MLISD/OISD

Checklist for Parent Portal

· Identify Parent Portal manager
· Parent Portal manager’s name:  ________________________________________

· Alternate Parent Portal manager’s name:  ______________________________________
· District has identified the person who will put in User Notices.
· Portal manager agrees to address issues from parents and staff on the portal.
· IC Support has provided instructions on Mail Merge of parent’s names and GUIDs.

· IC Support has provided a Quick Reference guide for Parents.

· District verified that households are cleaned.  May choose to use census verification.
· Portal manager gets the portal options from building administrators and implements options in the application – as per district policy. Behavior will not be displayed on the Parent Portal.
· Quick Reference guide is customized by district to reflect school portal options. Communication should also include any details pertaining to processes that the district had put in place for posting of grades/fees etc that will be available to parents on the portal.
· A link to the Portal page from the school’s website is set up and who and how to contact at the school.
· District establishes a process for parents to request a portal account, receive account details, including new parents, and a process for resetting account passwords.
· Projected date for opening the parent portal has been communicated to IC Support.
Sign off for Completion of Parent Portal Implementation Plan

District Name: ________________________________________________________

Superintendent: ___________________________________________ Date: ___________

Portal Manager: ______________________________________________ Date: ___________

IC Support Representative:_______________________________________ Date: ___________
