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1) Loginto HCPSS Connect at www.hcpss.org/connect

hcpss

HCPSS Connect

HCPSS Connect provides access to a variety of student information and
classroom instructional tools offering personalized communication and
timely, relevant, and easily accessible information relating to your student.

© HCPSS Connect - Synergy will be unavailable on Sunday, October 16 from 10
a.m.-12 p.m.

Ll HCPSS CONNECT LOGIN

Trouble logging in? View instructions on resetting passwords. If you continue to have issues, please
contact your child's school.

2) a. Select the Family File menu item.
b. Click the link under your child’s name to enter Family File.

@)

Family File (Emergency Form)

ly

Family File

Attendance
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3) On the landing page, below the name(s) of your child(ren), click the button for the PTA/PTSA

Screen:
o +  HCPSS - FAMILY FILE (EMERGENCY FORM) . 9
Please continue 10 upda:e Infarmation for the ro!lnw.ng students
B teede

o ** PTA/PTSA President: Please click the button below to continue to the PTA/PTSA Screen.**

]

4) On the next screen, read the NDA, and click the checkbox to digitally sign the agreement:

() «  HCPSS - FAMILY FILE (EMERGENCY FORM)
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5) You must also complete the Privacy Training. Click the Privacy Training button:
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6) A new tab will open, and you will be logged into Canvas (you may be prompted to enter your

Public
Sifhll(]l
System

login on this tab). Watch this short presentation, and then click the Next button:
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= PTA President Community - Pages

PTA Data Privacy Training 2016

DATA PRI

[RAINING FOR PTA PRESIDENTS

To access the PTA Directory. you will need to complete the Data Privacy Training Module and sign the Non Disclosure Agreement.
Bresentation NSruchon
= T e m P Scieen s e [l con
= The presentation will atdvance on it own, of you may cick tw [ a1 the Bonom of the preseriasion 1o advarce 1o e e slide.
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Data Privacy and
Confidentiality Training
For PTA Presidents
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7) On the next screen, click the button to take the “Quiz”:

Home
Announcements
Modules
Discussions
Files

People

PTA President Community » Quizzes

PTA Data Privacy Quiz 2016

PTA Data Privacy Quiz 2016

Due No due date Points 1 Questions 1 Time Limit None

Take the Quiz

4 Previous

8)

Complete the “Quiz” and click button to Submit Quiz:

Home
Announcements
Modules
Discussions
Files

People

= PTA President Community > Quizzes

PTA Data Privacy Quiz 2016

PTA Data Privacy Quiz 2016
Started: Sep 27 at 12:35pm
Quiz Instructions

Questions
«+ Question 1

Time Elapsed: nice
1 Minute, 15 Seconds

Question 1 1pts

Have you watched the PTA C.
responsibilities with regard to this data?

Training ? Do you your

® Yes

Quiz saved at 12:36pm
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9) You will be presented with a screen indicating that you have passed the quiz:

= PTA President Community » Quizzes » PTA Data Privacy Quiz 2016

Home
s Submission Detaiis:
e i PTA Data Privacy Quiz 2016
nounce: Time 3 minutes
Modules Due Mo due date Points 1 Questions 1 Time Limit None
Current Score 1outof 1
Discussions.
Kept Score 1outof1
Files "
Attempt History
People
Attempt Time Score
LATEST Anempt 1 3 monutes 1 outor1
Scors for this quiz- 1 out of 1
Submitted Sep 27 at 12 38pm
This attempt took 3 minutes.
2 You passed!
| Question 1 1/1pts

Close out this tab and
return to the tab
showing the NDA
Have you waiched the PTA Training Do you screen

Your responsibiiiies with regard 10 this gata?

T o v

10) a. Close out the tab with the quiz results.
b. Return to the tab showing the NDA screen.

l:_} PTA Data Privacy Quiz 201..

ttps:/hcpss.instructure.com/ courses/9500/assignments/792071/submissi

—

Visited | | Getting Started |5 Latest Headlines

= PFTA President Community > Assignments » PTA Data Privacy Quiz 2016 >

11) Click the button to go to the PTA screen:
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12) You will be presented with some statistics in the colored boxes, and a list of the available
reports/files, with icons to select Excel format or PDF format. Click the icon to select a
report/file to download:

e We update these reports nightly with the most current information. You are encouraged to
download fresh versions on a regular basis to obtain the most current information.

e You will be prompted to create a password for the file you are downloading. Create the
password and click the Continue button. Each time you download the file, you will be
prompted to set a password.

Percentage of Family File Percentage of Students Opted <

Completed In To PTA/PTSA Directory

PTA REPORTS:
o PTA Duecroer 1 v Suoons - B
PTA DucToey 2 i Pasent - () B
Cuass LT B Hossmoou Teaowen - [0 (B
STUDENT LiST WiTH Homemoou Teacwes - [ B

13) You should then receive a popup allowing you to download or open the file. If you are

“opening” a document you may need to change the “Open With” application.

e Note: Some users have experienced a delay in this popup appearing, or the popup not
appearing at all. We are investigating this. It seems to be an intermittent problem. It is
suggested that you wait for a minute or so for the popup to appear, and then try clicking the
icon again. If you continue to have problems, please click the “?” and submit feedback:

() + HCPSS - FAMILY FILE (EMERGENCY FORM)

Percentage of Family File Percentage of Students Opted
In To PTA/PTSA Directory

O AmislCoparrern

L PTA Directory_By_Student pdf
which iz Adobe Acrobat Document (416 KE)
froenc blobe:

PTA REPORTS: What should Firefox do with this file?
PTA Dssecrosy 1 oy Stuoest - ) [B v z %
PTA Dwecrosy 2 oy Pasent - [ B Qdobe Ambsk ool

CLASS LTS B Homenoos Teacven - [ (B Sove File
STUDENT LIST wiTh HoseRoos Teacksn - [ B Do thes gutomatically fer files lice this from row on.
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14) When you attempt to open the file saved to your computer, enter the password you created
upon downloading:

.~ Adobe Acrobat Pro ol @ =
File Edit View Window Help
F) create - ‘ BPEee = | 1) 2 BB & Customize =

'1_ k Y ‘ [100% | ~ | H B Tools | Sign | Comment

Adobe’ Acrobat’ X1 Pro

Password

'PTA Directory_By_Student..is protected, Please enter » Document Open Password,

Enter Password: |l
[ ]

'&J Combine Files into POF

AN

] 2s21.par

& open.. [2{ Get Documents Signed

Each time you return to the PTA Screen in Family File to
download an updated file/report you will repeat all of the

steps EXCEPT for the Privacy training (steps 5-10).
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