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Landing Page 
The first page you see when you log on to MyEd is the Landing Page.   
 
 
The Top Portion of the Landing Page displays a series of tabs which give access to other screens: 
 

• Pages Tab - to return to the Landing Page from other screens. 
 

• Top Tabs for access to: 
 

o My Info o Gradebook o PD 
o Student o Planner o Tools 
o Attendance o Assessment  
 

• Settings Bar for access to: 
 

o Select School 
o Your Account to Set Preferences 
o Log Off 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Tip:  Press “Control +” to 
zoom into the screen, 

“Control –“ to zoom out. 

Settings Bar Pages Tab Top Tabs 

School whose 
data you are 

viewing 
 

Any staff with Student Services access 
will have an additional menu item called 
“Staff View”.  Drag down Staff View to 
“Student Services - Organization” (aka 

District) or School”. 
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The Middle Portion displays the following widgets: 

• Teacher Classes: 
o Attendance Taking. 
o Gradebook Mark Entry. 
o Sending Class Emails. 

• Published Reports = Used for Student/Family Portal for publishing Report Cards as well as Student 
Verification Sheets. 

 System Maintenance & Announcements = Currently managed at the Enterprise level by Fujitsu and it 
contains important information and announcements.  It also contains recommended resources. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Lower Portion of the Landing Page contains the following widgets: 

• Group Resources. 
• Getting Started. 
• Protecting Personal information (FOIPPA). 
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Teacher Classes Widget 
 
The Teacher Classes Widget is divided into: 
 

• Classes Meeting 
• Classes Not Meeting 

 
The default display is Today’s date.  To change the date, click on either “Previous” or “Next”. 
 
 
The Widget provides Quick Links to: 
 

• Attendance 
• Grades 
• Email 

 
Note: “Attendance” and “Grades” can also be accessed via the Top Tabs. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Classes are listed as blue hyperlinks.  Click on the hyperlink to view the Class Roster. 

 
 An icon to the right of the class title indicates that there has been a change to the roster (student 

added or removed).  Clicking on the icon will display the change as well as remove the icon. 
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Attendance 
Attendance can be taken either via the Class List or via a Seating Chart.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance via Class List 
 

1) Click on the “Class List” icon in the “Attendance” column.   
2) The attendance screen for that class will display. 

 
 
 
 
 
 
 
 
 
 
 
 
Note:  If you have a multi-section class, toggle the 
“Show all students in class” checkbox to include all 
students in the attendance list.  
 
 
 

3) Verify that the date in the top right-hand corner is correct. 
4) Click “A”, “L” or “AE” (Absence Explained) for the appropriate students.  

  

Seating 
Chart icon 

Class List 
icon 
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5) An asterisk will appear beside the attendance record and the record will be highlighted. 
 
 
 
 

6) If a student was marked “Absent” in error, click on “P” for Present. 
 
7) Click “Post”.  This will: 

 Save the attendance records. 
 Remove the asterisk. 
 Remove the highlighting on the student records. 
 Display date/time of posting in the upper right-hand corner. 
 Indicate on the “Post Verification” report in the office that you have completed your 

attendance. 
 
 

8) When the message regarding posting to Daily Attendance appears, click “No”. 
 
 

 
 
 
 
 
 
 
 

 
 
9) A Green checkmark appears in the “Posted” column in the Widget. 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
  

The system does NOT display a warning message if you leave the 
screen before clicking “Post”.  The attendance will not be saved. 
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Attendance via Seating Chart 

Creating a Seating Chart 
1) Click the “students” icon in the “Attendance” column. 
2) If the students have not yet been placed in the 

seating chart, the message “Students are missing 
from the chart” will display. 

 
 
 

3) Click on “Design Mode” in the upper right-hand corner.  
4) Set the Grid dimensions to determine how many rows 

of desks across the width of the room and how many 
rows of desks back.  

5) The following buttons display: 
a. Resize = Changes dimensions.  Adjust the grid 

width/height and click “Resize”. 
b. Trim = Removes extra columns or rows.  
c. Auto Fill = Alphabetical or Random.  
d. Reset = Removes students from the grid and 

restores the default grid dimensions. 
6) Click “Resize” to make your settings take effect. 
7) Click and drag the “unseated” students into the grid. 
8) When finished, click “Trim” to remove empty rows. 
9) Click “Exit Design Mode”.  
10) Click Printer Friendly Version to print a copy.  

11) To reset the seating chart, go back to “Design Mode” 
and click “Reset”. 

 
 
 
 

Using a Seating Chart for Taking Attendance 
 
 

1) Click the “students” icon. 
2) The seating chart will display. 
3) Confirm that the date in the top right-hand 

corner is accurate. 
4) As with the Class List method, click “A, “L” 

or “AE” (Absence Explained) to mark 
attendance.   
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6) An asterisk will appear beside the attendance record and the record will be highlighted. 
 
 
 
 
 
 
 
 
 
7) If a student was marked “Absent” in error, click on “P” for Present. 
 
8) Click “Post”.  This will: 

 Save the attendance records. 
 Remove the asterisk. 
 Remove the highlighting on the student records. 
 Display date/time of posting in the upper right-hand corner. 
 Indicate on the “Post Verification” report in the office that you have completed your 

attendance. 
 

9) When the message regarding posting to Daily Attendance appears, click “No”. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

The system does not display a warning message if you leave the 
screen before clicking “Post”.  The attendance will not be saved. 
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Viewing Student Attendance Trends 
Attendance top tab > Class Attendance side tab > Trends  
 
Teachers can use Class Attendance > Trends for both viewing trends in student attendance and taking 
attendance for the class using the Enable Attendance Button and selecting a date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking on the hyperlinked attendance records opens an attendance record window where particulars can 
be viewed or edited. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Clicking on a student’s hyperlinked name displays the individual student’s attendance trends. 
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Sending Emails 
To send emails to student and/or contacts for a class: 
 

1) Click on the “Envelope” in the Teacher Classes Widget. 
 
2) The “Prepare Email” pop-up appears.  Students who have email addresses in their record will be 

listed in the “To” section. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note:  All emails are sent as BCC.   
 

 

3) Toggle “Contacts” and/or “Teachers” to include them in the email. 
 

Note:  A Contact’s email address will only appear if 2 things are in place: 
 An email address has been recorded for the contact. 
 The “Receive Email” field in their record has been toggled.  See the Office staff. 

 

4) To delete an individual email address, click the ‘x’ in the corner. 
 
5) Include your own email address in the BCC field to ensure a copy comes to your inbox. 

Note:  For security, the emails are routed via provincial email servers, not SD22 Outlook.  
There will not be a copy of the email in your SD22 Outlook account. 
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Printing Class Lists 
 
To print all of your class lists: 

1) Click on the Gradebook top tab.  Your list of classes will appear. 
2) Click on Reports. 
3) Click on BC Class Lists. 
4) Select one of the 3 options that appear. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To print only a select few of your class lists: 
1) Click on the Gradebook top tab to display your list of classes. 
2) Put a check mark beside the class(es) you which to print lists for. 
3) Drag down Options > Show Selected. 
4) Click on Reports to access the BC Class Lists. 

 

 
To print next semester’s class lists: 

1) Click on the Filter and drag down to “This Year’s Classes”. 
2) Follow the steps above. 
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Navigating to Other Screens 
 
 
Top Tabs 
Along the top of the screen is a series of tabs called “Top Tabs”.  These tabs are the functional areas of 
MyEd.  The tabs that appear for a user are directly related to their security access. 
 
 
Side Tabs 
Once a top tab has been opened, tabs that are specific to that particular top tab become visible down the 
left- hand side of the screen.  These are called “Side Tabs”.  
 
 
Hyperlinks 
There are numerous blue hyperlinks throughout the screens in MyEd.  Clicking on a hyperlink will open up 
further screens related to that particular record.  As you progress through the screens, a trail of “Bread 
Crumbs” is displayed under the top tabs. 
 
 
 
 
 
 
 
 
 

Breadcrumb Trails 
The “Breadcrumb Trail” will indicate the path used to arrive at a screen.  In the example above, the user 
navigated from the Student List > a specific student > “Schedule” Side-tab > a specific course on the 
student’s transcript.  To navigate BACK from this location, the user can either click on the blue hyperlinks 
within the Bread Crumb Trail, or click on headings within the Side Tab.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When navigating in MyEd, do NOT click on the back-button, forward-button or cancel buttons on 
your browser.  Doing so can generate application errors or “browser out of sync” errors.  Instead, 

refer to the section on “Breadcrumb Trails” to see how to navigate backwards. 
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Options - aka: the “Action Menu”.  Enables users to perform actions on the data that is 
displayed on the screen.  The items in the Option list are determined by the security access of the 
user. 

 

 
Reports - displays a list of the reports available according to the top tab and side tab currently 
selected. 
 
 
Help - provides online instructions that are core to the Follet/Aspen product, not necessarily to 
the BC version of the product, aka MyEd BC.  For BC specific help, see “MyEd BC Help Site” below. 

 
 
 

Filter Menu  
Allows the user to choose the group of records they wish to display on the screen, eg. Students in My 
Classes, Students in My Homeroom, Designated Students, etc.  There is a collection of pre-built filters 
from both the System and Enterprise levels.  The list of filters can be rearranged or hidden/unhidden 
using “Manage Filters”.  Districts, Schools and Users may also create their own filters.  The filter that is 
currently in use displays in the upper right-hand quadrant of the screen.   

 
 
 
 
 
 
 
 
 

Field Set Menu 
 Allows the user to choose which columns they wish to see on the screen and in which order they want 
the columns to display.  There is a collection of pre-built field sets from the Enterprise level as well as 
those from the District level.  Schools and Users may also create their own field sets using “Manage 
Field Sets”.  Very useful for creating commonly used sets of information. 

 
 

Quick Print Menu –  
Click on the icon to select your preferred format for printing/saving: 

• HTML (webpage) 
• TXT 
• CSV 
• DOC (Microsoft Word) 

 
 
 
 

Filters will affect search results, eg. If the current filter being used is for all female students, and you 
try to search for a male student, you will get zero results.  Always be aware of the current filter being 

used.   
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Searching for Student Records 
There are 3 main methods for searching for student records in MyEd: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Alerts 
There are 9 possible alerts icons and 1 Student Locator icon that can be associated with a student.  They 
are displayed in multiple locations throughout MyEd.  Users can hover over an icon to determine the type 
of alert represented as well as click on the icon to read any available details. 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
  

Student Services 

Other Medical Alert 
Student Locator 
(classroom where the 
student currently is as 
well as where they will 
be next block) 

Family Alert 

Informational Alert Life Threatening Alert 

Absent Alert 
(absent today) 

Cross-Enrolled 

Legal Alert 

Control F 
Enter the data you wish to search for and click 
Enter.  To change the column you wish to search 
on, click on a different column heading prior to 
clicking Ctrl F. 
 

Page Selector – Typically 
based on 35 records per page. 
 

Search Box 
Defaults to search by “Name” but can be 
changed by clicking on a different column 
heading. 
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Student Top Tab 
 

1) Click on the Student top tab.  The default filter is “Students in My 
Classes”.  Click on the Filter for a different set of students to view.  

2) Click on the blue hyperlink of a student’s name. 
3) Read-only demographic information about that student will display 

on the screen. 
4) Click on the various side tabs to access more information about the 

student: 
 

• Details = Demographic student information.  
• Contacts = Student contacts including parents, guardians and emergency contacts. 

o Related Students = Displays siblings entered in the system.  
• Attendance = Attendance records for either daily or class attendance.  
• Conduct = Conduct incidents, actions and detention records.  
• Academics = Courses, course details, assignments and attendance for the student. 
• Transcript = All current and past transcript records for a student.  
• Assessments = Provincial assessments such as FSA or Provincial Exams  
• Schedule = Student’s schedule and course requests for the next year.  
• Membership = Enrollment history and any secondary school associations.  
• Transactions = Fees and Inclusions.  
• Documents = Ed Plans/Student Learning Plans and IEP’s . 

 

Printing a Single Report Card 
1) Click on the blue hyperlink of the student’s name. 
2) Reports > Report Cards > Select the appropriate report card. 

 

Viewing a Specific List of Students 
1) Put check marks beside the appropriate students’ names. 
2) Drag down Options > Show Selected. 
3)  Use the “VCR” buttons in the upper right-hand corner to view “Next” or “Previous” record.  
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Class Rosters - aka Class Lists 
Clicking on the hyperlinked class from the Teacher Classes widget will take the user to the class roster. 
Similarly, navigating to Gradebook > Select a class > Roster will also produce the list of students in a given 
class.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The class roster defaults to “Enrolled” students.  Change the filter to “Withdrawn” or “All Records” if 
desired. 
 
 
 
Printing a Class Set of Report Cards 
To print a class set of report cards: 
Gradebook top tab > Select the Class > Roster side tab > Reports > Report Cards  
Select one of the three report cards presented.  
  

Click on the blue 
hyperlink to access a 

Class Roster (aka 
Class list). 
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The Planner - Follet’s Quick Guide 
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Additional Resources 
Teachers can find helpful documentation by navigating to: MyEducationBC.info.  Click on the Resources tab.  
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