American Samoa Department of Education

New Parent Portal Request Procedures -- Quick Reference Guide

This document provides step-by-step procedures on how the parents can get access into the new ASDOE Parent
Portal. This procedure will also guide the School Administrators on how to assist parents/legal guardianship on the
steps to take to access the Student/Parent portal to view their child’s academic progress. This document also provides
procedures on how to reset your password, see page 7.

Parents requesting Access to the New Parent Portal:

ion 1: Through th hool: Recommen jon for Paren

1. A Parent can request for a Parent Portal access with the school counselors or the school admin, in person,
via email or by phone call. The school officials (Principal, Vice Principal or Counselor) will need to
verify the identity of the parent/legal guardian before printing the Web ID and Password Letter and the
Parent Portal Access — Quick Reference Guide. The parent will provide the school officials with their
information and their child information. This information includes parents first and last name, email
address, their child’s name, grade level and school name.

a. Very Important: If the parent does not have an email address, the school will advise the
parent to create an email address to enable them to get access to the new parent Portal
web-portal.

2. Once the school official has the required information from the Parents; She/He will complete the
parent/legal guardian identity verification process. Also, update the Demographics and Contact
information of the students based on the parents’ information provided.

3. The School Officials will email the IDS Office with the required information and confirm the completion
of the parent identification verification process for a new requested parent Portal account.

4. When the IDS Office receives the email from the school officials, the IDS Office staff will generate the
Web ID and Password Letter for the requested student. The IDS Office will email the generated Web
ID and Password Letter to the School counselor and school admin to be printed and ready for the
distribution to the parents.

5. Once the school receives a copy of the letter, they will notify the parent to pick up the Web ID and
Password access information (letter).

6. The parent will receive from the school a copy of the Web ID and Password Letter and a copy of the
Parent Portal Access - Quick Reference Guide. This is required to complete the parent portal
request.
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Option 2: Through the IDS Office:

1. A parent can request for a Parent Portal account through the IDS Office by email or phone call. The IDS
Office will note the parents information, student information for confirmation.

2. The IDS Office will email the School Officials (Counselor, Principal or Vice Principal) to verify the
identity of the parent who is requesting for a Parent Portal account. In the email, it will state the name of
the parent making the request, the name of the school, Grade Level and school name.

3. Once the IDS Office receives confirmation from the school (a simple reply is sufficient for this part of the
process), the account is activated.

7. The IDS Office will generate the student Web ID and Password Letter in the system. A copy of the
Web ID and Password Letter for distribution.

8. Once the school receives a copy of the letter, they will notify the parent to pick up their access
information (letter).

9. The parent will receive from the school a copy of the Web ID and Password Letter and a copy of the
Parent Portal Access - Quick Reference Guide.

Parent Access from the Old Parent Portal System:

For the parents who had old access (username & password) from the old Parent Portal System;

1. The IDS Office will confirm the number of PC requests per school from the old system user list.

2. The IDS Office will generate the Web ID and Password Letters based on the number of requests tied
to a parent request to your school.

3. A copy of the Web ID and Password Letters will be emailed to the School Counselor/Admin for
distribution.

4. The school officials will conduct the Parent/Legal Guardian identity verification process, before the
distribution of the letter to the parent.

5. The school will contact/notify the parent to schedule pick up date and time for the Parent Portal access
information.

6. The parent will receive from the school a copy of the Web ID and Password Letter and a copy of the
Parent Portal Access - Quick Reference Guide.

Accessing the New Parent Portal:

1. A parent opens an internet browser window and enters the following URL web address,
https://ps.doe.as/public . Press “Enter” after entering the URL web address. The Student and Parent
Sign In page appears.

a. On the Sign in Page, click the Create Account tab.
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Student and Parent Sign In

Sign In Create Account /

Username ‘ | ‘

Password

Forgot Usemame or Password?

—— _—
b. On the Create an Account page, click

|2 Powerschool sis

Student and Parent Sign In

Sign In 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

The Create Parent Account page appears.

c. On the Create Parent Account page, enter the Parent’s following information:
e First Name
Last Name
Email
Desired Username (for the Parent Portal) — Create your own username & password
Password (for the Parent Portal)
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By entering/creating the Parent’s username and password this will be the username and
password the parent will use to log into the Parent portal after the account has been setup.
Passwords must be 8 characters long, must contain at least one uppercase and one lowercase
letter, must contain at least one letter and one number, and must contain at least one special

character.

Create Parent Account

Parent Account Details

First Name

Last Name

Email

Re-enter Email °

Desired Username

Password

Re-enter Password

Password  +Be at least *Contain at least one +Contain at least +Contain at least
must: 8 characters  uppercase and one one letter and one  one special
long lowercase letter number character

d. Link (Add) Students to Parent Account.

To add your children to your account, scroll down the page to “Links Student to Account” and
enter the Student Name, Access ID, Access Password and Relationship for each child that you
will add to your account. The Access ID and Access Password is on the letter you received from

the ASDOE ID5 Office, distributed by the ES & HS S5chool Admin. They will be the ones to verify

who are the real parents.
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Link Students to Account

your Parent Account

Enter the Access ID, Access Password, and Relationship for each student you wish to add to

1 \

Student Name

Access ID o

Access Password

Relationship - Choose

2

Student Name

Access ID

Access Password

Relationship

Scroll to the bottom of the page, click . Your Account is now set up.
Make sure you choose your relationship status for your child.
You will receive an email title: PowerSchool Account Email Verification on your email, please click on

the link to verify your account.

Once you have successfully setup your Parent Account you will then be able to log into your

account and review your child's progress.

2. You will now sign into the Parent Portal.

a.

Open an internet browser window and enter the following URL web address, https://ps.doe.as/public and
press Enter. The Student and Parent Sign In page appears.
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Student and Parent Sign In

Sign In Create Account

Username o ‘ | ‘

Password

Forgot Username or Password?

Oem

e —

b. Enter your Username and Password

c. Click The Parent Portal opens.

Weicome, | Help | Sign Out
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Resetting/Changing Your Pa r
If you forget your Password, follow the steps below to change your password.

1. Click Forgot Username or Password

[P Powerschool sis

Student and Parent Sign In

Sign In Create Account

Username ‘ | ‘

Password \
| Forgot Username or Password? |
)

2. On the Recover Account Sign In Information enter the following:
a. Parent Username
b. Parent Email Address
c. Click Enter

HF)) PowerSchool SIS

Recover Account Sign In Information

Forgot Password? Forgot Username?

Parents, to recover your password or if you have been provided a username and are setting
your password for the first time, provide the information below Students need to contact the
school directly.

Parent Email Address

Parent Username o
Oen

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.

N — —
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m?) PowerSchool SIS

Recover Account Sign In Information

Forgot Password? Forgot Username?

Parents, to recover your password or if you have been provided a username and are setting
your password for the first time, provide the information below. Students need to contact the
school directly.

Parent Email Address

Parent Username o
(c Tene]

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

For any questions or need assistance, please contact:

Integrated Data Services (IDS) Office
Email: asdoe.ids@doe.as

Telephone: (684) 699-2097 or 699-2098
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