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MY STUDENT 

The My Student feature provides guardians and students with the convenience of 

one central location for accessing all of a studentôs SIS data, including features 

such as Student Progress, Attendance, and Behavior information. You can also 

view your Calendar, Volunteer hours, Message Board, and Reminders & Notices.  

My Student requires Microsoft® Silverlight® software. Microsoft Silverlight 

provides an enhanced user experience by increasing interactivity and usability. 

With Silverlightôs intuitive and engaging interface, web pages behave more like 

high-performance desktop software, which helps increase accuracy and 

productivity.     

DOWNLOAD MICROSOFT SILVERLIGHT 

Users must have a broadband connection to use Silverlight. Additional system 

requirements are as follows: 

Windows Operating System: 

 Windows 7, Windows Vista, or Windows XP Service Pack 2 

 Intel® Pentium® III 450 MHz or faster processor (or equivalent) 

 128 MB of RAM 

Mac Operating System:  

 Apple Mac OS X 10.4.8 or above 

 Intel Core Duo 1.83 GHz or faster processor 

 128 MB of RAM 

Upon logging on to SchoolOne SIS for the first time, Guardians and Students will 

be prompted to install Microsoft® Silverlight. 

1. Click anywhere in the Microsoft Silverlight prompt that displays. 

 

2. Follow the browser prompts to complete the installation process. 
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Note: Depending on the browser you use, the steps for installing Microsoft 

Silverlight may vary.  

 

 

3. When the Install Silverlight prompt displays, click the Install Now button. 

 

4. Another prompt displays to confirm a successful installation. 
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5. Re-start your browser and log in to SchoolOne SIS again. Once you 

have Microsoft Silverlight installed on your computer, My Student 

launches immediately each time you log in to the SchoolOne SIS. 

MY STUDENT- FEATURE DEFINITIONS  

Note: This document lists all possible My Student features. Each school 

configures My Student based on the needs of its organization and users. Access 

to My Student features varies by school and user.  

1. Attendance: Displays a studentôs attendance calendar. 

2. Behavior: Displays behavior actions associated with your students. 

3. Calendar: Displays school and student events as well as your own 

calendar events. 

4. File Sharing: Allows guardians and students to search for and 

download shared files. 

5. Help: Displays user guide documentation, a technical support form that 

can be submitted to the school, and as a link to the searchable help file.  

6. Home: Displays alerts and information from the school such as 

announcements, events, recent file sharing, and volunteer opportunities. 

7. Message Board: Displays message boards. From Message boards, 

you can read and reply to message board topics based on your security 

permissions.  

8. My Account: Displays password and security profile information, which 

allows you to retrieve a forgotten password. 

9. Profile: Displays Student and guardian profile information, which allows 

guardians to make edits. 

10. Progress: Displays student progress report information. 

11. Reminders & Notices: Displays all reminders and notices. Guardians 

can acknowledge new reminders and notices and view previously read 

reminders & notices. 

12. Student Summary: Displays a printable page with student profile 

information.  

13. Volunteer: Displays all scheduled and completed volunteer 

opportunities. You can also search for and schedule volunteer 

opportunities.  

14. Widget: Page attributes that display on the Home and Student 

Summary tabs. Widgets can be re-arranged to display in a page 

arrangement of your choosing.  

ACCESS MY STUDENT  

Guardian or Student users who have Microsoft Silverlight software on their 

computers are taken directly to My Student upon logging in to the SchoolOne SIS. 

After logging in, several icons display the many features of My Student. Click an 

icon to access a feature.  
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For Guardians, if you are associated with more than one student, choose the 

student for which you will view My Student information by selecting a student 

name from the dropdown that displays in the top right corner, as shown below. 

 

MOVE WIDGETS 

Widgets that display on the Home and Student Summary pages can be configured 

to display in an order of your choosing. 

1. Click and hold in the header of the widget. 

2. Move the cursor toward where you are going to place the widget, and a 

widget icon displays.  

3. As the widget icon displays, drag and drop the widget in its new location. 

4. Continue to move all widgets into place. 

5. After moving all widgets to your preferred display order, click the Save 

Layout link to save your widget placement. 

COLLAPSE AND EXPAND WIDGETS 

You can also choose to show widget detail or collapse it to show the header only. 

1. Click the up-facing arrow icon that displays in the header of the widget to 

collapse it. 

2. Click the down-facing arrow icon that displays in the header of the 

widget to expand it.  
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HOME 

Home is the first feature that displays upon logging in to My Student. Home 

displays widgets that communicate alerts and information from a studentôs school 

such as announcements, events, recent file sharing, and volunteer opportunities. 

Some widgets display links to outside web pages or documentation. Click the links 

to view. 

Note: widgets that display on the Home tab may vary by school. 

 

STUDENT SUMMARY 

Student Summary displays summary level information such as student schedule, 

attendance, assignments due, recently entered grades, missing and late 

assignments, grades below threshold, and Success Plan. Clicking on the icons 

located within the icon bar will navigate you to the detail information associated 

with each.  
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 PROGRESS 

Progress stores all information pertinent to student progress, including Progress 

Summary, Report Cards, Transcripts, and Success Plan. Progress Summary, 

Report Card, and Transcripts are all printable. 

VIEW PROGRESS SUMMARY 

1.  From My Student, click the Progress icon. 

2.  When the progress submenu displays, select Progress Summary. 

3.  Progress Summary for the current or most recent school year and 

grading period displays. 
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TIP: The following describes the actions you can take from Progress Summary: 

 Click the Print Preview Link to view a printable version of Progress 

Summary for the selected student. 

 Click the View Progress Detail link to navigate directly to Progress Detail 

for the selected student. 

 Click a Class link to navigate to Progress Class Detail. 

 Click the Average (number) link to navigate to Progress Average Detail. 

VIEW REPORT CARD 

1.  From My Student Progress, select Report Cards. 

2.  The current or most recent grading period is selected. 

 

3.  If necessary, select a different grading period. 

4.  Click the Build link to view report card. 

5.  Report Card displays in a separate window. 

Note: As shown below, you will be notified of unofficial grades. Unofficial report 

cards also display with an ñUnofficialò watermark.  

 

VIEW TRANSCRIPT 

1.  From My Student Progress, select Transcripts.  

2.  The Transcripts page displays.  

3.  Click the Build link to view transcript. 

4.  Transcript displays in a separate window. 
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ATTENDANCE 

Attendance displays student attendance records for the current or most recent 

school year. You can also use the attendance feature to communicate directly to 

the school if your student is going to be absent or tardy on a given day.  

VIEW ATTENDANCE RECORDS  

1. From My Student, click the Attendance icon. 

2. The Attendance page displays the current or most recent attendance 

month for the student. 

3. Use the arrow links to scroll to previous or future attendance months. 

 

4. Use the Attendance Totals table to view student attendance for the 

current or most recent school year. 
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REPORT STUDENT ABSENT OR TARDY 

1. From My Student Attendance, click the Report Absent/Tardy button at 

the top of the page. 

 

2. The Absentee Reporting window displays. 

3. Enter Start Date and End Date for studentôs absence/tardy. 

4. Select reason for absence/tardy. 

5. Enter a Note to explain absence or tardy to the school (optional). 

6. Click the Upload button to send an attachment along with the 

absence/tardy message. 

7. Click the Submit button to send the message to the school. 
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Note: The availability of the Absentee Reporting feature varies by school and 

therefore may not be available. This feature serves as a school notification system 

only. Your studentôs attendance record is not updated instantaneously. 

 

PROFILE 

Profile displays guardian and student address, email, and phone information. 

Guardians can make updates to profile information directly from this page. 

EDIT PROFILE INFORMATION 

TIP: If only one address, email, or phone number displays, you cannot delete it 

since primary information is required. In this case, you can make edits to the 

primary information, or add additional information, mark it as primary, and then 

delete the incorrect information. 

You cannot make changes to names from this page. Contact the school for name 

changes. 

1. From My Student, click the Profile icon. 

2. The Profile page displays. 

3. Click directly in the Address, Email, or Phone fields and enter updated 

information. 

4. Click the File link to upload a file to send to the school regarding the 

profile update.  

5. Click the Save link to update profile changes. 
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VOLUNTEER OPPORTUNITIES 

The Volunteer Opportunities feature allows you to view your assigned and 

scheduled volunteer opportunities, as well as search for available volunteer 

opportunities. Should you volunteer for an opportunity that has not yet been entered 

in the system for the school, you can enter the opportunity and record time for it so 

that the school can be notified and officially enter the opportunity.  

VIEW SCHEDULED VOLUNTEER OPPORTUNITIES 

1. From My Student, click the Volunteer icon. 

2. The Volunteer Opportunities page displays, showing your scheduled and 

completed volunteer opportunities. 

3. Click in the column headers to change the sort order of opportunities that 

display (for example, click the Start Date/Time column to sort 

opportunities from newest to oldest or vice versa). 

4. Click the School Year header to filter your volunteer opportunities by 

school year. 
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5. Click the Information icon and select View Details to view information 

about a volunteer opportunity. 

6. Select Upload Attachment to send the school an attachment pertaining to 

a scheduled volunteer opportunity. 

 

EDIT SCHEDULED VOLUNTEER OPPORTUNITIES 

1. From My Student Volunteer, click directly in the Hours column for an 

opportunity. 

2. Enter the updated number of hours. 

3. If necessary, you can also select the Completed check box to indicate 

you have completed the opportunity. 

4. Click the Save link to update. 
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SEARCH VOLUNTEER OPPORTUNITIES 

1. From My Student Volunteer, click the Search Opportunities link. 

 

2. The Search Opportunities window displays opportunities for your 

selected studentôs school and current school year. 

3. To enter additional filters for a search, select School (if you are 

associated to more than one school), School Year, and Date.  

4. Click the View Details icon to view details for an opportunity. 
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SCHEDULE VOLUNTEER OPPORTUNITY 

TIP: All volunteers are added to the schedule or wait list in the order of sign up. 

If a volunteer opportunity has reached the maximum number of volunteers, you will 

be placed on the waiting list. You can move to the list of scheduled volunteers if the 

maximum number of volunteers is increased or if a volunteer is removed from the 

scheduled volunteer list. 

If you are on the list of scheduled volunteers and the maximum number of 

volunteers is decreased to a number less than your sign up number, you will be 

moved to the waiting list in the order in which you signed up for the event. 

There are two places where you can schedule a volunteer opportunity. 

Schedule an Opportunity from the Search Opportunities window (after clicking 

the Search opportunity link): 

1. Click the Schedule Opportunity check box to schedule an opportunity for 

the maximum hours listed. 

a. Click the Save link to update. 

 

OR 

2. Click the Opportunity name link (as shown above) to enter a specific 

number of hours for the opportunity. 

a. The Hours Opportunity window displays. 

b. Enter the number of hours for the opportunity and, if necessary, 

Notes. 

c. Click the Upload link to attach a document to your volunteer 

information. 

d. Select the Completed check box if you have completed the 

volunteer opportunity. 

e. Click the Save link to update.  
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REPORT VOLUNTEER OPPORTUNITY 

This feature allows you to record hours for a Volunteer Opportunity you have 

completed but are unable to locate in the system using the Search Opportunities 

feature. You will have the ability to record hours, add notes, and attach files as 

necessary. 

TIP: This feature should be used only when your volunteer event is not found when 

using the Search Opportunities feature.    

Volunteer opportunities entered into the system using this feature can be seen only 

by school staff members and will not be available to other users to search. The 

school must create the opportunity for it to be available to other users. 

1.  From My Student Volunteer, click the Report Opportunity link. 
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2. The Report Opportunity window displays. 

3. Enter information for the opportunity.  

4. If necessary, click the Upload link to upload a document for the volunteer 

opportunity. 

5. Click the Save link to update. 
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MESSAGE BOARDS 

Message Boards offer a platform for discussion. Based on permissions granted by 

the school, users may post message board topics and read and reply to message 

board topics posted by other users. Users may quote other message board posts 

in their own posts and report any inappropriate postings to an administrator. If your 

school has set up the Home page to display Message Boards, recent message 

board topics display on the Home page.  

POST MESSAGE BOARD TOPICS 

1. From My Student, click the Message Board icon. 

2. The Message Board page displays for the school of the selected 

student. 

3. If you are associated with more than one school, select school. 

4. Click the Message Board Title to view a message board. 

 

5. The Message Board displays with all of its active topics. 

6. Click the Add Topic link to enter a new topic 

7. The Message Board Topic - Add window displays.  
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8. Enter the Message Board Topic and Message. 

9. Enter the Expiration for the Topic. The Expiration date indicates the last 

date the topic displays. 

10. Select the Priority Topic check box for the topic to display as the first 

topic for the message board. 

11. Click the Post link to update. 

 

TIP: For message board topics you have created, you can: 

 Delete a topic using the Delete icon. 

 Close the topic using the Cancel icon. Users cannot post replies to a 

closed topic. A closed topic can be re-opened by clicking the Plus icon 

that replaces the Cancel icon.   

 Report an inappropriate message to an administrator using the Report 

(Exclamation) icon. Reported messages are immediately removed from 

Message Board to be reviewed by an administrator.  
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REPLY TO A MESSAGE BOARD TOPIC 

1. From My Student Message Board, click the name of the Topic. 

 

2. The topic and all its replies display. 

TIP: For a given message board topic, you may do the following, using the icons 

shown below: 

 Delete or Edit message boards you have created using the Delete or Edit 

icons. 

 Quote a message board topic in a reply using the Quote icon. 

 Report an inappropriate message to an administrator using the Report 

(Exclamation) icon. Reported messages are immediately removed from 

Message Board to be reviewed by an administrator. 

TIP: Privileges for a given message board may vary by message board and by 

school. 
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3. Click the Reply link to enter a topic reply. 

4. The Message Board Reply window displays. 

5. Enter your topic reply. 

6. Click the Post link to update. 

 

REPORT A VIOLATION FOR A TOPIC OR REPLY 

For any Message Board topic or reply, you can always report a violation to indicate 

to a school administrator that a message is inappropriate or offensive.  

1. From either a topic or reply, click the Report (Exclamation) icon. 
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2. The Message Board Violation window displays. 

3. Enter the reason for the violation. 

4. Enter Additional Comments, if necessary. 

5. Click the Send link to send the violation to the school.  

Note: All violations are immediately removed from message board to be reviewed 

by school administrators. A message may be re-posted at the discretion of school 

personnel. 
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REMINDERS & NOTICES 

Reminders & Notices allow schools to alert you to important messages. You can 

view and acknowledge Reminders & Notices right in the system. Once 

administrators add a reminder or notice, the system can send an email message to 

all users who must acknowledge the Reminder or Notice. If your school has set up 

the Home tab to display Reminders & Notices, you can also see a summary of 

new reminders & notices from the Home tab. 

ACCESS REMINDERS & NOTICES 

1. From My Student, click the Reminders & Notices icon. 

2. The Reminders & Notices page displays. 

3. By default, all Active Reminders & Notices display. As shown below, you 

can filter to a different Reminder & Notice Status: All, Expired or Future. 

4. Click in the column headers to change the sort order of files that display. 

(For example, click the End Date column to sort reminders/notices from 

newest to oldest or vice versa.) 

5. Click the View icon to review a Reminder or Notice you have already 

acknowledged or click the Edit icon to acknowledge a Reminder or 

Notice. 

 

6. The Reminders and Notices ï Read window displays. 

7. Click the Attachment and/or Links information to review a 

reminder/notice, if applicable.  

8. Enter a Note to send along with your acknowledgement, if applicable. 

9. After you have reviewed and acknowledged the reminder/notice, select 

the Marked as Read check box. 

10. Click the Save link to update. 
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11. Click the View icon from the Reminders & Notices page to review the 

reminder/notice after you have acknowledged it. 

FILE SHARING 

File sharing offers a repository of shared files. This feature stores files of all types, 

including images and video. You can search for files using a keyword search, and 

your school can elect to display recently shared files from the Home page. Users 

who upload files indicate who is allowed to view and download them.  

Note: File Sharing user privileges vary by school. Guardians and Students typically 

have File Sharing download privileges, and upload privileges are typically reserved 

for teachers and school staff. 

VIEW SHARED FILES 

1. From My Student, click the File Sharing icon. 

2. The Download Files page displays. 

3. Click in the column headers to change the sort order of files that display. 

(For example, click the Start Date column to sort files from newest to 

oldest or vice versa.) 

4. Enter a keyword and click the Search link to search for a file. 

5. Click the File Name to open a file. 
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BEHAVIOR 

View your studentôs behavior actions as they are entered by school personnel in the 

SIS. Your school can also elect to display a summary of recent student Behavior 

actions on the Home page.  

VIEW BEHAVIOR ACTIONS 

1. From My Student, click the Behavior icon. 

2. The Behavior page displays with Behavior actions from the current or 

most recent school year displayed. 

3. If necessary, select a different school year to view behavior actions. 

4. Click in the column headers to change the sort order of actions that 

display (for example, click the Start Date column to sort behavior actions 

from newest to oldest or vice versa). 

5. Click the View icon to view a behavior action. 

 

MY ACCOUNT 

My Account allows you to change your SIS password as well as establish your 

Security Profile so that you can reset your password should you forget it.  

You can also sign up for SIS Event Notifications from My Account.SIS Event 

Notifications send email alerts to guardians and students about school and student 

events such as announcements, volunteer opportunities, and student grade 

information.  
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CHANGE PASSWORD 

1. From My Student, click the My Account icon. 

2. When the My Account menu displays, select Change Password. 

3. The Change Password page displays.  

4. Enter your Current Password, New Password, and Confirm your new 

password. 

5. Click the Save link to update. 

 

SECURITY PROFILE 

Add your security profile question so that you can reset your password should you 

forget it. 

1.  From My Student My Account, select Security Profile.  

2.  The Security Profile page displays.  

3.  Select Security Question of your choice and enter an Answer. 

4.  Click the Save link to update. 
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EVENT NOTIFICATIONS 

Event Notifications apply to every school with which you are associated. To sign 

up for event notifications, you must confirm your email address and select the 

events for which you want to receive notifications and how often you want to 

receive them. 

For each notification you add, you can select a Twice Daily Summary, Daily 

Summary, or Weekly Summary of notifications. All summary notification items are 

delivered in one email message per Day or Week, based on your specifications. 

Note: All notifications sent to users based on the last information saved. Should a 

user enter data erroneously, but correct the error after the message has already 

sent, the updated data will be delivered with the next notification message. 

The Following Event Notification types are available: 

 Announcements: New school announcements. 

 Attendance: Absent: Notification that a student has a school absence for 

Daily or Class Attendance. 

 Attendance: Tardy: Notification that a student is marked as tardy for 

Daily or Class attendance. 

 Behavior: Notification that a student is involved in a behavior action. 

 Calendar: New & Updates: Notification that an event has been added to 

one of your associated calendars.  

 Emergency Alert: Notification that the school has issued an emergency 

alert. All users who sign up for Event Notifications receive Emergency 

Alerts. The system sends Emergency Alerts in individual email messages 

that are sent immediately, as needed. 

 File Sharing: Notification that a file has been shared.  

 Grades Below Threshold: Notification that a studentôs class average is 

equal to or less than the grade threshold set by the school. 

 Grades: Newly Posted: Notification that a new assignment grade has 

posted for a student. 

 Message Board Posts: Notification that a new message board topic or 

reply has posted for an associated message board. 

 Missing Assignments: Notification that a student has a missing 

assignment. 

 Reminders & Notices: Notification that you have been sent a reminder or 

notice. 

 Report Card: Notification that a studentôs report card has been marked 

official. 

 Volunteer Opportunities: Notification of the availability of a new 

volunteer opportunity. 
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SIGN UP FOR EVENT NOTIFICATIONS 

1. From My Student, My Account, select Event Notifications. 

2. The Event Notifications page displays. 

3. Enter your preferred email address and select Message Format. 

Note: Email Notifications cannot be received until your email address is verified by 

clicking the link included in the Event Notification introductory email. 

4. Select the Receive Notification check box to receive a Notification.  

5. Select Delivery Frequency for each Notification you select. 

6. Click the Save link to update.  

7. Upon clicking Save, a dialogue box displays reminding you to verify your 

email address. Click the OK button. 

 

8. The Event Notifications page displays once again. If notifications have 

been successfully updated, an ñEvent Notifications Updatedò message 

displays. 

Note: Should you change your Event Notifications email address, you must verify 

each updated email address. 
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9. Moments later, you will receive an email message from 

verification@schoolone.net. 

10. Click the link contained within the email to verify your email address. 

TIP: To ensure you will receive all notifications, add verification@schoolone.net 

to your email address book. 

11. Upon clicking the link within your verification email, you will go directly to 

the SchoolOne SIS. 

12. Log into the system and navigate to Event Notifications to confirm that 

your email address has been verified. 
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CALENDAR 

Calendar allows you to view school and personal events. The system supports 

multiple calendar types, which support both system and user-generated events.  

 Class Calendar: displays all class events including assignments and 

other events created by the teacher. 

 Groups Calendar: displays all group events created by group members.  

 Personal: displays all events associated with the user, plus any personal 

events created by the user. 

 School Calendar: displays all school events, holidays, non-attendance 

days, school start/end dates, etc. 

 Test Calendar: displays all school and relevant state testing. 

 Volunteer Calendar: displays all volunteer opportunities. 

Filter your calendar to display only the types you prefer to view. Calendars support 

multiple views: by Day, Week, or Month.  

You can also add events to your calendar based on security permissions granted 

by your school. Set up alerts so that the system sends you an event reminder 

email. You can also export your SIS calendar to outside calendars such as iCal 

and Microsoft Outlook. 

VIEW CALENDAR 

1.  From My Student, click the Calendar icon. 

2. In a separate window, your calendar displays with the current month 

view displayed. 

3. If you are associated to more than one school, select a school to view 

the calendar for that school. 

 

4. Click the Day, Week, or Month icons to select your preferred calendar 

view. 

Month View 

5. By default, month view displays when you first access calendar. Events 

for all calendar types display.  

6. Click the arrow links to scroll through past or future months. 
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Day View 

1. When viewing the day view of a calendar, click the arrows for the 

calendar thumbnails to scroll through previous or future months. 

2. For any month, click on the date to view the calendar events for that 

date. 

 

Week View 

1. When viewing the week view of a calendar, click the arrows for the 

weeks to scroll through future or past weeks. 

2. Click the arrows for the calendar thumbnails to scroll through past or 

future months. 
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3. For any month, click on the date to view the calendar events for that 

date.  

 

4. From any calendar view, click directly on a volunteer opportunity link to 

view details of the opportunity.  

 

5. When viewing a Volunteer Calendar item, you can sign up for the 

opportunity directly from the Calendar, by clicking the Sign Up link, as 

shown below.  
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CALENDAR FILTERS 

1. From any calendar view, select or unselect the check boxes next to the 

calendar types to view or hide any type. 

 

2. Click the Filter link to set up filters that allow you to see events only for 

students and groups that you select. You can save these selections to 

filter each time you view your calendar. 
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3. The Calendar Filters page opens in a separate window. 

4. From the Student header, select the students for whom your calendar will 

display. 

5. From the Class header, using the Add/Remove buttons, select the 

classes for which your calendar will display events  

TIP: You can filter Classes by selecting a Course from the dropdown.  

 

6. From the Groups header, select the check box next to the user group 

name to search for user groups. 

7. Click the Search link. 

8. When user groups display in the Available Groups box, using the 

Add/Remove buttons, select the user groups for which your calendar will 

display events. 

 

9. At the top of the page, select the Save Selections as Default check box 

to save your filter selections to display each time you access calendar. 
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10. Click the Save link at the bottom of the page to update your filter 

selections.  

 

ADD CALENDAR EVENT AND REMINDER 

1. From My Student ï Calendar, click the Add Event link. 

 

2. The Calendar Event window displays. 
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3.  Enter information for your event. 

4.  You can also click the Reminder link to set up a reminder for the event. 

 

5. The Event Reminder page displays in a separate window. 

6. Select the Private check box to send an email reminder to yourself. If you 

remove the Private check mark, a reminder will be sent to all users 

associated with the event. 

7. From the dropdown field, select how much time in advance of the event 

the notification must be sent. 

8. Click the Save link to update. 

 

 

9. You can also enter a link to an outside webpage. Enter Link and Link 

display text. 

TIP: Link Display Text is the text that displays in place of the web URL entered.  

This text is a hyperlink to the URL. 

10. Click the Browse button to search for a document to attach to the event.  

11. Click the Upload button to attach the selected document. 

TIP: You can also access your attachment directly from the calendar event. 

12. Click the Save link to update. 


