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Using School Portal

How to Find a Subject

1. When you log in to School Portal, you will come to the main screen.

2. From the main screen, select Subjects. You can either choose Subjects from the top menu bar or in the
middle of the screen.

= [+ School Portal

Sample Elementary = Subjects = & Download Exports & Print Layouts " Flles

=14 X, = )

SUBJECTS DOWNLOAD EXPORTS PRINT LAYOUTS FILES

Brought to you by Strawbridge Studios Support Links
ST T =
STRAWBRIDGE

Power School

PLIC Go! Video Instructions
PLIC Go! Step-By-Step Instructions

PLIC Domain Whitelist

3. You will arrive at the subject display screen. From here, you can filter your subjects by teacher or grade,
change how the subjects are sorted or search for an individual subject.

School Portal

Sample Elementary ™ Subjects 4 Download Exports & Print Layouts

= All Subjects 4+ New Subject 8 Download Subject Directory X Upload Subjects Q, Find Duplicates

= 14 of 14 subjects 8 Download Subject Directory

Teacher = Grade ~ Sort Ascending ~ Search

Next Page -

Jennifer Anderson Sammy Barber Jason Brooks Isabella Carson

Student ID 258951 Student 1D 125874 Student ID 147368 Student ID

Teacher Brow Teacher Rose Teacher Childs Teacher Smitt
Grade 03 Grade 02 Grade o Grade 06 -
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Correcting Subject Data

1. If there is an error in the data, don’t worry! Click on the subject you would like to fix.

= School Portal

Sample Elementary = Subjects & Download Exports & Print Layouts " Files

= All Subjects + New Subject 8 Download Subject Directory L. Upload Subjects Q Find Duplicates

i= 14 of 14 subjects 8 Download Subject Directory

Teacher ~ Grade - Sert Ascending ~ Seareh

Q

NextPage -

Jennifer Anderson Sammy Barber Jason Brooks Isabella Carson

258951 fstwdentiv 128874 StudentlD 147360 st 325806
Teach Bron Teach R Teac Chil Teacher mith
Grad 03 Grad 02 Gradh 0 Grad [

2. You will arrive on the subject's profile page. Select Edit Data at the top of the subject's profile.

Sammy Barber
Sample Eiementary

“ [# Edit Data X Upload Photos & Print Layouts

Shoot # 431050

School # 131000

School Name 131000 Sample School
Sequence Number

Packages

Record Number

Code

Yearbook Pic

Custom @

Custom 5

Proof #

3. Select the field of the data you would like to edit. Update the information. Click Save.

Grade

Last Name
02 Barber
First Name Job Type
Sammie Fall

X Cancel
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Adding a New Subject

1. From the main page, select Subjects.
= (+] School Portal 2}
Sample Elementary = Subjects | & Download Exports & PrintLayouts  ~ Flles

~
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2. Click + New Subject under the Subjects menu.

= |+ School Portal

3. Enter the data for the new subject you would like to add into the New Subject fields, then click Save.

Grade Last Name
05 Doe
First Name Job Type

Jane
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Ading a New Sub_iecf (conined

4. Once you have added a new subject, you can upload an image for that subject by selecting Upload
them now?

Jane Doe
ample Elemeantary
Shoot #
School #
School Name

Sequence Mumber

Packagas

5. You will then need to find the image you would like to upload. Click Select File to Upload.

Grade Last Name
05 Doe

First Name Job Type
Jane

6. Once you find and select the image you would like to upload, click Open.

Drganize - Mew Folder
B Microsoft Tearms Chat Files
B Picturnes g
o
B Recordings :
& Jane Doejpg

B Desktop

b Drowenloads
B Documents

-
& Pictures

File narne: | Jane Doejpg w | iCustom filles [*.prge® jfif  pipe

| Upload from mohile Chpen Cancel




provided by

captura .
School Portal Instructions for

Using School Portal

/%f' "f‘%@'*. )

Adding a New Subject (continued)

7. Select Upload 1 Photo.

Jane Doe
samphe Elamerniary
i Info & Edit Duta L Upiosacl Phatng & Prind Layouwts
Select File to Upload L
B e | x
meiy Ready 10 uplnad

Upload 1 Photo >

8. Crop the photo with the cropping tool. Then click Save Crop & Finish.

Jane Dae

Save Crop & Finish
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1. From the main page, select Subjects.

School Portal

Sample Elementary = Subjects & Download Exports & Print Layouts " Files
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2. Select Download Subject Directory.

Isabella Carson

3. Choose how you would like your Subject Directory to be sorted and click Save.

Group By *

Teacher -
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Printing a Sublecf Directory (continued)

4. Your Subject Directory will take a few moments to generate. Once it is ready, click Download Now.

Download Subject Directory X

Your subject directory i1s ready for download.

DOWNLOAD NOW

5. Your Subject Directory will open automatically when the download is complete. You will now be ready
to save and/or print your Subject Directory.
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Printing Certificates

1. From the main page, select Print Layouts.

= School Portal

Sample Elementary ™ Subjects

& Download Exports

& Print Layouts " Flles

SUBJECTS DOWNLOAD EXPORTS PRINT LAYOUTS FILES
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2. From the Print Layouts page, select Certificates from the drop-down menu.

= School Portal

Sample Elementary ™ Subjects

&, Download Exports

& Print Layouts ~ Files

= All Layouts 'D Recent Prints

Edit Layouts

Certificates

= School Portal

3. Choose the certificate layout you would like to print. Click Select Layout.

Sample Elementary ™ Subjects

& Download Exports & Print Layouts

= All Layouts D Recent Prints

Edit Layouts
Certificates

= 70 layouts

* HONOR ROLL

e —

A11355- A Honor Roll
(White House) 5x7

A11363- A&B Honor Roll

A11364- B Honor Roll
{Monument) 5x7

(Monument) 5x7

A11365- Honor Roll
(Eagle) 5x7

I Select Layout I Select Layout

Select Layout Select Layout
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4. Preview the certificate and then click Continue.

= School Portal

Sample Elementary ® Subjects & Download Exports ~ #3 PrintLayouts ~ ~ Files

= All Layouts D Recent Prints Edit Layouts

Print Layout A11355- A Honor Roll (White House) 5x7

HONOR ROLE

John Doe

Butler

CONTINUE

5. Use the available filters to select the students receiving the certificate and click Continue.
© seiect subjects

= 2 of 14 subjects

Teacher - Grade - Sort Ascending ~ Search
04 - Last Name, First Name
ed Since Dat
k Select All (14) k Select Filter Results (2) k Select Page (2) 2 selected
% Exclude All (14} % Exclude Filter Results {2) ® Exclude Page (2)

Brynn D'ConneII‘ Brady Tomlinson‘

Student ID 456789 Student ID 456987

Teacher Steele Teacher Steele

Grade 04 Grade o4
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6. It applicable, check for duplicate subjects and click Continue.

o Check for Duplicate Subjects

Fields to check for matches:

First Name X Last Name X Student ID X

Mo duplicates found.

CONTINUE BACK

7. Preview the certificates to be sure all students are included. Click Print (#) Subjects.

o Confirm and Print

Photo to Use

\ \
FTIONOR T, o ¥ TIONOR FROIL, & T TIONOR FOTE, o
Bryeen OrCennell H Brady Tomiinsan ﬂ Sarevig Bartar B

—
—— —— kg

e
T —

|
[

Brynn O'Connell Brady Tomlinson Sammie Barber Isabella Carson

-------

Ryan Clark

PRINT 5 SUBJECTS BACK
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Printing Cerhflcafes (continued)

8. Your certificates will take a few moments to generate. Once they are ready, click Download Now.

Download Rendered Layout *

Your layout render 1= ready for downloed.

DOVWNLOAD MOW

9. Your certificates will open automatically when the download is complete. You will now be ready to save
and/or print your certificates.
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Printing ID Cards

1. From the main page, select Print Layouts.

School Portal

Sample Elementary ™= Subjects & Download Exports & Print Layouts "~ Files
SUBJECTS DOWNLOAD EXPORTS PRINT LAYOUTS FILES
Brought to you by Strawbridge Studios Support Links
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2. From the Print Layouts page, be sure Digital Services Single Print ID is showing in the drop-down
menu.

= School Portal

Sample Elementary ™ Subjects & Download Exports 8 Print Layouts " Files
= All Layouts ‘D Recent Prints Edit Layouts
1 - Digital Services Single Print ID -

3. Choose the ID card you would like to print. Click Select Layout.

studentin: [[Ji/]
2006002 :

Sample Elementary
School STUD ID

I Select Layout I
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Printing ID Cards (continued)

4. Preview the ID card to be sure it is the one you want to print. Click Continue.

@ Preview Layout

SAMIPIEE

ELEMENTARY SCHQQI

Student ID:
2006002

CONTINUE

5. Select the subjects that will be receiving an ID card. Click Continue.

@ setect Sunjects

= 14 of 14 subjects

Teacher « Grae = Images Sort Ascending Search

B Select Al (14) & Select Fiter Results (14) | b Select Paga (12) 4 selected
M Exclude Al [14) ® Cxclude Filter Reaults {14} % Cxclude Page (12)

NextPage

Jennifer Anderson Sammy Barber ‘ Jason Brooks ‘ Isabella Carson

Student Ik 325886
Teacher
Grade 08

Monica Jones

Student Ik 357158

Teacher Sanders Teacher Jonas Teacher Parex Teacher Rase

Grade oE Grade 12 Grade "w Grade L]
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Printing ID Cards (continued)

6. If applicable, check for any duplicate subjects and click Continue.

€D creck for Duplicate Subjects
Fields to check for matches:

First Marme = Last Marte * Studert D=

Mo duplicates found.

CONTINUE BACK

7. Preview the ID cards to ensure all subjects are included. Click Print (#) Subjects.

o Caonfirm and Print

Photao fo Use

Shudent i Student O
13574 | 1T

G
Shudent Do |
LT

Ryan Clark Clara Jones Sammy Barber Jason Brooks

Shuden i
[ -) |

PRINT 4 SUBJECTS BACK

8. Your ID Cards will take a few minutes to populate. Once they are ready, click Download Now.

Download Rendered Layout X

Your layout render is reedy for downlosd.

DOWNLOAD NOW

9. Your ID cards will open automatically when the download is complete. You will now be ready to
save and/or print your ID cards.
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Downloading an Export

1. From the main page, select Download Exports.

= [+ School Portal

Sample Elementary = Subjects | & Download Exports | & PrintLayouts  ~ Files

~
=14 | % =
SUBJECTS DOWNLOAD EXPORTS PRINT LAYOUTS FILES
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2. From the drop down menu at the top of the screen, identify which type of export you will need.
Click Download.

= School Portal

Sample Elementary  Subjects & Download Exports & Print Layouts " Files

N - -

Downloads Standard Formats Custom Formats

= 0 of 0 exports Auto Refresh

i Thereareno exports to show.

3. Complete the Export Options and click Download. Once you click Download, click Back to
Exports.

Download PSPA Yearbook Export
° Configure Export Options
0 Select Subjects

o Check for Duplicate Subjects

o Download

Your export is being rendered and prepared for download.

This may take a few minutes, but feel free to leave this page — We'll email you as soon as your download is ready.

I DOWNLOAD II BACK TO EXPORTS I
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Downloading an Export (continued)

4. Your download may take a few minutes. You will receive an email when the download is complete
or you can check the status on the Downloads tab. Once it is complete, click the down arrow to
access your download.

Downloads Standard Formats Custom Formats
= 10of 1export Auto Refresh
LAaen Subjects Date Exported Status
Format
] 3 ‘g
PSPA Yearbook 14 AprB, 2025 11:57 AM Completed 2 minutes ago n x

5. Once you click the arrow, the file will download and appear in the top-right corner of the page
where it can be opened. You can also locate it under Downloads on you CPU, but his will vary
depending on your operating system.

= [+ School Portal Downloads

Sample Elementary = Subjects & Download Exports & Print Layouts  ~ Files

B® 20250418_sample_elementary_pspa_yearbook_project_e
xport (2).zip
& Download PSPA Yearbook Open file

PSPA Yearbook

See more

Downloads Standard Formats Custom Formats

Auto Refresh

= 1 0f 1export

Chosen

— Subjects  Date Exported Status

Completed 2 minutes age E L

6. With the file opened, you will see the folders of images and the data output from School Portal.
This view will vary depending on the type of export selected.

01 02 03 04 05 06 08

PSPA Yearbook 14 Apr 18, 2025 11:57 AM

1 RS

Index.txt ReadMe.txt






