send Form View Sent Forms Consent Form Reports /
Form Type:  Student Emergency Release '@ eview Consent Form | = Send Consent Form

B Export_ Selest Form Type...

Y | First Name

94" Student Information Consent

2. Individual Student
e Select individual student(s) by clicking the Last Name (text) for Alphabetical (See arrow
after Last Name to indicate sort order)

Form Type: | Student Emergency Release v

Export to Excel

_ Last Name T

e Select the Filter on Last Name, then choose operation to sort by adding Student Last
Name in Blank Field > Click Filter

Last Name + ﬂ Y | First Name

Is equal to v
Smith|

And v

Is equal to

Filter Clear

e Select student(s) by clicking the box next to their name, highlighting the row

StudentID N

p = eConsent — Admin and Clerical Page No: 17 of 23
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3. Fill Out Parent Consent Form
e Click the Detail Button

School:| BARS - John Barsby Community School v Use’
Send Form View Sent Forms Consent Form Reports
Form Type:  Student Emergency Release i

[ Export to PDF || @ Export to Excel
StudentiD Y | Student LastName Y | Student First Name Y Consent Y | Signature Date Y | Signature Y Requestor Y Note Y | CreateDate J

7 Detail

4. Form Pop-Up Window
e Fill out form answers on behalf of parent/guardian
e Signature = Authorized by: Principal First & Last Name

Signature: | Authorized by: Principal First & Last Name

e Click Update

v Update |GJ Cancel

P eConsent — Admin and Clerical Page No: 18 of 23
AN,
¢\“$ Date Created:  Aug. 30, 2022

A

e e. NANAIMO LADYSMITH )
Y .
¥™ PUBLIC SCHOOLS v1.6 Date Revised: Mar. 4, 2024



b

&

N

o= NANAIMO LADYSMITH
NANAINO LADYaR

rq

eConsent — Admin and Clerical

Cross-Enrolled Students
Students who are cross-enrolled to your school and information is being entering into eConsent using
“On Behalf of Parent/Guardian”.

Step 1: Obtain Parent/Guardian Approval

1) Email using Outlook for each parent/guardian separately the 3 forms (Contact communications
for up-to-date forms)
OR

2) Parent/guardian fills out paper copy of all 3 forms

Step 2: Find individual Student(s) and Create eConsent Record

Path: Click Send Form Tab > Choose Form type (must repeat steps for each form) >Use filter to search for
student(s) > Place checkmark next to each student(s) name > Uncheck “Send Form to parents email” >
Click Send Consent Form (Must click Send Consent Form to create Details Button on the View Sent Forms
Tab)

Send Form View Sent Forms Consent Form Reports
Form Type:  Student Emergency Release * | Preview Consent Form | Send Consent Form [ Send Form to parents email
Select Form Type... I
Student Emergency Release
Cloud Consent

Student Information Consent

Step 3: Click Refresh at the bottom of the screen
Path: Click View Sent Forms Tab > Choose Form type (must repeat steps for each form) > Click Refresh
bottom right hand of screen.

S

Step 4: Enter Information On Behalf Of Parent/Guardian

Path: Click View Sent Forms Tab > Choose Form type (must repeat steps for each form) >Use filter to
search for student(s) > Click Detail button > Follow steps above on entering information On Behalf Of
Parent/Guardian

Send Form View Sent Forms Consent Form Reports

Form Type:| Student Emergency Release o

Select Form Type... &
Student Emergency Release

Signature ... Y | Signature ¥ | Requestor T | Note Y CreateDate T  Grade Y | HomeRoom Y
Cloud Consent
Student Information Consent # Detail
’} eConsent — Admin and Clerical Page No: 19 of 23
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International Students - Semester Change

Step One - Update MyEd
e Enrolment status changed from Pre-Reg to Active
e Assign calendars
e Add Homestay Family contact information — International Department will supply

Step Two - Wait 24 Hours
Once the above information is added to MyEd it takes 24 hours for eConsent to update

Step Three - Missing Account (SAM'’s)
Step 1: eConsent Blank Accounts

Path: Send Form Tab > arrow drop down = Cloud Consent form > search for student > Bland Account

School:| BAYV - Bayview Elementary v Use I+Logout

Send Form View Sent Forms Consent Form Reports

Form Type:| Cloud Consent v | | Preview Consent Form | | Send Consent Form
[ Export to PDF || [ Export to Excel
StudentiD Y | Last Name Y | First Name Y | Grade Y | HomeRoom Y | CloudConsent Y | Accountt Y | Email Y | Form Sent Y  Responded A

No Account t

Please reach out and notify your School’s designated Student Account Manager OR email helpdesk to
connect you with your school IT support technician. ***New student accounts created by SAM can
take up to a couple of hours to appear in eConsent***

TIP: Make sure to click Refresh students from AD — Access to eConsent is Instant.

Refresh students from AD

Step 2: eConsent Accounts Display
Path: Send Form Tab > arrow drop down = Cloud Consent form > Search for Student > Account display
students SAM’s ID > move onto next steps

School: | BARS - John Barsby Community School v User: I+Logout

Send Form View Sent Forms Consent Form Reports

Form Type: | Cloud Consent v | Preview Consent Form | Send Consent Form | & Send Form to parents email
[ Export to PDF | [ Export to Excel

StudentiD Y LastName Y FirstName Y Grade Y | HomeRoom Y CloudConsent Y | Account Y Email Y FormsSent Y Responded T

Yes firstlastname

Step Four - On Behalf of Parent/Guardian
All steps are list above in document. Ctrl+F search ‘On Behalf of Parent/Guardian’ and follow all steps.
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What Will Priority 1 and 2 Receive

Priority 1 and 2 will receive an email with a blue hyperlink for each form emailed. Each link will display
the form name that is emailed.
Priority 1 and 2 will click link and fill out information as it pertains to their student.

Student Emergency Release

Please sign consent for Student Emergency Release

Reply | % Reply Al | — Formand | =
Phease sign consent for Student Emergency Release:
hiipre:/fstaltwed, cis be ca) ink_Student Emesgency Reloaca?uudentii=131 9057 ECode=READC 4030057471 JAOIT] DATRAIRASE
s ool H Srfbepnd, Confidestion, Sabjec! 9 cOfTIOL ROt intenden e oy ol e trow e sencier i confioeanier pe their
Faveabes or empieees of NEPS Recears of thil m0i) 0ve heminged tho TAy Mas! A2C fovwary fenfoeanal e wha i 10 Revefee L [f i S1E O Lhe NTESed MEISape reciseent, Slete COTICE The Sener 55 300 85 Dastible ond 0 ot
anaminns, ISRTE DF COTF TS EMGE. ANy WOUTROrTEd (e o disiosse i rosibited
Priority 1 and 2 MUST click check box (in Red Below) before clicking Submit
STUDENT EMERGENCY RELEASE
Student Name{ Student Name
Date of Birth:
School: John Barsby Commuypi hoo
Parent/Caregiver Name 1:| MyEd Priority 1 | phone Number.
Parent/Caregiver Name 2: | MyEd Priority 2 o Number:
In the event of an earthquake or other serious incident resulting in school closure, where I/we are unable to
collect our child(ren) from school, we as parent or legal guardian of student named above.
authorize the release of my above child(ren) into the custody of the following people: (please provide at least two
names) *Instructions for School Official: Please place check mark beside the name of person picking up
student(s).
Custody
Name ID Verification TELEPHONE 1 TELEPHONE 2
Maverick [ signature 000-000-0000 000-000-0000
O signature
[ Signature
ully realize that during a natural disaster such as an earthquake, my child(ren) will not be released from
school to another adult unless authorized by myself (as above); and that on the release of my child(ren) a record
shall be kept at the school of the person that picked up the child.
Signature: | M
*Please note that staff members will remain on site until authorized individual(s) are able to pick up your child(ren)*
Submit
Cloud Consent
Please sign consent for Clowd Consent
%3 Reply | %) Reply A3 | — Ferwand

Please sign consent foe Cloud Consent:

e, = withos v of " fher
pleie conszet

daseminare, ¥ e

568 b d-privacy/impa

Yes No

I give consent to the collection, use and disclosure of personal information that will occur through using the
listed applications and platforms on this page. | understand that my child's privileges to the use of these
tools is subject to their compliance with the school's Code of Conduct httpsy//www.sd68.be.ca/document/ap-
344-code-ofconduct/. | understand this consent will expire September 30, 2022

School Name ~ John Barsby Community School Teacher Name

Student First Name Student Last Name

Parent Signature
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Student Information Consent

Please sign consent for Student Information Consent

oy Reply | ¥y Reply A

Please sign consent for Student Infarmation Consent:
ittpesstaffurmb. 2968, be ca/fConsent/| Link Shsdent information Coneent?StudentiD=2315252ECod TEFBEGAS: £7221

This £-med i priege, confidentiol, SHOjeCT 19 SORVTRAL 3 Wbt the sender ”

iterinate, autritute

STUDENT EMERGENCY RELEASE
Student Nam.
School: John Barsby Communtty School

Please

Yes No

1 hereby authorize the school district to utilize my child's photograph and/or name in relation to a human
interest story which may be shared by a news outlet or on the school website, district website, newsletters
and social media sites (i.e. Facebook, Twitter, Instagram, YouTube).

Yes No
I hereby authorize the school district to allow the media (TV/radio/print/online) or district to use my child's
image and/or name in relation to a news or human-interest story (i. Track and Field results).

WallgRun Fied Trips

nd observe for

grifkanty enriched and expanded when s

O 1 understand that | will receive prior notice (ex. planner, email, newsletter) for each walk/run field trip my
child will be participating in.

O 1 would be interested and willing to volunteer on some walk/run field trips.

Volunteering i iving

Volunteers are important in the school. Schools rely on volunteers in the library, the garden, the classroom as
readers with students, as coaches for sports and for many school events and field trips. We now require ALL
volunteers working in the school and with students to have a Criminal Record Check. Information about
volunteering, the free online process for Criminal Record Checks and appropriate forms are available on the
district's website under www.sd68.bc.ca/ ies and Procedures/ Procedures/ 300
Students/AP 310 Volunteers. « All volunteers need to complete a criminal record check. » Volunteers within
the school must complete AP 310 Appendix B annually. « Volunteer drivers must complete AP 310 Appendix
C annually. » Criminal records checks are good for five years. Online form for Criminal Record Checks District
access code: UQAT7XXBHE Organization Contact Person: Paula Sled (paula.sled@sd68.bc.ca) Works with:
Please check box “Children and Vulnerable Adults”

Phone Number: Email Address:
Parent/Caregiver Name:

Signature:

Printable eConsent Forms for Parent
Please email IS-SAS@sd68.bc.ca for current eConsent forms to print and provide parents.

Q&A

Parent/Guardian Does Not See Email(s)
e MyEd
o Email address entered?
o Receives emails checkbox checked?
o Confirm email address
e Parents Email
o Check Junk Folder
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Parent/Guardian Email Only Show’s Submit Button
Parent/Guardian needs to copy and paste the link into a new browser. Their security setting has
an extra security feature.
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