SPS Parent Portal
Account Setup

Important Note: this documentation assumes you have a Parent Portal Authorization
Form in hand which includes an Access ID and Access Password (these are required for
completion of step 3). If you do not have this authorization you must work with your
students’ school to complete the “acceptable use agreement”, at which time the
required ID and Password will be issued.

To begin using the Parent Portal, you will need to complete the following steps:
Step 1: Parent Portal Login Page

Go to the SPS Homepage (http://www.springfieldpublicschools.com) and click on ‘Parents’ then the
PowerSchool for Parents link.

PowerSchool

for Parents

Step 2: Create Your Account
Click ‘Create Account’. This one-time setup must be completed the first time you access Parent Portal.

|2 PowerSchool

Student and Parent Sign In

| signin | Create Account |
Create an Account

Create a parent account that allows you to view all of your students
with one account. You can also manage your account preferences.

Learn more
Create Account

If you have already created an account, use the Login section to enter your user name and password, then
click ‘Sign In’. (skip to step 5)

Step 3: Enter Required Information
Enter all required information
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|2 Powerschool

Create Parent Account

First Name

Last Name

Email

Desired Username

Password

Re-enter Password
Password must:

-Be at least 6 characters long

Link Students to Account

Enter the Access ID, Access Password, and Relationship for each student you wish to add to your Parent Account
1
Student Name
Access ID
Access Password

Relationship
-- Choose \ 4

Note:

Email: enter the email address that you would like notifications/correspondence sent to.

Desired User Name: You will use this to sign in. (Must be case sensitive, no spaces, no email addresses, and no special
characters) Password: must be at least six characters long (case sensitive)

Step 4: Link Student(s) to Account

You can add all your SPS students to your single Parent Portal Account once you have obtained the Access ID and
Password

For each student, you must enter Student Name, Access ID and Access Password (these are provided to
you by SPS and can be found on the Parent Portal Authorization Form), and you must select the

appropriate relationship from the dropdown menu

Note: Access ID and Access Password are case sensitive.

Click ‘Enter’ after you have added all your students to your account.
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Step 5: Sign In

After you have successfully created your account, the following screens will display

Enter the username and password you created, and click ‘Sign In’ to access Parent Portal

|# PowerSchool

Student and Parent Sign In

| Signin | Create Account |

Select Language
English

Username

Password
Forgot Username or Password?

Step 6: Navigate Parent Portal

After you sign in, use the icons along the left side of the screen to view all available information.

Navigation
@ Grades and
“ia Attendance

Grade History

=1

05 Attendance History

l*‘d] Email Notification

‘ﬁ j Teacher Comments
'g -
_» School Bulletin

i/ Class Registration

@ Account Preferences

View information for another student on your account by clicking on a different name from the top left

menu

Revised: December 9, 2016



PowerSchool

Antar |brahim Shaniya

Navigation L Grades and Attendance | Standards
E Grades and ‘
i+ Attendance Grades and Attendance:

For detailed help on the Parent Portal, click the ‘Help’ link in the top right corner.

Welcome, Adam Sign Out

Step 7: Notifications

To setup notifications, click the ‘Email Notification’ link on the left of the screen.

.- Attendance History

"~ Email Notification

l—;\ s‘l Teacher Comments

Check off any information you would like to receive notifications on, including grades, attendance, and
assignments.

Select a frequency for the notifications by selecting an option from the ‘How often’ dropdown box.

You can check the box next to ‘Apply these settings to all your students’ if you would like to receive the same
notifications for each of your students linked to your account.

Click ‘Submit” when you have finished setting up your notification preferences.
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What information would you like to receive?

[Dfsummary of current grades and attendance

[Dpetail report showing assignment scores for each class.
Hlpetail report of attendance.

[Dischool announcements

[CiBalance Alert (Note: will only be sent when student is low on funds).

How often? Never [Z]

Email Address stefanellip@sps.springfield.ma.us

Additional Email Addresses
(separate multiple email addresses with commas)

pply these settings to all your students?

"] send now ?

Step 8: Sign Out
Click ‘Sign Out’ when you are finished working in Parent Portal.

Welcome, Adam | Help 1

I

Step 9: Reset Password

Go to the SPS homepage (www.sps.Springfield.ma.us) and click on “parents” then the PowerSchool for
Parents link

Select “Forgot Username and Password?”
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PowerSchool

Student and Parent Sign In

| Signin | Create Account |

Select Language
| English v

Username
l |

Password

Forgot Usemame or Password?

Enter username and the parent email on record Click

“Enter”
The system will send an email with the username on record with a link for the user to return to the login page.
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PowerSchool

Recover Account Sign In Information

| Forgot Password? | Forgot Userame? |

Parents, to recover your password, provide the information
below. Students need to contact the school directly.

Parent Username ¢
| |
Parent Email Address =

| |

If you are experiencing sign in issues, please contact your school for
assistance. For security reasons, PowerSchool is unable to assist
with sign in, password, or other accessibility-related issues.

Email text will resemble the example here.
Note: the link provided will only be functional for 30 minutes.

Example email:
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You recently requested a new password.
To reset your password, visit the link below. This link is valid for only 30 minutes.

https://sis.springfieldpublicschools.com:443/public/recover password.html|?
t=tee31SiwHoXUcDH8yghS3T000051fe

If clicking the link above does not work, copy and paste the web site address in a new
browser window instead.

If you have forgotten your username, click the "Having Trouble Signing In?" link on
the sign in page and follow steps for recovering your username.

Note: Replies to this message are not monitored or answered.

Select link
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Enter User Name and New Password and Confirm

Note: you must pick a password which has not been used by you previously Select
“Enter”

PowerSchool

Recover Password

Enter your username and password.

New password must:
-Be at least 6 characters long

Username

New Password '

Confirm New Password

Once your password has been updated you will be signed in. Please
remember your new password.

Step 10: Reset Username

Go to the SPS homepage (www.sps.Springfield.ma.us) and click on “parents” then the PowerSchool for
Parents link

Select “Forgot Username or Password?”
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PowerSchool

Student and Parent Sign In

| Signin | Create Account |

Select Language
| English v

Username
l |

Password

Forgot Usemame or Password?

Click “Forgot Username?” tab
Enter parent email on record
Click “Enter”. The system will send an email with parents’ user name, to the address provided.
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PowerSchool

Recover Account Sign In Information

’ Forgot Password? Forgot Username? ‘

Parents, to recover your username, provide the information
below. Students need to contact the school directly.

Parent Email Address G

If you are experiencing sign in issues, please contact your school
for assistance. For security reasons, PowerSchool is unable to
assist with sign in, password, or other accessibility-related issues.

Select Return to “Sign In”

PowerSchool

Forgot Password Email Sent

If the email address you provide is associated with an account
in our records, you will receive an email with instructions for
resetting your password. If you don't receive this email, please
check your junk mail folder or contact the school.

Complete Step 5 login
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