Woodbridge School District
Home Access Center — Parent’s Guide

Introduction
What Is The Home Access Center?

Welcome to the Home Access Center or HAC, for short. We hope you will find this training guide
useful as a reference to specific functions.

The Home Access Center is tightly integrated with the Teacher Access Center and the Electronic
Gradebook system used by the teachers. It is designed to be easy to use and equally as easy in
sharing information between teachers, school officials and parents.

The Home Access Center website is provided for the use of the parents of Woodbridge School
District students to assist in the communication of important educational information.

We have broken this training guide up into a “Step” based approach that will assist in using the
module. We have provided a glossary of terms, FAQ’s and many screen shots so you have a
procedural guideline and a useful manual.

We hope this document will assist you in effectively communicating with the teachers, staff, and
more importantly, your children.

What Will | Be Able to do In Home Access Center?

You are able to view your middle or high school child’s schedule; class work; teacher/staff
comments; attendance history; interim progress reports; report cards; registration (demographic);
and transportation information.

You are also able to email your child’s teachers, in addition to viewing the printing your child’s data.
However, you are not able to update or edit the information within the Home Access Center (HAC).
If you find incorrect or incomplete data, please contact the school to have the information
entered or corrected.

NOTE: On some occasions, the information you are viewing will pop up in small windows.
If you have pop-up blocking software installed or use Google or Yahoo Toolbar, please
disable or allow pop-ups to be viewed for this site.

Be advised that the Home Access Center automatically logs you off after approximately 20
minutes.

Will Other People Be Able to See My Child’s Information?

Your child’s information is secure and only those individuals who have a username and password
linked to your child can access the HAC and your child’s information. Your username and
password allow you access to only your child’s data. We urge you to keep your username and
password in a secure, safe place.
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What Is My Username and Password?

The district has supplied you with a mailer with your username and password for Home Access
Center. If you lose or forget your username or password, please send an email to the following
address — missy.cook@wsd.k12.de.us .In this email, please list a telephone number where you
can be reached during the day so that we may call to verify your information. Your username will
be your firstname, then a period, lasthame

The password is set for you initially, but you have the ability to change it to something easier for
you to remember. To do this, click the “My Profile” link in the top right hand corner of the page. A
pop-up box will open, as shown in Figure 1. You will be prompted to put in your old password, to
select a new password, and then to confirm your new password.

NOTE: Please make sure that your pop-up blocking software or toolbars have been disabled or
allowed for this site.
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What Are the Minimum Software & Hardware Requirements for the Home Access
Center?

The minimum requirements for a home PC to connect to the Home Access Center (HAC) are:
Pentium Il 400 processor or higher
Windows 2000, XP, or ME
Internet Explorer 6.0 web browser
128mb RAM or higher
Internet Access — preferably DSL or cable but dial-up access will work
¢ Viewing the HAC on a dial-up connection will be slow, so please be patient
Printer — if you wish to print information displayed on the screen. To print information, click the
printer icon on the Internet Explorer browser window

Accessing the Home Access Center

The Woodbridge School District has completed the district and school set-up for usage of the
Home Access Center. You will be able to immediately access the Home Access Center (HAC) to
view your child’s information once you receive your username and password.

Logging In To The System

Open an Internet Explorer web browser window and type the following URL.:
https://hac.doe.k12.de.us/HomeAccess as seen in Figure 2. The “S” after http refers to this site as
a secure site.

NOTE: WHEN TYPING THIS ADDRESS, THERE IS NO WWW
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Select Woodbridge School District. Enter the username and password as stated in your letter
and click the Log In button.
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Home Access Center Views

Daily Summary

The first tab is the Daily Summary page, shown in Figure 3. The Daily Summary page shows you
a representation of the different types of information that you may view in the Home Access
Center.

If the student has not been reported absent or tardy, then under the Attendance column on the
Daily Summary page it will state “No attendance information has been entered for this student.”
Please be advised that Teachers only mark students absent or tardy, they do not mark them
present. Therefore, “no information entered” means that your child was in homeroom.

If teachers have not published Classwork for the HAC, then the Classwork column of the Daily
Summary page will state “There is No Classwork Due”. This does not mean that the student does
not have homework — only that the teacher has not published it for the HAC view. You also have
the option of view details about a published assignment by clicking on the assignment link in the
Daily Summary. However, if a teacher has not entered any details, the link will go nowhere.

Third, your child’s schedule will be listed. On the Daily Summary page the class times are given in
the Schedule column beside the Course Name. The classes are listed by period in numeric order
but the times beside the Period number reflect when the class meets for the day.
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Schedule

The next tab is the Schedule tab. This page displays your child’s classes for the year. This page
shows you the Course Number, Course Description, Period the Class is Held, Teacher, Room
Number, Days the Class Meets and Marking Periods the class is offered, along with the Building
Name. The Status Column indicates whether your child is currently enrolled in the course.
Teacher names are links to sending them an email message.
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If there is a “sticky note” beside the course number, that indicates that the teacher has written a
note. Click once on the “sticky note” to read the teacher comments. A pop-up window will open
displaying all the notes the teacher has written.
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Attendance

The next tab in the Home Access Center is the Attendance page. This page allows you to view
your child’s attendance for the year. If you child has been absent, tardy, or released from school
early, then there will be a colored box for the date. If your child has been present, there will be no
colored box. A gray box indicates that there is no school on that date. If you hover over a colored
date, you are able to view the absence or tardy description.
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Classwork

Under the Classwork tab, the course assignments are listed chronologically in the Date Due
Column. The date an assignment was given and the date due is shown on the Classwork page,
along with the Category and Description of the assignment. The number of points the child
received and the total number of points are shown in the Points and Scores columns, respectively.

6504 - 7 Social Studies 6

\ . Weighted
Date Due Dat.e Assignment Category Score Weight Welghted Average To?al Total Percentage
Assigned Score Score Points | .
\ Points

03/05/2007 Activity p. |Classwork 1,54 65110000 [10000.00 [98.24 100  |10000.00 |100.00%
132 Article |Assignments

02/26/2007 Chapter 13; ' |Classwork |z 5y 1100 00 |8500.00 |74.46  [100  [10000.00 |85.00%
lesson 4 Assignments
African

02/16/2007 fiction/Black |Homework |100.00{100.00 {10000.00 [93.08 [100 |10000.00 |100.00%
Calendar

02/13/2007 Dr. Woodson |, e vvork  [100.00{100.00 [10000.00 [100.00 [100  |10000.00 |100.00%
Excerpt
Confucius

02/12/2007 Soster Test Scores |100.00[100.00 [{10000.00 [75.20 [100 |10000.00 |100.00%

02/08/2007 Compare |Classwork 1,44 64/100.00 |10000.00 [93.88 |100  |10000.00 |100.00%
Circle Graphs|Assignments

02/08/2007 African Gold . o\ork 100.00 100  |10000.00
Excerpt

02/06/2007 g;a 4'T1e65:t Test Scores |72.00 |100.00 [7200.00 |77.30 [100 [10000.00 |72.00%
Chap. 16:

02/05/2007 les. 4 Test Scores |100.00[100.00 [10000.00 |76.12 [100 |10000.00 |100.00%
Vocabulary
Confucius

01/31/2007 SOMILEIS o mework  [100.00{100.00 [10000.00 {94.00  [100  |10000.00 |100.00%
puzzle

01/24/2007 W Homework [100.00{100.00 |10000.00 [98.80 |100  [10000.00 [100.00%
Chapter 16;

01/23/2007 lesson #3  |Test Scores [90.00 |100.00 [9000.00 [83.88 [100 [10000.00 [90.00%
Test

01/23/2007 Class —  |Classwork o4 30 1966 00 |9000.00 [89.04 [100 [10000.00 |90.00%
Qal’thIQathﬂ ASSlgnmentS
Confucius

01/19/2007 Feliefs  |Homework (70.00 {100.00 {7000.00 (97.60 (100  [10000.00 |70.00%

01/18/2007 %‘mt Homework [100.00{100.00 |10000.00 |96.40 |100 [10000.00 [100.00%
Asian Classwork

01/16/2007 assessment : 80.00 |100.00 [8000.00 [87.00 100 [10000.00 [80.00%

— | Assighments

Qresentatlon

01/12/2007 Asian Test Scores |65.00 [100.00 [6500.00 |[74.38 [100 [10000.00 |65.00%
Assessment
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Categories
StL_ldent's / I_Vlaximum = Percent * C_ategory = _Category
Points Points Weight Points
Classwork Assignments{45500.00 (50000.00 91.00% 35.00 31.85000
Homework 57000.00 |{60000.00 95.00% 5.00 4.75000
Test Scores 42700.00 (50000.00 85.40% 50.00 42.70000
Totals: 90.00 79.30000

Student's average is: 79.30000/90.00 = 88.11%

Interim Progress

You are also able to view your child’s Interim Progress Report online by clicking the Interim
Progress tab. Simply click the black arrow beside the “View Interim Report For” and choose the
date you wish to display. Interims are available for the entire school year. The Comment Legend
explains the two digit codes under the IPR, Com1 and Com2 Columns.

)Inu-rin-t‘mqn‘“ Microsoft Internet Explorer .|g| XI
[ Fle Edt Wew Favortes Todks b [ |
| doback e = - D A Q)| DQseorch (alfovores @Frese 3|5 B - o 7 ,
mlﬂmp( JINc dom K32 o HomACcRSS Stodenn Internirogress. asp= _'_l ™G Ll'ls »
| Gougle [ G~ et B v 2 sootmatsy POy B iiotooed W Owch v i v L5 e Swdtaw J Setingsw
=l
iy Sarmary Schocde Attendace Decpire | Clrswerk Intenm Progress Report Carcs Regetraben

Interim Progress Report For Monday, September 25, 2006

0111-2 OeGarngio, Elzsbeth E106 AB 01 O8
0420-1 ff Soecca 11 2 [pffets, Androw 5112 AB 13 16
0072-5 PhusiaSducationdl 3 Robirson, Pay GYMOL 5P 13 15
0302-8 Spaneh il S-6  Soue Meredth NIOO 4B 13 O
05320 -3 HR Algebra ll 7.8 Clwk Ao Wis av 12 08 0
0210-3 HEEmromes 10 9 Renn Mohael NIO6 AV 13 o7
D611 - 11 Woodkhop § 10 Cranshy, Mattrew E127 AB 10 13
[ Commentiegend ||
Comment Description
o1 Makes good use of dass time
04 Contritutes to 0ass deCUssons
(13 Shows nterest for learrng
07 Warks wel In group sattngs
08 Warks wed indapandantly
10 Posaive attitude towards leamng
13 Demorstrates good effort
15 [s 3 pleaaure to have i class
A8 abave Average Parformance
AV Average Performance
5 Supenor Perfomancs
[ Evacy Starsoxt / Teems of Lise 5
] [ 18 B ocal ntranst
Astart| | 20 & G [E 7| Drwo.| @)a0e,. | sdoec. | sgrer | sdum | savem | Gadi. | B0 [[Emee Forte. | TBAHE sum
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Report Cards

Report Card data may also be viewed online by selecting the Report Cards tab. By clicking in the
drop-down box, you may select different report card runs to view. This allows you to access report
card data from one marking period and compare it with data from other marking periods on the
same screen. Report card data is also kept throughout the school year in the Home Access
Center.

i81x]
| Fle Edt View Favortes Took  Melp -
[ebsck = = - Q[ 4| Dhsearch [affovores Giede F Zhe CF ¥ - &
;W!ss IQJ m;u ,m.u on. K3 2.0, 5 HONM AR Studend Repor Cards, asp _'J @60 | Links ™
| Google |G~ S = R Papft o B3 113 bhocked | TF Chack v %o v el e Sedtoe () Smtbngs v
=
Vs Parn High School - Colonid School Cistrict
ovm Sutrmany Scheclbs Atterdlcs Dx:&e Clm:wui- Interm Progress Report Cach Regutraton
Report Card For Run 1
boe fowscouen ) becihiecs | scn Jit coanken b shcilicz il
0111-2 engihll 1 OGernaro, Elcabeth E106°  1.0000 [ e
0420-1 HWR Sopenca I 2 roffatt, Andraw S112 10000 o A 12 16
0072-5 PluscalEdocation I 3 Eobinson, Pag GYMO1 0.5000 0 A 13 16
0202-8 Jpenish (]l S-6  Soule Meredth NI10O L0000 c C 13 o4
0S30-3 W slosteall 7-8  CQak e Wi05 10000 1] 8 13 1]
0210-3 MR Ecronks il 9 Rero Mchol N10& 05000 o C 13 24
0611 - 11 Wooddhop | 10 Crangky, Matthaw  E127. 05000 0 A0 X8
Total Earned Credt: [
Creat] Goa |
Current 0 31429 | | Comment Description
U 322861 |0+ Contrbotes to cles decunsions
7.0000 © o5 Shows Interest for leaming
12 Demonstrates outstanang effort
- [ N N T )

The credits listed in Attempted Credit column refer to the credit assigned to that course. When the
credit has been earned (successful completion of the course at the end of the year), the number in
the attempted column will be reflected in the Earned Credit column.

Registration
The last screen in the system will be the Registration screen. A student’s Demographic,
Emergency, Transportation, and Contact Information are displayed under the Registration tab.
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, —Ex
| Fls £t Wew Fayortes Tock Hep [ w |
;ww- - - DA D Qsewch SFwvotes Fiada P G o B - 4
| Address ‘.J https: hhx doe b.. de s HomeAccess So.dert [Regsration, aspy 3 60 ‘ Links *
E(Iosgclk,- j&i@ E v | £ socknwizy Pepflul mel Wched v Norocow el e Sendtow ) setngsv
Registration Information =]

Student Name:  |oa Teer Bulding:  Wiam Penn Hoh School Grade: 10

Birth Date: 1001199% Gender: Language:

House/ Team: Calendar:  Reguar Schod Clends Residency:

Counselor: ) T (-1 Homeroom: E106 Homeroom Teacher: DGernao, Eluketh

School Transportation

To School
MTWRFEIWS 013 07:11 &M

from Schoal

MT, W.RF Ew 013 (223 P

Contact Information

Student Mailina Address || Student Address Guardian Guardian Guardian
Joe Test Jog Test p Adare Test
1 Main Street 1 Man Street "

v

This is the screen that you should be checking for accuracy. If you find anything that needs to be
changed, please contact your child’s school.

Logging Out of the System

When you are finished viewing and/or printing your child’s information, please log off the Home
Access Center System. To log off, you must click Exit in the top right hand corner. Click OK when
the dialog box asks you if you are sure you wish to exit the Home Access Center.
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FREQUENTLY ASKED QUESTIONS

How do | get a username and password to the Home Access Center?
The district will generate a letter with your username and password

What is the Address for the Home Access Center?
Type in https://hac.doe.k12.de.us/HomeAccess REMEMBER: there is no WWW, and add the “s”
after http

Where can | access the Home Access Center?
You may access the HAC from any computer that has an internet connection. It does not have to
be a high-speed connection, dial up works (it just requires more patience).

How Do | Contact the Teacher if | Have Questions Regarding Grades or Comments?

Click on the teachers’ name and the email program installed on your computer (either Outlook or
Outlook Express) will create a new message to the teacher. If you use AOL or Yahoo Mail, you will
need to copy the teacher’s email address and open your mail program to send the email.

The average on the Classwork page does not accurately reflect the information posted.
Why does my child have an average of 80% when she received 100% in both of the
assignments posted?

The teacher has the option of not posting all assignments to the Home Access Center but the
average displayed is for ALL assignments given.

What is the demographic information is incorrect or not available?
Please feel free to call the school secretary and she can update the information.

What if the Home Access Center states, “No attendance data has been entered”, does this
mean my child was not in school?

Attendance data is only entered if a child is absent, tardy or other not in school reason. If no
attendance data has been entered it means that your child WAS in school.

What if the Home Access Center states, “No Classwork due this week”?
This does not mean that your child does not have homework. This only means that the teacher
has not published the assignments to the Home Access Center.

Why did Home Access Center “kick” me out?
You are automatically logged out after 20 minutes of inactivity. After you are taken back to the
logon screen, please log back in and continue reviewing your child’s information.

Is my child’s information safe and who has access to it?
Yes, it is safe and only those guardians who have a username and password can view it.

What do | do if | cannot remember my username or password?
Send an email to missy.cook@wsd.k12.de.us asking for help with this information. Please be sure
to give a daytime telephone number where you can be reached.
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Can | change my password or must | keep the one | was assigned?

Yes, you may change your password at any time. Click the Profile button in the top right hand
corner and a small window opens instructing you to enter your old password and to select and
confirm your new password.

Why can’t | see the additional information when | click on the links? For example, when |
click the notes link nothing happens.

Make sure that if you are using pop-up blocking software or utilities such as Google or Yahoo
Toolbar, that they allow pop-ups within the Home Access Center.

I have more than one child in Woodbridge School District, but only one child is listed.
Please contact missy.cook@wsd.k12.de.us to have all of your students linked to show under your
login id.
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Glossary

The following terms are used often in the Home Access Center:

Term

Browser-based

‘ Definition

A browser-based software application is an application that uses a
web browser. Browser-based applications can be used without
having to install additional software (besides the web browser) onto
your computer.

Checkbox

A checkbox is a small, square box, which, when clicked, contains a
checkmark. A checkbox is used to mark an option or set a flag.
Typically, a checkmark is equivalent to "yes," while a blank checkbox
is equivalent to "no." For example, the A checkbox on the Class and
Daily Attendance pages is used to mark a student absent.

CTRL + click

To CTRL + click is to hold down the Control (CTRL) button while
clicking your left mouse button.

Note: This is assuming that you are using the standard right-handed
mouse.

Column

A column is avertical slot in atable. For example, the Student ID
column is a column in the table on the Attendance Bulletin page.

Cookie

A cookie is a small piece of data (about 1 kilobyte) saved to your local
hard drive by a web page. Cookies are used to remember various
types of information, including preferences set for a web page. The
Teacher Access Center uses cookies to store your default teacher
list, photo attendance arrangement, and attendance calendar colors.

Database

A database is a collection of tables stored together as a unit. For
example, all of the information viewed and entered through the
Teacher Workstation System is stored in tables in a single database.

Default

A default is a value or property supplied by the system.

Double-click

To double-click is to click the same icon or row of a table twice in
rapid succession.

Drop-down box

A drop-down box is a text box with aB down arrow next to it. If the
down arrow is clicked, a list of valid values that can be entered into
the text box will display.

Field Synonymous with column, a field is a slot in atable. A field can also
be defined as a text box used for storing data.

Internet The Internet is a worldwide network of computers used to exchange
information.

Intranet An intranet is a private, secured network of computers within an

organization. Users outside this network are usually unable to
contact computers within an intranet.
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Logging (on/off) To log on to a network is to use a user name and password to
connect to a server that controls the network. Once you have logged
on to a network, you can access any part of the network for which
you have security access. To end the connection to your network,
you must log off of the network.

Password A password is a special string of characters used to determine if a
user attempting to access a network is really that particular user.
Since the user names of network users are generally known
throughout a particular network, passwords are used to ensure that a
person trying to access a network with a user name is that user.

Pop-up window A pop-up window is a smaller, secondary browser window which
displays when you click a certain button. For instance, when you
click on the Notice banner button, the View Notice page displays in a
pop-up window.

Radio button set A radio button is a set of two or more radio buttons (insert image)
which are used in data entry procedures to select an option or set a
flag. In a set of radio buttons, only one button is the set can be
selected.

Record Synonymous with row, a record is one horizontal line of information
in atable.

To right-click is to click with the right button of your mouse.
Right-click Note: This help system assumes that you are using the standard
right-hand mouse.

Synonymous with record, a row is one horizontal line of information in
Row atable.

A server is a computer or computer program that provides services to
Server other computers or computer programs. For example, a program that
controls the printers within a network is a server.
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NOTES:
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