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4the login Page
Students

You will be able to log in to the Parent Student Portal (PSP) once you have an 
account created with your school. You will receive an email with your username 
and password, as well as additional instructions. Once your application has 
been approved, you will be able to use your username and password to enter 
the PSP. 

Authorized Users
An Authorized User is someone authorized to see a student’s personal and 
educational information. This can include parents, legal guardians, etc. 
Authorized Users provided to the school will receive an email allowing them to 
create a password, which will be used with their email address to log in to the 
PSP.

 » If an Authorized User is listed for more than one student, once logged in to the 
PSP, he or she will be able to move between each student using the student  
drop-down menu in the header. You will not have a separate login for each student.

password reset
You can reset your PSP password using the link on the login page. Clicking 
Reset Password will send an email to the email address provided. Once you 
receive the email, click on the link provided to access the PSP and create a 
new password. 

throughout this guide, we will 
be giving you some notes, 
tips, and other important 
information that will help you 
use the pSp effectively. Look 
for these icons along the way!
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5the PSP display

The Parent Student Portal is primarily made up of three areas: header, side 
navigation panel, and dashboard. The header contains information about the 
student being viewed, as well as shortcuts to navigate the PSP, while the side 
navigation panel controls what is seen on the dashboard.
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6header 
The header contains your name and student ID number, which you can click to sign 
out of the PSP. If you are an Authorized User with more than one student, you will 
see a list of your students in the drop-down menu. There are also several icons in the 
header including the Message Preview, Attendance, Student Faculty, Resources, and 
Preferences icons.

Message Preview
Any time there is an alert over the Message Preview icon in the header, it means you 
have unread messages. Click the icon to pull up a preview window. This will show you 
who sent the message as well as let you view the beginning of the received message. 
You can click a previewed message to view in the Message Center. 

attendance Warning
An alert will appear over the Attendance icon when attendance needs to be submitted.

Student Photo
Select the Preferences icon in the header to get to the settings page. Click Student ID 
and follow the steps below to change or add a new Student ID Photo. 

1. Click the Choose A File button.

2. Choose an image file as your new photo.

3. Your photo will appear on the page with a small box. Anything outside of the 
cropping box will be shaded a light gray. Move and expand the cropping box 
until it contains what you want to be seen. You can preview the picture you are 
cropping on the right side of the picture.

 » If you decide not to use this photo, you can click the Choose A File button again.

4. Once you have moved the cropping box to the correct position, click the Crop 
button.

request Student id Card

Select the Preferences icon in the header to get to the settings page. Click Student ID 
and click the bubble beside your address, then click the Submit button. 

Side Navigation panel
The Courses page is the home page for users logging in to the PSP. Here you can view 
past and current courses, as well as launch a current course.

The Community page acts as an online hallway where you can connect with other 
students. 

The Progress page is where you will view your graduation progress, course schedule, 
unofficial transcript, and register for standardized tests. 

The Message page is where you can view and write messages. 

The Attendance page is where you will go to enter your attendance.

if an Authorized User is 
listed for more than one 
student, once logged in to 
the pSp, he or she will be 
able to move between each 
student using the student 
drop-down menu in the 
header.

Message Preview

Attendance

Student Faculty

Resources

Preferences



Parent StUdent Portal USer GUide  |  Copyright © 2014 FLipSWitCh

7Courses Page 
Select the course you want to view under the Enrolled Courses section. 

On the Courses page, you will be able to access and view the following: 

 » Enrolled Courses

 » Past Courses

 » Gradebook

 » Course Progress

 » Notifications

 » Areas of Focus

 » Course Announcements

 » Grades

 » Launch Course 

gradebook
Beside the Launch Course button is the Gradebook button. Click this to see 
your grades in the selected course. 

It will automatically start with all Grades, but you can filter these grades by 
assignment type. To view specific assignments, you can click the following 
tabs: Exams, Checkpoint, Discussion, Project, Workbook, and Final Exam. When 
you click a specific assignment type, you view the progress grade for those 
assignment types, as well as how much weight in the course that type of 
assignment has.

 » Each class varies, so you may have tabs that differ from the ones that  
are mentioned above. 

Print Gradebook
In order to print your grades, click the Print Gradebook button. A new tab will 
open in your browser to help you print and retrieve your document.

If you want to go back to the Courses Dashboard, click the Dashboard button 
located next to the Launch Course button. 
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8Course progress
Use this to view your progress as you move forward in the course. As each 
lesson and activity is completed, your grade in the class will change according 
to your work. Click on a data point to view the progress grade for that specific 
day or week. You will also see how far you are in the course and how far you 
should be.  

 

days left in Course
This indicates how many days you have left to complete the course.

Progress Grade
This is the grade you currently have based on the assignments that should have 
been completed so far in the course. It also includes assignments that have 
been finished early. 

Final Grade
This is the grade you will have if you do not continue working in the course and 
if you were graded out of this course today.  

Areas of Focus
After completing an assignment, you can view the grade you received, as well 
as how many attempts are remaining. Many assignments allow you to attempt 
an assignment more than once, so this tool helps you see what you can work 
on in the class to improve your grade.

Days Left in Course are based 
off of operating days. this 
means weekends may not be 
factored in.

Your grade on the date you selected

Where you should be now

Lesson and activity you were 

at on the date you selected

Where you are currently
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9Notifications
View assignments that an instructor or teaching assistant has graded, replied 
to, or given feedback on. Grades will be available on a single line. Replies 
will have an Expand icon beside them so you can view what was written by 
the instructor or classmates. Any time a new assignment is graded, an alert 
with the number of new notifications will appear. Each new assignment is 
highlighted in a light red. Hover your mouse over the assignment to get rid of 
the alert.

Any notification with an Expand icon beside it can be opened so you can see a 
reply or feedback from the instructor. Click the assignment to see the response. 
Once you have read it, click Notifications below to go back to the list.

Course Announcements
View and comment on course announcements posted by the instructor. It is 
important to read these so you can receive important information about your 
course. 

Viewing announcements

Sometimes an announcement takes up a lot of room. When this happens, 
it will collapse to save space on your Courses dashboard. To see the whole 
announcement, just follow the instructions below. 

1. Select the announcement you would like to view. It will expand so you can  
 view the whole message. 

2. Scroll down to make sure you read the entire announcement.

3. Many announcements let you post a comment below. Write your comment  
 in the text box and click Post (or push Enter) to send it.

 » To respond to a comment, click “Comment.” 

4. To return to the other announcements, click All Posts in the top left  
 corner of the section.
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10Launch Course
To enter your class, click the Launch Course button. This will load the Learning 
Management System (LMS) in another tab in your browser.

instructor information
Underneath the course name will be the primary instructor’s name. There may 
be one or more teaching assistants also listed. Click a name to view a small 
window with basic information including phone numbers, a link to message the 
instructor, and his or her available office hours. 

To get to know your instructor better, read the biography available in the top 
right corner of the window. Clicking this allows you to view anything he or she 
has written. To view the basic information again, click Back. To get rid of the 
instructor information, click anywhere outside of the window.

Authorized Users will be able to 
launch a read-only version of 
the course.
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11Community
To get to the Community Settings, click the Preferences icon at the top and 
choose Community. You can also reach these settings by clicking Edit Profile on 
your Home Page. 

Community Settings

Community Photo
Your Community photo is different from your Student ID photo. To add or 
change your photo, follow the steps below. 

1. Click Choose File.

2. Choose an image file as your new photo.

3. Your photo will appear on the page with a small box. Move and expand the  
 cropping box until it contains what you want to be your picture. 

 » If you decide not to use this photo, you can click Choose File again to pick a 
new photo. 

4. Once you have moved the cropping box to the correct position, click the 
 Crop button. This will save the photo, but it may need to be approved by   
 your school before it can be seen.

You can decide if you want to have a Community page or not. To make changes, 
click the Edit icon on the top right of the dashboard. View the Privacy Settings 
section below. 

Not all schools allow students 
to use the Community.

Authorized Users can decide 
whether or not they want a 
student in the Community, 
and can override the settings 
a student has set for the 
Community.

Edit

Change picture 
to upload

Enter your “About Me” 
information here

Toggle Community 
On or Off
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12Basic Community Settings
To turn off the Community or have your preferred name shown if your school 
has this feature, click the On/Off button beside the desired section. When On is 
selected, it will be a light blue. When Off is selected, it will be a light gray.  

You will have an About Me section that you can fill in. Any text or pictures 
entered into the Community are reviewed before they will be posted. 

Privacy Settings
If you scroll down to the bottom of this page, you can set your Privacy Settings. 
Everything is based off the first setting. If only friends can view your profile, no 
other section can be open to the public. If only you can view your profile, no 
other section can be seen by friends or the public. If your profile is open to the 
public, you can adjust all of the settings below as Public, Friends, and Me Only. 

 » Authorized Users will see an additional section under Privacy Settings. It will 
say “Lock your student’s privacy settings.” Clicking On will make it turn blue. 
This will prevent a student from changing the settings an Authorized User has 
chosen. If Off is selected, it will be gray, and a student will be able to make 
changes to the Community settings.

terms and Conditions
When you enter the Community for the first time, a page with Terms and 
Conditions will appear. You can choose to print this by clicking the Print button. 
To move forward, scroll down and click the I Agree button. 

 

public refers to your school’s 
Community, and will not 
include anyone outside of it. 

Authorized Users can lock  
a student’s privacy settings.

if any changes have been 
made, you must click Save 
at the top of the Community 
Settings dashboard, otherwise 
all changes will be lost.
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13Basic overview
Search Bar – You will use this to search for people, groups, interests, and 
events. When you type in the search bar, it will begin to auto-populate a drop-
down list.

Search Results Window – A list separated by people, groups, interests, and 
events will appear as you type in the search box. You can use this to quickly 
choose who or what you are searching for. 

Community Side Navigation Panel – The Community has its own side navigation 
panel to help you find what you want faster. 

Notifications
Look here to see moderator feedback, actions on your Home Page, and the 
actions of friends and groups. You will be able to click blue words in order to 
go to a friend’s page, a group page, or comment. You can also accept friend 
requests.

My Community
You will view this screen first when you enter the Community. You can write a 
status and post it to your Home Page from this page. You will be able to see 
your own posts, replies to your posts, statuses, and posts made by your friends 
and by groups you belong to.

To add a status to your profile, write what you want to say then click Post.

home page
Here you will be able to see your profile header with About Me, Friends, 
Interests, and Groups tabs. Click the relevant tab to view that information. To 
edit your profile, click the Edit Profile icon. This will take you to the Community 
Settings page. 

You can post a status by entering text and clicking Post. 

Under the Home Page, you will be able to view your Community photo and the 
description of yourself that will be seen by others based on your Community 
settings. You are also able to see what you have posted, what your friends have 
posted, and any replies these posts have received. 

it is important to note that the 
Authorized User’s view of the 
Community will be very similar 
to the student view, but an 
Authorized User has a read-
only format.
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14 » about Me: View your name, picture, grade level, and location. You will also 
get to read the About Me you entered on your Community Settings page. To 
change your picture or About Me, click on Edit Profile and it will send you to the 
Community Settings page. Below your About Me you will see a page with your 
posts and posts your friend have made to your page. 

 » Friends: View your list of friends, shown alphabetically, by clicking on “View 
All.” You will see friends you have in common with each person. Select a name 
to view that friend’s profile. To return to your Home Page, click on “Back to Home 
Page.” 

 » interests: View a list of your interests by clicking on “View All.” You will get to 
see how many other people from the Community also have this interest. Friends 
who share this interest with you will be seen on the right side. To return to your 
Home Page, click on “Back to Home Page.”  

 » Groups: View a list of your groups by clicking on “View All.” You will get to see 
how many other people are in the group, as well as how many of your friends 
are in the group. To return to your Home Page, click on “Back to Home Page.”

How to add a Friend 
Add friends and accept friend requests in your Community.

1. Search for and then click the name of someone you want to be your  
 friend.

2. Under his or her name, beside the picture, will be a Friend “Name”  
 (e.g. Friend John) icon. Click this to send a friend request.

3. If someone has already sent you a friend request, you will see this in your 
 notifications. Click the Accept or Deny button to respond to the request. 

groups
When you are part of a group, a list of the group or groups will appear below 
your Home Page in the side navigation panel for the Community. If there is 
any new activity in one of these groups, a blue box with a number will appear 
beside the name. This will help you stay updated. 

Groups will have instructors managing them as sponsors. “Sponsors” can make 
students leaders in a group. If you are a “Leader,” that group will appear under 
the heading of “Leader.” You will be able to select a drop-down menu beside 
the Post button to choose if a post you make is seen as a post made by the 
group, or as yourself. 
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15Progress Page 
On the Progress page, you will be able to view your GPA, credits earned, 
graduation progress, schedule, and unofficial transcript. 

graduation progress 
View your progress toward graduation, including a breakdown of the 
requirements you need to meet for your selected academic path (diploma) and 
the classes you have already taken to get there.  Some schools display GPA and 
class rank, as well as additional progress bars to indicate tests, total credits, 
requirements, and core credits required for graduation.

Requirements and credits are different. You need a certain amount of credits 
to graduate, but those credits need to be in the right areas, so you could 
end up taking more credits than required and still not be able to graduate.  
Requirements help show the specific areas where you still need credits finished 
to graduate.

You can collapse a section (e.g. English, Math, Science) by clicking on the 
Collapse icon beside the title, and scroll down using the small scroll bar 
located on the right side of the window. Sections collapse when they have been 
fulfilled, otherwise they are expanded by default. 

Click to expand

Click to collapse

Requirement has been met

Requirement has not been met
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16My Schedule
In this section you can view your completed courses, current courses, and upcoming 
courses. You can sort the courses by Grade Level, Discipline, or Completed courses.

testing
This section allows you to view the tests you are enrolled in, as well as the tests you 
are eligible to be enrolled in. The Required Tests or Optional Tests sections should be 
expanded, listing any available tests. 

1. To enroll in a test, click the Enroll button beside that test name, or click the 
Registration button up at the top. 

2. Select a location using the drop-down menu.

 » Click “Map” to view where the location you chose above is. This will open in another 
tab on your browser. 

3. Choose a date and time using the drop-down menus. 

4. When you are ready to, click Submit to enroll for the test(s) you selected 
information for.

5. You will also be able to view your test results once the grades have been 
entered. Just expand the test to see your scores. 

Unofficial transcript
This section allows you to view your Unofficial Transcript. You can sort the courses 
by Discipline, School, or Date Completed. 

This section is automatically sorted by Discipline. To sort by School or Date 
Completed, select the desired filter on the right corner of the screen.

You can print your unofficial transcript by clicking the Print button. This will pull up 
another tab on your browser that you can select and print for your personal records. 
Official transcripts should be requested through your school’s registrar.
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17Message Center
View your inbox and create new messages in the Message Center. You can view 
it by clicking the Message icon in the header or selecting the Message Center 
page on the side navigation panel. Clicking the Message icon in the header will 
give you a brief view of unread messages.

1. To create a new message, click Compose. 

2. Clicking the text box with Choose Recipients will provide a drop-down list  
 of people you can contact and the course(s) they teach. 

 » To narrow down the list, begin typing a name until it shows up. Select your 
recipient(s).

3. Write your message in the message box located beneath the subject section.

4. Once you have finished writing your message, click the Send button found  
 beneath the message box. 

 » You have to write a subject in order to send a message.

5. If you choose to delete the message instead, click the Discard button 
 located next to the Send button.

Viewing a Message

View messages in the Message Center of the PSP.

1. To view a new message, click on its heading to see its full text. 

 » Messages and responses to those messages are combined under the same 
heading. The most recent message is expanded for you to read. 

 » If more than one message is in the conversation, you can view the previous 
messages by clicking the collapsed messages located above.

2. At the bottom of the screen is a box with “Reply to me,” and the  
 instructor’s name. Click this box to begin a message. 

If you want to archive a message, click Archive, which is found at the top of 
the Message Center. 

To go from one message to another without changing windows, click either the 
Next or Previous message icon.

If you want to search for a specific message in your Message Center, use the 
search bar located at the top right corner of the Message Center. Any messages 
with the keywords you enter will appear below. 
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18attendance
Attendance is submitted daily or weekly based on your school. Other than 
students, a school may also choose your Authorized User, a faculty collector, 
or an instructor to submit attendance. Your school will have specific guidelines 
as to when attendance is due, and if you do not turn in your attendance by the 
designated date, you will be locked out of every page except the Attendance 
page and the Message Center page. You will receive alerts and warnings to 
remind you to submit your attendance before you are locked out. 

If your school has you submit attendance by Hours, read the section below. If 
your school has you submit attendance by days, skip down to the Days section. 

Hours
Use the arrows to choose the correct times for each day. A total of your hours 
will appear underneath. 

 »  History: use the drop-down list to select which week to view.

*Only click Submit when you are ready to submit all of your attendance.

days
Click the appropriate button to select your attendance. A total of your days will 
appear at the bottom.

 F: Full day

 H: Half day

 A: Absent

 » History: use the drop-down lists to select which week to view.

*Only click Submit when you are ready to submit all of your attendance.


