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Introduction

SchoolEngage is a comprehensive on-line form management system that facilitates interaction
between students, parents and the school. Key functionality includes on-line forms that provide a
user-friendly means to register new students, complete forms for existing students as well as
validate and update information. The system supports a streamlined workflow that can be
leveraged across any process involving management of forms from permission slips to
acknowledgment of policies, registration for transportation as well as many more. The following
guide provides detailed instructions on how to use SchoolEngage.
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Parent User Instructions

SchoolEngage is an on-line system that provides greater accessibility and flexibility for parents to
register their children, update student information, as well as complete any number of forms
required by the school or district. The information contained in this section will provide parents
with detailed instructions on how to:

e Access SchoolEngage
e C(Create an account and manage profile
e Add astudent
e View student profile
e Access, complete, submit and edit forms
o Examples include:
= New Student Form
= Files Upload
= Editing Submitted Form
e View previously submitted forms
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Parent Access to SchoolEngage

Parents can access SchoolEngage either through the PowerSchool Parent Portal or directly through
the web address provided by the school or district. Parents with children already enrolled in the
District should access SchoolEngage through the PowerSchool Parent Portal. Parents that do not
have children already registered in the school or district can access SchoolEngage through a web
address provided by the district.

New Parent Sign Up

Parents new to the District that do not have access to the PowerSchool Parent Portal access can
create an account directly in SchoolEngage. From the SchoolEngage Sign In page click Create new
account to establish a login.

@ SchoolEngage

Sign In

Email Please enter your email address
[ .

Please enter your email address

Password

Forgot password?

Create new account? m
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From the Registration screen complete the required fields to establish an account.

o Fields circled are required fields and must be completed
e Password is a minimum of 8 characters

0& SchoolEngage

Registration

‘ Email =

Please enter your email address

Password & Confirm a
Parent First Name - Parent Last Name &
Address 9
State/Province - Postal Code # City B
Home Phone . Cell Phone 0

D | agree with the Terms and Conditions

Already registered?

Once the required fields are entered click Register to confirm. Successful registrations are

confirmed with the message display below. User is then redirected back to start screen to proceed
with log in.

Success

You've been successfully registered.
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Existing Parent Sign In - Parent Portal

Parents with students already registered in PowerSchool should access SchoolEngage through the
PowerSchool Parent Portal. Once logged into the Parent Portal to access SchoolEngage click on the
SchoolEngage icon on the bottom left hand side of the navigation menu. Because user is already
successfully logged into PowerSchool there is no need to re-enter credentials to access
SchoolEngage.

GO0k School

gfgEe  Information
Account
Preferences

Qa SchoolEngage
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Existing Parent Sign In - Web Address

Parents who already exist as users within PowerSchool can also access SchoolEngage through the
web address provided by the school, although access through the PowerSchool Parent Portal is
the preferred means of access. When logging in, existing user accessing SchoolEngage for the
first time through the web enter their email address and click on Forgot Password. The system will
generate a new password and send it to the email address on file.

@n SchoolEngage

CAOADEN RCCONRC m

Existing parents who attempt to create an account in SchoolEngage will be advised that the email
address is already in use. In this case click on the Already registered to go on the main log in screen,
where you can restore the password by clicking Forgot password. A new password is generated
and emailed to the address on file.
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O SchoolEngage

Registration

‘ usen@intellimedia.ca =

This email is already in use

Password a Confirm a8

Parent First Name - Parent Last Name &

State/Province - Postal Code - City E

Home Phone . Cell Phone u]

| agree with the Terms and Conditions

Already registered?

Upon receiving the email containing the new password, go back to SchoolEngage and log in with the
new credentials.
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Home Page
Once logged into SchoolEngage the system will default to the Home Page where the district logo is

displayed along with any message created by the System Administrator. From the Home page you
can also fill in new forms as well as view any previously created or submitted forms.

= )

ABC Schools > o Form | @

Navigation Bar

The Navigation Bar is available in every screen and provides links to the following functions:

User Profile

Return to the Home Page
Calendar of events

Menu of Existing Students
Add New Students

Event Manager

Ul WD

0 SchoolEngage

& Add Student
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Add Student

To add a new student click Add Student from the navigation bar.

0 SchoolEngage

# Home

ﬁ Calendar

7= Students

& Add Student

Upon selecting Add Student the following screen will display requiring input of:

e Student Legal First, Middle and Last Name
e Date of Birth

e Gender

e Alberta Student Number (ASN) if known

Add Student

First Name ASN

‘ First Name | ASN

Last Name Birth Date

‘ Last Name | ‘ Birth Date
Gender

Middle Mame
! Q Male O Female

Middle Name

x Cancel
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Once all the required information is entered click Save.

Please note that a newly created student can only be edited or deleted until a form is created
under his/her profile at which time they can no longer be deleted or their basic information
modified.
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Complete Form

Once the student is saved the system displays the Student Page where the applicable registration
form can be selected and completed.

Students / Caren Sanford ‘

Forms c

> New Form | @)

v Registration Form m

08/20/1998 No applications. try to refresh

Caren Sanford

Female

No None

Click on the desired Form to display description, instructions as well as the link to view and
complete the application. In the following example the District has created a Student Form called
Registration Form. To complete the form click on New.

Forms

> New Form | ofo.’rn

w Registration Form m

Ne applications, try to refresh .

Once New is selected the Registration Form form displays and fields data can be entered.
Following are the options and considerations when completing a form:

e Mandatory fields are bordered in red
o Fields with specific format will display a hint

>
e Arrow buttons are available to navigate through the form.

STEPS: 13 4 5|6 |7 |8
e Completion status is displayed at the top of the page
o To save page click on Save located at the top of the page. After this all information inputted
on this page will be saved, and you can close Form and continue with it later.
e To submit the form click Submit from the last page of the form

Registration Form

STEPS: | <[>
Purpose
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Save Form

Clicking on the forward and backward navigation tabs will trigger the system to automatically save
the information entered. If the system quits unexpectedly all the information entered up to the last
click of forward or backward tab will be saved. To quit the form and continue completing it later
click on Save. Select the student from the Students tab in the navigation bar to display the forms for
that student. Forms that are in progress will display as New. Click on the Open button to resume
completion.

v Registration Form | (@) form requires attention m

Edit or Submit Incomplete Forms @)

Y Created Status -3

o
B |oe2z2016 0558 P [ Mew | B o

Forms that are saved but not yet submitted will generate a notification to the parent advising that a
student has form still not submitted. The school will not be able to view the form until it has been
submitted.

I Notifications (1)

0 Reminder to submit
Submit outstanding form for Lenore
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Delete Form

A form can only be deleted if it has not been submitted. Once a form is submitted the parent can no
longer delete it. To delete a form that has not been submitted click on the form from the Student
Page. Once it is displayed click on the trashcan on the far right hand side of the page.

v Registration Form | @) form requires attention

Edit or Submit Incomplete Forms @)

% Created Status L

B 08222016 0558 PM [ Nicw | Bia

[=]

Click Yes to confirm deletion of form.

Removing Application "Registration Form"

Are you sure you want to remove application "Registration Form™?
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Submit Form

Once Form is complete on the last page of the form click Submit for form submission.

Registration Form
STEPS: | <|»

Purpose of application

Are you agree vith tems?
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Schedule Appointment

Certain forms may require an appointment to be scheduled as part of the registration process. For
example, in the Pre-Kindergarten Registration an appointment for student assessment is
required. An appointment can only be scheduled once the applicable form is completed and
submitted. You will be presented with the screen where you can select appropriate day and time.
Please see page 15 for instructions on scheduling an appointment.
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File Upload

A District may require that files be included with the submission of specific forms. A common
example is a copy of a child’s birth certificate. This type of file would require the document to be
scanned and saved within the computer files to be uploaded into SchoolEngage.

Citizenship Status

Citizenship Permanent Resident (includes Refugee Status, if applicable

Please provide child's Canadian Birth Certificate or Canadian Citizenship Papers. You may upload them in Step 18 or by clicking on the paperclip icon in the student’s applications forms page. If you do not have the capability to
can and upload documents, please bring hard copy documents to the school of first choice.

Copy of Canadian Birth Certificate already on file with school

If a document is required the system will display the page Document Uploading and includes a
listing of the documents to be provided. Select the type of document from the Category drop down
menu then select Browse to locate the file to be uploaded.

Document Upload

Please upload the required documents

+ Birth Certificate
+ Any applicable immi
+ Any applicable leg:

documentation
entation

1f you da not have the capability to scan and upload documents, please bring hard copy documents to the schaal of first choice
Alberta Adoption Order

=
| Regietalon Form |
To add an additional file, repeat the same steps.
Document Upload
Please upload the required documents
« Any applicable legal documentation
If you do not have the capability to scan and upload documents, please bring hard copy documents to the school of first choice.
Alberta Health Card -
[iome. ]
Kindergarten Registration pdf [ gt Foer
Custom Field Migration docx =3

If the file is not loaded during the initial completion of the application it can still be added after the
form is submitted. From the Student page the submitted form is displayed and by clicking on the
upload button on the far right hand side of the screen a document can be still be attached.

v Registration Form | () form m

View Previously Submitted Forms 1

% Created Status

H 08/22/2016 05:58 PM E

I+
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Chose category and add new file.

Form Files

Alberta Adoption Order

L=

Kindergarten Registration.pdf (03/05/2016 10:41 A

Custom Field Migration.docx (08/19/2016 05:

x Close
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Edit Submitted Form

The option to edit a form after it has been submitted will depend upon the settings established by
the District. Depending on how the form is designed the options would include:

No edits permitted

Can be edited by Student
Can be edited by Guardian
Can be edited by Staff

Select the student from the Students tab in the navigation bar to display the forms for that student.
If the form can be edited after submission it can be selected and modified. If the field cannot be
edited a user will not be able to click on it. Click Save to update the form. A previously submitted
form that has been edited does NOT need to be re-submitted as changes will be visible to the
District immediately upon saving. Once a form has been approved or denied it can no longer be

edited.

Kindergarten Registration

[ =

STEPS: ,n IE
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View Student Profile

Select the student from the Students tab in the navigation bar. Page will display basic profile
information. This information can only be edited before a form has been submitted for the student.

After a form is submitted information in the profile screen is only can only be modified by the
School.

Caren Sanford > Registration Form | @) form m

08/20/1998

No None

Events and Appointments

In certain instance the School or District may create events and invite Parents to select a time from
pre-determined timeslots. Events can be accessed from the Student Page separately for each
student. If an event or appointment is associated with a particular form you will be directed to
event page to book an appointment once the form is submitted. To select and register for a specific
appointment click Schedule under the appropriate event.

Students / Abagail Paucek

’ Edit 1ich appointments are
¢

First Name Last Name

Abagail Paucek

Middle Name Birth Date

Abbey 12/22/1997

Gender ASN

Male 101019

i
Synced School
No None
:00 PM 11:00 PM
Events s = &

Some descirption
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Available time slots are displayed in green to indicate they are available.

Schedule

Title 09:00 PM 10:00 PM 11:00 PM 09:00 PM 10:00 PM 11:00 PM

To select appointment click on the desired time slot to display additional details for the
appointment as well as add any comments if required. Comments are visible to the school
secretary.

Schedule

School School #220
Group MNew Event
Date 08/29/2016
From 10:00 PM
To 10:30 PM
Location

Description

Comment Should both parents attend the appointment?

Click Schedule to book the appointment then click Yes to validate selection.
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Scheduling on Event "08/29/2016 10:00 PM-10:30 PM New Event"

Are you sure you want to schedule on event "08/29/2016 10:00 PM-10:30 PM New Event"?

G

Once the appointment is scheduled it will be displayed in the Calendar. Click on the event in the
date box of the calendar to display details of the appointment. Opening the appointment from the
calendar also provides the option to add the appointment to a calendar. Select the appropriate
option from the Add to Calendar drop down menu to be redirected to the calendar application.
Click Cancel Event to cancel the appointment.

21 22 23 24
28 29 30 3
10:00 PM-10:30 PM
Schoaol #220
MNew Event

Appointment

School School #220

Group MNew Event

Date 08/29/2016

From Mon Aug 29 2016 22:00:00 GMT-0600
To Mon Aug 29 2016 22:30:00 GMT-0600
Location

Description
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Notifications

The District or School can trigger notifications to Parents to communicate announcements and/or
requests for completion of specific forms. A common instance for notification from the District is
the request for Parents to verify and update student related data. When a notification is triggered a
number will display beside the Notification Icon in the navigation bar, indicating how many
notifications are waiting to be read. To access the notification the user can click on the Notification
icon.

'S

I Notifications (1)

o Reminder to submit
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View and Manage Parent Profile

Click on the Profile icon from the main navigation bar to view or manage the parent profile.

ﬂ. SchoolEngage

Libby

# Home

t"'j Calendar

& Students

-

Email Password

user@intellimedia.ca

FhkEkEFEE

First Name Last Name

Libby Sanford

Address: City

5125 Gino Shoal Lake Manley
State/Province Postal Code

Alberta T6J 454

Home Phone Cell Phone
1-201-520-2654 473.268.8117 x8826
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Click Save to confirm changes.

Edit Profile "user@intellimedia.ca"

Password

Password

Repeat Password

Repeat Password

First Name

Natalie

Last Name

Weber

Cell Phone

371-778-2437 x536

Click Change Email to modify Email information.

Address

58421 Savion Trafficway
City

North Lourdes
State/Province

Alberta
Paostal Code

T6N 1G1

Home Phone

528-061-5365 x0507

Email:

user@intellimedia.ca

x Cancel

Password:

FhkkkEkEE
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Fill in new Email and click Save to confirm changes.

Change Email

Please ensure you enter correct email
address.

Email

I Email

Repeat email

‘ Repeat email

Success

Please check your inbox for an email. You need fo click the
link in that email fo gef email changed..
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