Accela
School

PAPERLESS EDUCATION

ecollect

PARENTS' GUIDE TO ECOLLECT

Last Revised January 19, 2018



I
Acgera | ecollect

PAPERLESS EDUCATION

TABLE OF CONTENTS

g T oo [Tt o) o OSSPSR 2
ACCESSING ECOIEEE FOMIS vttt ettt ettt ettt e e abe et e eabeesseeenseensees 3
Ecollect Parent Prefer@nCes. .. ..o i 4
FIllING OUL @ FOMM .ttt ettt et et ettt et e et eeabeeeateeabeassbeenseaesbeenseassseenseenes 5
SUBMITEING @ FOIM 11ttt ettt ettt et et e e st e e bt aeateesbeestaeesseaesbeenseanenas 6

AADPIOVA et 7




I
Acgera | ecollect

PAPERLESS EDUCATION

INTRODUCTION

Ecollect is a data collection system integrated into PowerSchool. Your student’s district has implemented
Ecollect to share forms with you. These forms will be used to interact with the district in a variety of ways.
All forms will be shared with you via the Parent Portal in PowerSchool. You will see a new “Ecollect” link
on the left-hand navigation bar. Use this link to access any forms shared with you — no more depending
on your student to bring them home! Forms submitted by you are automatically accessible to school

staff via their PowerSchool portal.

We're confident Ecollect will increase communication with your student’s school and make it easier for
both the school and you to complete necessary paperwork in an easier, more efficient way.
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ACCESSING ECOLLECT FORMS

Ecollect forms are accessed from your PowerSchool account. No separate login is necessary. Forms are

tied to your child’s record and can be accessed from the Ecollect Forms link in the left navigation
column.

=]
7 2 4 .
Navigation School Forms | Teacher Forms < Click here to access forms from teachers
@ Grades and o ) ) [y
Attendance Form Listing for Kakac, Brittney Lily ("_CO“eCf
Grade
History
Your Ecollect preferences haven't been configured.
Attendance
History
Email To configure if and how you'll receive notifications for Ecollect forms, please use the button below to set your preferences.
mai
=] Notification
el Ieacneniil Enable email notifications —p (S emm—"
I Ecollect
| € Forms
Ecollect Forms
y= Student
<. Support . hb
earci OX
o Category —> ‘ Ecdl ‘ Category progress bar
7 Bulletin K
|
I% Class Ecollect Enroliment Packet
Registration
> Status Form Name Form Description Categol Last Enf
@ Balance = o=t o
Submitted H - Student Contacts Additional emergency contacts fora  Ecollect Enrollment Packet 2017-10-11
14 rgency
@ My Schedule student (unlimited) 16:14:48.0
rwam School - Emotv J - Health Information Enroliment Forms Ecollect Enroliment Packet

Here you can see all the forms that the school has made available to you. To see forms your child’s
teacher has shared with the class, select the Teacher Forms tab.

Forms may be grouped into categories. As you complete forms, the status bar for that category will
change from red to green.

You can search for forms by Status, Form Name, Form Description, or Category using the search box.
A form can have one of four statuses, indicated within the status column.

Legend

Icons g - Form Empty g - Form Approved / Populated @ - Form Not Approved @ - Form Rejected

The status of g EMpty indicates that the form has not yet been submitted; @ Submitted indicates that the

form has been successfully submitted.
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ECOLLECT PARENT PREFERENCES

A form may be set up to send notifications to parents when it is submitted for the student by a teacher
or administrator or when the status of a pending form changes. Use the Ecollect Parent Preferences on
the Ecollect Forms page to indicate whether you would like to receive these notifications.

Parent Preferences

Enable Parent Notifications
Yes© No ()

Notification Email

To add more than one email address,
separate by commas; e.g. E

“janedoe@mail.com, billdoe@mail.com*

’ Save ’ ‘ Cancel ‘

Clicking on the button will open the Parent Preferences dialog. Here you can choose whether you wish
to receive notifications and, if you do, which email address(es) you would like them sent. Once set, the

button changes from golden to white.

Ecollect Parent Preferences

You can access these settings any time from the Ecollect Forms page.
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FILLING OUT A FORM
To open a specific form, click on the form name within the form list.

| A - Demographics B - Birth Verification C - Residency Verification D - Previous Enroliment and Records Release E - Academic History >

Form ribbon There are 2 previous responses to this form. <= Archive header

Em“eCf A - Demographics

Enroliment Forms

On this form you can enter the student's basic personal information, home address and mailing address if it is different. Please note Age is
calculated based on the currently saved Date of Birth. If you submit a change to this date, it may take a few minutes to reflect this change.

Student Information

First Name * Last Name * Middle Name
Brittney Kakac
Home Phone * DOB * Graduation Year
#i#) ##4-###4 <= Formatting hint
i N 01/20/2004
1-555-555-2968
LN [ T P

Above the form is the Form Ribbon. This allows you to move between forms within a category without

having to return to the Ecollect Forms page. Use the arrows on either end of the ribbon to scroll to see
more forms.

Just below the Form Ribbon is the Archive Header. If a form has been previously submitted, the archive
header gives you the ability to view these submissions.

The rest of the page is the form itself. Fields with the % icon are required fields. They must be filled out
in order for the form to be submitted.
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SUBMITTING A FORM

Once the form is filled out, press the Submit button at the bottom of the page. Your form will be
submitted and reloaded. If the form submission was successful, a pop-up window will open thanking you
for the submission.

Next to the Submit button is an arrow that brings up a couple of options for submission.

For some forms, the first may be “Submit for Family”. Choosing = Submit for Family

. . . . . Submit & J to...
this option will allow you to choose which of your children you Fon:Usﬁn:mp
would like this submission to apply to. This is useful for a form Chart Test 4.0.3
that is not student specific, such as Emergency Contacts. It :_z':ft:'o'a Many Elements
ject Tes
should not be used on forms that have student specific fields, Test Submit For Family and Approval
such as the student’s name or birth date. Using “Submit for Testing Custom Styling

. . . . Testing archive by responder
Family” will change the name, for instance, for all the children ) )
Testing archive by year

for which you submit the form to the same name within the Testing Calendar Hand Picked Providers
school/district records. m
The other option is to “Submit & Jump to...". Below this option is a list of pages you can open after

submitting this form, either the Ecollect Forms page or a different form.




I
Acgera | ecollect

PAPERLESS EDUCATION

APPROVAL

A form may be set up to require a school or district administrator to verify the information in a form
when it is submitted. When that is the case, the form will go into a pending state until the administrator
approves or rejects the submission. A pop-up window will open on submission, informing you the form is
pending approval.

Warning

This form is currently pending approval.

The form will have a yellow background and edited fields that need approval will have a red flag beside

them. Hovering over the flag will show the current and previous response for that field. On the Ecollect
Forms page, a pending form will have the status of g Pe1ding and the row will be highlighted yellow.

If the form is approved, the status will be go Approved and the form background return to white.

If the response to the form was rejected, the form will be highlighted red in the form list and the status
will be @ HeEEcted | Clicking the form name will display the form with a red background. A pop-up
window will open, letting you know the form was rejected.

)

Rejected Response

This form response has been rejected.

Edit Rejected

Click the Edit Rejected button to be able to edit your submission. Once you finish making your changes,
resubmit the form. It will return to pending status.

If the form is set up to send parent notifications and you have enabled them on your account, you will
receive an email when a form’s status moves from Pending to Approved or Rejected.
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