
Schoology Parent Portal Instructions 

1. Retrieving Schoology Access Code 
2. Creating a Parent Account in Schoology 
3. Navigating the Parent Account in Schoology 

a. School’s Announcement Page 
b. Looking at Student’s Information 
c. Viewing Recently Graded Assignments 
d. Viewing Courses 
e. Upcoming Assignments in a Course 
f. Viewing Course Materials  
g. Emailing an Instructor 
h. Updating Account Settings 
i. Linking Accounts 
j. Parent Digest 
k. Adding Additional Students 

 Retrieving Schoology Access Code 

1.  Log in to PowerSchool Parent Portal  

 

2.  On the left side of the screen, under the 
Navigation pane, scroll down and click 
on the Schoology Icon.  

 

3.  In the main window, you’ll find your 
student’s unique Schoology Access 
Code.  This is the code you will need to 
set-up a parent account in Schoology. 
Copy the code (select the code and 
Right click > Copy or CTRL + C) and go 
to www.schoology.com. 

 

https://sis.henrico.k12.va.us/guardian/home.html
http://www.schoology.com/


 
 

 Creating a Parent Account in Schoology 

1.  Go to www.schoology.com and click 
“Sign Up” at the top right side of the 
window.  

2.  Select “Parent” 
 
 
 
 
 
 
 
 

 

3.  Enter the Access Code from 
PowerSchool (Right-click > Paste or 
CTRL + V) 
**Multiple accounts may use the same 
PowerSchool access code as long as 
each account has a different email 
address. **  

4.  Complete the account information and 
click “Register”. 
 
**The email you choose to use here 
must be unique and can not have been 
used with Schoology before. 
 
You will be able to add an additional 
child later in these directions.  You will 
have a unique Access Code for each 
child. 

 

 
 
 
 
 

http://www.schoology.com/


 

 

 

 

 

Navigating the Parent Account in Schoology 

1.  School’s Announcement Page: 
When the parent’s name is displayed, 
you are on the school’s announcement 
page.  

 

2.  Looking at Student’s Information: 
To see the student’s information, click 
on the drop-down menu next to your 
name at the top right side of the window 
and select the student’s name.  

 

3.  Viewing Recently Graded Assignments: 
The top right column contains “Recent 
Grades”.  Below Recent Grades, click 
on any of the graded categories for 
more information on materials graded 
within Schoology. 

 

4. Viewing Courses: 
Click on the courses drop down menu 
and select a course you’d like to see. 
 
If you don’t see the courses, then you 
may need to log out and log back in. 

 



 

 

 

5.  Upcoming Assignments in a Course: 
While in a course you can see 
upcoming assignments/assessments 
listed on the calendar on the right side 
of the window. If you click on the 
assignment you will get more 
information.  
 
There is another calendar view 
available when clicking on Home at the 
top and then Calendar on the left side of 
the window. 

 

6.  Viewing Course Materials: 
In the Course view, you can see course 
materials, including graded Schoology 
assignments. You can also see any 
posted updates and email an instructor.  
**Note: The grades section should only 
be used to view graded Schoology 
assignments.  It is  NOT an accurate 
reflection of students’ overall grade 
averages (not all assignments will be in 
Schoology).  For averages, be sure to 
use PowerSchool for the official course 
grade of record** 

 

7.  Emailing an Instructor: 
While in the course view, to email an 
instructor, click on the “Admin” image 
on the right side under the calendar.  
 
 

OR 
While in the course view, click on 
“Members” on the left side, click on the 
gear to the right of the instructor’s name 
and select “Send message”.  
 

 
OR 

 

 



 

 

 

8.  Updating Account Settings: 
Updating account settings, account 
notifications and adding a student can 
be found in the drop-down menu on the 
right side of the screen.  
 
To add an additional child 

1. Log in to PowerSchool.  
2. On the left side of the screen, 

under the Navigation pane, 
scroll down and click on the 
Schoology Icon. 

3. In the main window, you’ll find 
your student’s unique Schoology 
Access Code.  Copy the code 
(select the code and Right click 
> Copy or CTRL + C). 

4. Go back to Schoology, click the 
drop-down menu next to your 
name, select Add Child and 
Paste the code (Right click > 
Paste or CTRL + V) 

 
When you have added a second 
student you will notice a second, 
smaller drop-down menu.  Use this to 
toggle between students.  

 
 
 
 
 
 
 
 

 



 9.  Linking Accounts: 
For parents who use Schoology for 
work, professional and personal 
Schoology accounts can easily be 
linked.  
 
While in your professional account (you 
may need to log out of your 
newly-created parent account), go to 
the drop-down menu on the right side of 
the screen and select Account Settings.  

 

10. Scroll down to Link Account and click 
the  Link Accounts button 

 

11.  Enter the Email and Password for the 
Schoology Parent Portal account you 
just created and select Link Account. 

 

12.  Now you can toggle between your 
professional and parent accounts easily 

through the drop-down menu . 

 



 13.  Parent Email Digest: 
You may want to receive daily or weekly 
email reports with your child(ren’s) 
Schoology activity.  This is called the 
Parent Email Digest. To set up the 
parent email digest, go to the 
drop-down menu on the top right side of 
the window and select a child to make 
sure you are using the student view. 
Then select Notifications.  

 

14.  The default for email summary is Off. 
Click on the Off drop-down to select and 
change the email summer to On.  Then 
select how often you’d like to receive 
the update (weekly or daily). 
Customize the time and day in which 
you’d like to receive the update. 
 
It is not necessary to turn on the Overdue 
Submissions Email, since this is not always 
accurate.  Assignments may be posted in 
Schoology and turned in on paper. These 
assignments will show as overdue although 
they were submitted on-time. 

 

 


