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Where to Access Admin Accounts &

.‘ Permissions
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Admin Accounts

Users > Admin Accounts

H@ PowerSchool

roliment

.
rS Admin Accounts

Student Data

& Manage your accounts from here. You can search for a specific account by entering a part of the first name, last name or email address and then clicking the Find button
To show all accounts, cick the Clear Search link Create New Account

Create New Account

Clear Search

Find

Activate Portal Accounts

Reports Active Accounts

fowery EIC, Katie Use this option to activate one of more accounts So that they can
o ' . fogin.

& b . Wilkinson, Kayla

Users

Activate Portal Accounts

{Z} Import / Export Accounts
Configuration

| Choose File | No file chosen
Import / Export Account Permissions

| Choose File | No file chosen

Admin Accounts


https://docs.powerschool.com/PSEHA/users/admin-accounts

Permissions

Configuration > General > Choose Form >

Permissions

H@ PowerSchool

Rules Tags Permissions

Approval Criteria Views Student Record

You can filter the list by selecting the search criteria field, entering the ~
search criteria text and clicking the 'Find’ button. Admin Accounts

User Name ~ To manage all admin accounts for this
solution, or create new accounts, click

[ ] Clear the link below.

Manage All Admin Accounts

All User Account Permissions 1 Found | Page 1 of 1
Activate Portal

Create New Account il Add/Remove Existing Accounts Accounts

Use this option to activate one or more

5 no—— = - - accounts so that they can access the
Wilkinson, Kayla - Admin | Remove portal and log in.

1 Found | Page 1 of 1 Activate Portal Accounts

Import / Export
Permissions

Choose File | No file chosen
Export Permissions

Profiles

Permissions


https://docs.powerschool.com/PSEHA/configuration/general/student-data-configuration/permissions

.‘ Admin Accounts
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Admin Accounts

Review Accounts e Active, Pending, Disabled
Create New Account e Only gives access to the portal not the forms
Activate Portal Accounts e Sends instructions to users selected

Import/Export Accounts e Details Sections

Import/Export Account

PETTTI e e Permissions Section
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Account Details

* General Details
* Name
 Email
* Nickname
e Title
* Phone Numbers
* Fax
* Notes

H@ PowerSchool

H@' Enroliment

= Kayla Wilkinson

=

Student Data

# Back to Admin Accounts

= i Ed Account Status / Tasks
Appointments Details
Status: Active
Iﬂ hEsiEteiap Change Password

*LastName Willinson Reset Password

webinar@eic.com
Extended Permissions

May Manage Process Documentation
May Manage Appointments

May View Scheduled Job History
May Access Preview Link(s)

May Access Live Link(s)

Configuration
Roles

The following roles have been assigned.
Administrator

Configuration
Famiy Account Manager
Reporting

Admin Accounts


https://docs.powerschool.com/PSEHA/users/admin-accounts

Account Details

H@' Enroliment

= Kayla Wilkinson

=

Student Data

# Back to Admin Accounts

o C h a n ge Pa S SWO rd Appc?;m Details Edit Account Status / Tasks
* Reset Password I —_— cmpraces

e Wilkinson Reset Password

* Disable Accounts

Extended Permissions

May Manage Process Documentation
May Manage Appointments

May View Scheduled Job History
May Access Preview Link(s)

May Access Live Link(s)

Configuration o
& Phone (Othe

Roles

Phone (Ust

The following roles have been assigned.
Administrator

Configuration
Famiy Account Manager
Reporting

Admin Accounts
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https://docs.powerschool.com/PSEHA/users/admin-accounts

Account Details

e Extended Permissions

Manage Process Documentation
Manage Appointments

View Scheduled Job History
Access Preview Link(s)

Access Live Link(s)

H@ PowerSchool

H@' Enroliment

& KaylaWilkinson
Student Data

# Back to Admin Accounts

Details Edit Account Status / Tasks

Appointments
Status: Active
Change Password
Reset Password

Extended Permissions

May Manage Process Documentation
May Manage Appointments

May View Scheduled Job History
May Access Preview Link(s)

May Access Live Link(s)

Roles

The following roles have been assigned.

% Administrator
Configuration
Famiy Account Manager

Reportng

Admin Accounts


https://docs.powerschool.com/PSEHA/users/admin-accounts

Admin Accounts Roles

*Only PS Can Assign

Super Admin Administration Configuration

Family Account
Manager

Reporting

e AllRoles and * Manage e Alter districts
extended other admin configuration
permissions accounts * Access to
auto * Access to the General Tab
assigned General Tab « Access to
except for Form Builder
Manage (if enabled)

Appointment

n@ PowerSchool

Ability to
view family
accounts

Access to
general
reporting
features







How To

01

Creating a New Admin
Account

H@ PowerSchool

02

Adding/Removing
Admin Accounts to a
form

03

Creating a New Profile
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Permissions

Search Accounts e By Username, Profile Name, Workspace Filter

* Need to go to Admin Accounts to add Role/Additional
Permissions

Create New Account

Add/Remove Existing

e Give/Takeaway the ability to access the form
Accounts

e Edit/Assign a profile/permission rules to admins account for

Edit Account Permissions that form

n@ PowerSchool




Permissions

\WEETLWA | WAYo Il [aW-AYe(ee1U[g} & * Takes you to the general account page
Activate Portal Accounts e Will send email to non-active account with instructions to activate
Import/Export R anal S eg » Show admins as well as their profiles/rules
Profiles e Set of permissions you can assigned to admins

Import/Export Profiles e Ability to see all profiles and what is included/not included in each

n@ PowerSchool




Profiles

e Permission checkboxes are unique for each
profile and configured based on what each
group needs

test Profile

Rules Tags Permissions Approval Criteria Views Student Record

« Back to Permissions
Profile Title

Roster  Submission  Process Documentation = Reporting

Access to Submission Workspace

General Permissions

M4 M . Tasks Views Tags
* New Student/Restricted forms will include
[ Import Submissions No custom views have been defined for this () Adminustrative Follow-up
[0 Detail View Workspace () Polished

[ Quick View [0 Printed

the following tabs
* Pre-Submission (optional)
e Submission

Student Record Views

) Edit Records
) Import from File () Al Fields Print Templa(es
[ Export () Document Upload

Health Information

) Export Change Report

[0 Health Information 2022-2023

Print Forms. Filters
[ New Student Registration
H ' Covrioad home () Approved Records O Private Form
* Process Documentation Epu— e

() Reset Records to Pending Approval

Uploaded Documents

() Discard Records

([ Recover Discarded Records [ Address Verffication 1

* Reporting
* Returning Student/Private forms will include
the following tabs
* Roster
e Submission
* Process Documentation
* Reporting

[ Link Records [ Admin

[ Admin Document

[0 Send Emails

() Print Letters () Birth Centificate

Permissions

H@ PowerSchool


https://docs.powerschool.com/PSEHA/configuration/general/student-data-configuration/permissions
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Admin Notifications Options

*Only PS Specialists can set these up

You can have emails go to
specific staff based on these

Submission When student records are submitted by
3 actions Notification parents

Approval When student records are approved in the
Notifications workspace

Delivery When student records are delivered from
Notification Enrollment to SIS

n@ PowerSchool




Admin Notifications Logic

*Only PS Specialists can set these up

You can have notifications
sent based on criteria

I IR =Yele] 28 5B No matter the school/grade etc

On|y YWigl=lgh ! » Example would be only
criteria is receiving a notification email

when school equals A and they
met answer no to medical issues

HJ@ PowerSchool




How to Submit a Request to Support

*Only PS Specialists can set these up

“I would like to set up the following admin notifications;

- Staff A, B and C receive a submission notification for when a record is submitted for school A
- Staff D and E receive an approval notification when a record is approved and say yes to

medical issues
- Staff F, G, and H receive a delivery notification for all records”

e Just let PS support know what you want included in each notification email
* You can include info from the submitted record (see example below)

Example Submission Notification Email

*is*Action: Title*is* has been submitted
for *is*FamilyMember:FirstName*is* *is*FamilyMember:LastNam
e*is* on *is*Submission:DateSubmitted*is*

Grade: *is*stu_EnrollGrade*is*
School: *is*stu_School*is*

n@ PowerSchool
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Resources

Admin Accounts Self-Service Capability Matrix

Permissions
Profiles

Rules - Permission

n@ PowerSchool



https://ps.powerschool-docs.com/enrollment/latest/admin-accounts
https://help.powerschool.com/t5/Enrollment-Administrator/Self-Service-Capability-Matrix/ta-p/131637
https://ps.powerschool-docs.com/enrollment/latest/permissions
https://ps.powerschool-docs.com/enrollment/latest/profiles
https://ps.powerschool-docs.com/enrollment/latest/rules

@ Upcoming Events & Webinars
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Upcoming Events

Enrollment Office Hours
Wednesdays @ 11am ET / 8am PT

https://help.powerschool.com/t5/Enrollment-Office-Hours-and/Register-
Now-for-PowerSchool-Enrollment-Ask-the-Experts-2023/ta-p/453326  *Recordings found here

n@ PowerSchool



https://help.powerschool.com/t5/Enrollment-Office-Hours-and/Register-Now-for-PowerSchool-Enrollment-Ask-the-Experts-2023/ta-p/453326
https://help.powerschool.com/t5/Enrollment-Office-Hours-and/Register-Now-for-PowerSchool-Enrollment-Ask-the-Experts-2023/ta-p/453326

Upcoming Webinars

https://help.powerschool.com/t5/Enrollment-Office-Hours-and/Register-Now-for-Enrollment-PowerUps-2023/ta-p/453567

Year-Round Update — During this session, we will
cover the basics of what is Year-Round Update
including how to use it, who can use it and when it
should be used.

August 15th

Add Ons — Want to learn more about some of the additional
tools that Enrollment has? Come join me in learning about some
of the add-ons which include payments, appointment
management, school recs, school locator, etc.

September 19th

School Choice— During this session, we will cover what

is School Choice and the general process when using it.
We will also cover some best practices, tips & tricks etc.
October 3™

n@ PowerSchool


https://help.powerschool.com/t5/Enrollment-Office-Hours-and/Register-Now-for-Enrollment-PowerUps-2023/ta-p/453567

0 Questions
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