Sapphire Community Web Portal
A Guide for Parents and Students

Since 2002, Sapphire Software has provided exceptional software application solutions for
school districts’ needs. To prepare students for success in our technology dependent world,
schools must help students, staff, and communities better manage information. The
objective is “schools without walls” where knowledge is readily available to both student
and teacher. It’s a concept that hinges on optimizing and integrating technology within the
school community.
Sapphire Software recognizes a need in school districts for a new way to manage and
disseminate information. Sapphire Software provides K-12 schools with scalable, secure,
and customizable community web portal software that increases productivity and improves
communication for teachers, administrators, parents, and students. It provides for a
“paperless” environment for the school to transmit and for the parent to view any documents
related to their child’s education.
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The Sapphire Community Web Portal
The Community Web Portal gives your district, school, and teachers the ability to upload
information, post notifications, and automatically distribute it to you with the click of a button. You
are able to make updates to your student's contact, demographic, and health information, as well as
access your student's academic information through this secure online portal.

Access
Your school district has a web address similar to this: https://(districtname)sapphire.k12system.com/CommunityWebPortal.
Your school district may also have a direct link on their web page for parents to access the
Community Web Portal.
If you have an account, enter your Username, Password, and PIN, and click LOGIN.

Applying for an Account
If you do not have an account, you must apply for one. Usually, the application process is done one
time for each user and does not have to be repeated each year.
You can apply for up to six students at a time per account, even if the students are in different
buildings. Families may have more than one account. To apply for a parent account:
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1. Click Create a Web Portal Account.
2. Enter your district’s keyword. If you do not know your keyword, contact your district to obtain it.
3. Read the user agreement form. If you agree to the terms and policies, click Yes and
Continue.
4. Fill out the application and click Save Form and Continue. The information entered helps the
district verify that you are entitled to access the student's information. You may choose your
own user name and password. Your personal identification number (PIN) is assigned by the
district.
5. Print and sign the resulting form and return it to your district. Some school districts may
require you to present the signed form along with photo ID for verification.
Your PIN is emailed to you when your account is approved.

Security Information
The Sapphire Community Web Portal follows strict security guidelines for your safety and privacy.
Please choose a password that is difficult to guess. Keep your password private and do not store it
where others may find it.
When using the portal you can click Logout at the top right of any page. Use this every time you
are finished using the portal. Closing the browser window does not mean you have logged off. The
portal has a built in security system that logs you off the system if it has seen no activity for 60
minutes. Inactivity is defined as not saving or navigating to a different page. Changes made after
this time out are not saved. If the system logs off due to inactivity, any action you take within an
open window will send you back to the login screen.
For PCs, the Community Web Portal works best on Chrome, Firefox, or Internet Explorer. For Macs,
Firefox and Safari are the supported browsers.
Security is handled in a number of ways. One is through the use of cookies. If you have trouble
logging in, check to make sure that you have cookies enabled.
The portal occasionally has to open new browser windows to display certain information (reports,
for example). For this reason, please turn off any pop-up blocking software while using Sapphire
Software sites or allow the site as an exception.
When moving between screens, avoid using the browser’s back button, and instead use the
provided navigation.
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Navigation
You can navigate the portal using the left menu, breadcrumbs, and internal links. Each district
determines the items available. Below is an example of what the left menu might look like.

Breadcrumbs are links at the top of the screen that allow you to go back to previous areas in the
software’s hierarchy. For example, to go back to the student’s course list, click Courses & Grades.

Navigation
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Internal links appear as blue text which is a hyperlink. Moving the mouse over internal links
changes the cursor to a selector cursor (usually displayed as a hand). Clicking on internal links
moves you to another screen or opens a new window depending on the link.
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Viewing Student Information
If you have access to multiple students, they display on the home screen. Click on a student's
picture or name to view their information. That student's main page opens, with Announcements,
Upcoming Assignments, and other current information. Click Home on any of the other pages in the
portal to come back to this screen.

Most of the information that a parent and student can view are the same, with these differences:
l

l

l

l

l

A parent account can have access to multiple students; a student account only has access to
one.
Parents may be able to see some documents in the Student Document Center that students
cannot.
Students may be able to view and contribute to Class Forums, while parents may not have
access.
Usually only students have access to online tests.
Depending on district’s preferences, student pages might be purple; all parent pages are
green.

Lunch Menu
Click Lunch Menu at the top right of the Welcome screen to view the menu.
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Student Home Page
Click on a student's picture or name, and their home page displays. It may include school and
district wide announcements, lunch menus, and notices specific to your student, such as forms
awaiting completion, school fees, and upcoming assignments.

Student Information
Student Information is the first link in the Student Backpack list. Click it to open a screen with
general information about the student, such as transportation.
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Current Schedule
Click to see your student's schedule, including class name, teacher, location, and duration.
The current week displays by default. Click << Prev Week or Next Week >> or enter other dates
and click Refresh to see a different week.
If you check Show Course Times, those will also display. Check Show Course-Section to see
course numbers and Show Color to display a colored schedule, which can be helpful for younger
students. To view details of a class, click on the title. The course screen opens.
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Student Calendar
Click

Student Calendar to view assignments on the student's calendar. Click an assignment

and a window opens with details about that assignment.
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Courses & Grades
Courses & Grades is one of the most commonly visited pages. Click

to display the course

title, teacher, period, room, duration (semester or year long), and current grade for each class on the
student's schedule.
Note: A Current Grade may display as a percentage, a letter grade, both, or blank
depending on each teacher's preference. When a Current Grade displays it is the most
recent grade for the class that was approved to be viewable in the portal, and as such, may
not reflect the actual grade as of that moment.
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Student Class Page Details
To view details of a class, click on the title. The course screen opens. Depending on your district's
configuration and what the teacher has added, this page may display grades, assignments, and
course information, such as teacher contact information, announcements, and a class forum where
teachers and students can post information and questions.

If a marking period grade displays as a link (blue, underlined text), you can click it to display a
Student Grade Report. It lists each assignment affecting the grade. It may also contain, at the
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teacher's discretion, information such as possible extra credit, assigned and due dates, assignment
comments and descriptions, and categories. If ** appears below the grade, then the grade shown is
what will be reported on the report card and transcript.
When a student views this page on the Community Web Portal, they can access additional
information, such as Class Forums, Online Tests, and Assignments.

Assessment Scores
Click

Assessment Scores, if available, to view your student's results for tests such as

Keystone, PSSA, and SATs.

Attendance
Click

Attendance to view attendance records from the current school year. Attendance

descriptions vary depending on each school's set up.
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Discipline
Click

Discipline and a list of infractions, if any, displays.

Fees
Click

Fees to view any school fees that your student has been charged or has paid and the

balance owed.
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Graduation Progress
If Graduation Progress is an option, click

to follow the progress your student has made

towards graduation. This screen displays course requirements that are needed, have been met, or
are in progress, including the number of credits.
The top of the screen displays the Graduation Progress Track, followed by the requirements by
department.
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The bottom of the screen displays a summary of all requirements.

Report Cards, Progress Reports, Transcripts, Letters, and the File Cabinet
Click on any of these items and a list of available documents displays. You can open, download, or
print any of these for your personal records. The availability of some or all of these types of
documents is controlled by the district.
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Making Changes on the Portal
With a Sapphire parent account, you can change your own settings, create an account for your
student, add other students to your account, and make changes to some of your student's
information (subject to school review).
Some schools also make course request forms available on the portal during the scheduling
season.

Change Your Account Settings
Account Settings has General info about your account, a Students screen, and a Notifications
screen. To access Account Settings, click your username on the top right menu bar.

The Account Settings - General screen lets you change your password, security question, and
security answer. Click Save if changes are made.

Add or Change Your Contact Information
1. On the Community Web Portal home screen, click your student's name.
2. Click Change Student Data from the left menu.
3. Add to or modify your phone information. For each phone number indicate the Type (Cell,
Home, Work, etc.), if it is Unlisted, and if it can Receive Voice Call or Receive Text.
4. Indicate the Emergency Call Order for each phone number. This is the order in which the
phone number should be called in the event of an emergency. It must be a whole number (1,
2, 3, etc.). If this number should not be part of the emergency call order, then leave this blank.
5. Add or modify your Email Addresses.
6. Click Save Changes. The school must approve the changes before they take effect.

Request Access to Additional Students
You can request access to additional students in your family through Account Settings, which
allows you to view multiple students from one account. It is subject to the approval process of your
district.
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1. Access Account Settings and on the left menu click
- Students screen opens.

Students. The Account Settings

2. Click on Click to Request Access to Other Students at the bottom of the page.
3. A request form opens. Enter the name, birth date, grade, and school for the student you want
to access. Up to four students can be submitted at one time.
4. Click Submit Request.
A message returns on screen, confirming that your request for access to the student(s) has been
submitted. You'll also receive an automated email confirming your request for access to additional
students has been submitted to the Sapphire Community Web Portal.
After your request is approved, you'll receive an email from your school district.

Create a Student Account
If your district allows parents to create accounts for their students, you can do this on the Students
screen. Creating a student account gives your student their own access to the portal.
Depending on your school district's policies, the student account may display the same information
as the parent account or it may be a limited version. A student account only has access to one
student.
1. On the left menu, click

Students. Your student displays.

2. Click Create Account for Student to Use. If your student already has an account, this is
indicated and you are not be able to create an account for the student.
3. Enter the student's email, username, password, and a security question to reset the password
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if needed.
4. Click Create Account.

Upon district approval, an email is sent to the student's email address with the student account PIN.
The PIN also displays on the screen.

Notifications
If your district uses the Sapphire Notification System, you can establish a workflow to receive these
messages. This system sends notifications for emergencies, announcements, attendance and
discipline events, and other events. You can subscribe or unsubscribe to different notifications that
your school district or school may send.
To receive notifications, your Contact Information must have at least one valid email account,
phone number, or SMS/text message enabled device. See Add or Change Your Account
Information if you need to add this information.
1. On the left menu, click

Notifications. The Account Setting - Notification screen opens.

2. In the top section of the screen, add or remove check marks to District/School
Announcements and Student/Class Reports. These announcements and reports are sent to
you via email if you place check marks in the corresponding boxes on the right-side of the
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screen.

The second part of the screen allows you to subscribe or unsubscribe to the various types of
announcements sent though the Notification System. Add a check mark next to the type of
announcement to subscribe to it, or remove the check mark to unsubscribe. You cannot
unsubscribe from the Emergency Notification.
You can create your own workflow for the Notification System on this screen. A workflow tells the
Notification System how and in what order the system should contact you. For example, you can
tell the system to call your cell phone first and if there is no answer, to send a text message and an
email.
Your school district has a Default Workflow set up; you don't have to set up your own. To view the
System Default Workflow, set the Global Default drop-down to System Default and hover your
cursor over .
If want to set up your own workflow follow these steps:
1. In the Global Setting drop-down, select My Default.
2. Click the green plus sign next to Default Notification Workflow.
3. Select an option from the Method drop-down in row 1. Options are Email, SMS Text
Message, and Voice Call.
4. Select a Point of Contact:
l

l

l

If you select Email in the Method column, any email addresses you provided display in
the drop-down.
If you select SMS Text Message, any phone number you have provided that is capable
of accepting a text message, display in the drop-down.
If you select Voice Call, any phone numbers you have provided that are capable of
receiving a voice call, display in the drop-down.
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5. Select an option from the Options drop-down. Options are:
l

l

Stop and Simultaneously if either SMS Text Message or Email is selected as the
Method.
Stop and Continue to the next step if I don't answer if Voice Call is selected as the
Method.

6. Click Add Step.
If you'd like to create a different workflow for each type of announcement, select Custom from the
Global Setting drop-down and click the green plus sign next to the notification type.

Change Student Data
On the left menu click

Change Student Data. Forms Awaiting Completion display at the

top; contact information for the student and their parents or guardians follows.
The contact information on any line can be changed on this screen. Please note that the school
reviews any changes before they take effect.
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Student Data Forms
Click

to access any forms that are waiting for your completion or to access optional, on-

demand forms. Any open or available forms appear on the list. Click a form title to open it.

Below is an example of a form that your school may ask you to complete. Fill in the blanks on the
form. Fields marked with a red asterisk are required.
If a form has multiple screens, click Next to move to the next screen. If you have partially filled out
the form but need to leave it for some time, click Save Progress, and you can restart the form
where you left off. Your school may ask you to upload copies of documents to accompany the data
form. This is indicated by an Attach File button.
If the form has this icon
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Interactive Scheduler
If your school has made the Interactive Scheduler available, you can access it from the Community
Web Portal home page or the Student Backpack menu.

1. Click the Interactive Schedule. The student's schedule opens.
2. Click (empty) to open the Available Classes window for that time slot. Use the Department
Filter drop-down to filter classes. Information about the class teacher, location, meeting time,
and available seats displays. Select Show Course Descriptions to view this information.
3. Select Show Unavailable Classes to display all classes that meet during this time slot.
Unavailable classes display in gray; they can be viewed but not selected from the Community
Web Portal. Hover over an unavailable class and a message appears stating why it is listed
as unavailable.

Making Changes on the Portal

- 22 -

4. Click an available class to add it to the schedule.
5. The message Are you sure you wish to add this class? returns. Click Ok.
6. The class is added to the schedule, and the drop class button is available. When this button
is available, you can click it to remove a class. If a class does not have the drop class button,
it means that it was scheduled by your school and cannot be removed through the Community
Web Portal.

Course Request Form
If your school has made an online Course Request Form available, you can access and fill it out on
the portal. After you complete the form, it downloads as a PDF file which can then be printed,
signed, and returned to the school. Most schools make courses request forms available for only a
limited time period during the school year.
1. Click

Course Request Form. The Select Course Request Form screen opens.

2. Select the form for the grade your student is going to next year and click Fill Out Course
Request Form. The Course Request Form opens.
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3. In the Required Courses section select at least one course from each category.
l

l

If a course highlights in pink, it means that this student cannot request this course. This
may be because they have already completed the course or have not yet completed a
prerequisite for it.
If a course highlights in green, it means that a teacher has either pre-assigned or
recommended this course.

4. You can review the Mandatory Courses. These are courses the school automatically adds
to the schedule for this student. This section might lunch and courses like Physical Education.
5. In the Elective Courses section select the number of courses as directed on the form. To
view the electives offered within a department, click on expand. To hide them, click collapse.
6. When you are finished, click Save Course Requests. The Course Request Form downloads
as a pdf file. Most schools then require both the student and the parent or guardian to sign the
form and return it to the school.
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Sapphire Community Portal Student Pages
Most of the information that a parent and student can view is the same. However, students,
especially those in higher grades, may have access to more detailed information about class
assignments, be able to view and contribute to Class Forums, and have access to online tests,
while parent accounts do not. Depending on your district's preference, student pages might be
purple; all parent pages are green.

Lunch Menu
Click Lunch Menu at the top right of the Welcome screen to view the full menu. See Lunch Menu
for an example.

Student Home Page
The home page may include school and district wide announcements, weekly lunch menus, and
notices specific to you, such as forms awaiting completion, school fees, and upcoming
assignments.

Courses & Grades
Courses & Grades is one of the most commonly visited pages. Click
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to display the course title, teacher, period, room, duration (semester or year long), and
Current Grade for each class on your schedule.
A Current Grade may display as a percentage, a letter grade, both, or blank depending on each
teacher's preference. When a Current Grade displays it is the most recent grade for the class that
was approved to be viewable in the portal, and as such, may not reflect the actual grade as of that
moment.

Student Class Page
If a new announcement or assignment displays on the Home Page, you can access the related
Class Page from there. You can also click

Courses & Grades and then click the Class page

you want to open.
Depending on the district and teacher setup, the Class Page may display grades, tests, teacher
contact information, announcements, a DropBox for assignments, and a Forum where teachers and
students can post information and questions.
If a marking period grade displays as a link (blue, underlined text), you can click it to display a
Student Grade Report. It lists each assignment affecting the grade. It may also contain, at the
teacher's discretion, information such as possible extra credit, assigned and due dates, assignment
comments and descriptions, and categories. If ** appears below the grade, then the grade shown is
what will be reported on the report card and transcript.
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Class DropBox
Your class may have a DropBox where your teacher can post assignments that you can complete
and submit. If you have a DropBox assignment, click on it.

The assignment opens. You can complete the assignment on this screen or by uploading a file.
When you are ready to send the assignment back to your teacher click Submit. A window will open
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confirming that you wish to submit. Click Ok and the assignment is submitted. After you submit your
assignment, the teacher can view it.

Student Class Glossary
Your class may have a Student Class Glossary for terms related to this class. Click

to open

the Glossary.
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Class Grades
After you complete an assignment and your teacher has graded it, you can visit Class Grades to
see your grade.

When new grades are posted, they are also visible from the home page.
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Class Forum
The Class Forum is an online discussion where the teacher and class can hold conversations in
the form of posted messages. A forum can have multiple topics and then multiple posts within each
topic. Your teacher can monitor, edit, and delete posts made by students.
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Frequently Asked Questions
This section provides answers to users' common problems. If you have a question, check here first.
Chances are someone else has already asked it!

How do I obtain my Personal Identification Number (PIN)?
A notification letter containing a PIN is emailed to you once your account application has been
processed by your school district.

What happens if I lose my PIN?
Contact your student's school and ask to speak with the staff member trained in Sapphire
Community Web Portal procedures.

After I registered I received this message “Thank you for registering. An email
will be sent to you shortly containing your new PIN.” I never received an email
with the new PIN. What do I do now?
Your workplace or home internet service provider may have a spam blocker in place that is causing
the email to be undeliverable. Use an alternate email address or ask your network administrator to
allow you to receive messages from your school district.
You may have a spam filter set up in your email that mistakenly marked the email as spam. Check
your spam or junk folder. If the email is not there, contact the Community Web Portal administrator
at your student's school and request that they resend your PIN to you. You also may want to double
check your application for a PIN to make sure you have entered the correct email.

What if I forget my password?
Click the Forgot your password? link on the Community Web Portal login page and type in your
user name, PIN, and answer to your security question. Your new password will be emailed to your
email address.

How often is information on the Community Web Portal updated?
Information is updated in accordance with district policies.

What student information will I have access to via the Community Web Portal?
The Community Web Portal allows parents to view any information deemed acceptable according
to the school district's policies. Typical information available through the Sapphire Community
Portal includes student schedules, current grades, homework assignments, attendance information,
building announcements, and links to external web sites approved by the teacher.
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If my student changes schools within the district will I have to apply for a new
account?
No. Your account, including your system-generated PIN, does not change with change of school. In
fact, the parent would not have to change anything in their parent account from the time their
student is in first grade until they graduate from high school.

My spouse and I would like to have different accounts and different email
addresses from which we will view our children's records. Is this possible?
There is no restriction on the number of accounts (each based on a separate email address) that a
family can have. Each account can have access to any number of children.

What are all those cookie error messages about?
If you can't log in to the Community Web Portal, it may be because cookies are disabled in your
web browser. A cookie is a small text file from a web site or computer that your web browser saves
so that it can retrieve the information for use at a later time. Your web browser saves and retrieves
cookies automatically, based on behind-the-scenes commands from web sites.
There are several types of cookies, and you can choose whether to allow some, none, or all of them
to be saved on your computer. If you do not allow cookies at all, you may not be able to view some
web sites.
Please see your browser's help resources for instructions to enable cookies.
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