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Where can you find instructional documents?

Click Here for SD72
Employee Portal

For guidelines on report comment writing and examples go to:
--> Knowledge Center -> Instruction -> Reporting Framework ＆ Supporting Docs

For More Instructional
Documents on MyED

Click Here

https://schooldistrict72.sharepoint.com/
https://schooldistrict72.sharepoint.com/
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc


ACCESSING
MYEDBC
Two ways to access:

Google “MyEducation BC”1.
Direct URL: 2.

https://www.myeducation.gov.bc.ca/aspen/logon.do

https://www.myeducation.gov.bc.ca/aspen/logon.do


LOGIN PROCESS
Enter Login ID: firstnamelastname72

(no dot)

Default Password: Welcome2024! (as
of September 2024)



SETTING PREFERENCES
Click on your name in the top right corner

and then select “Set Preferences”

Check Default Locale, View, and School:
Ensure these settings are correct.

1.

Auto-Save Interval: Set to 3 minutes for
automatic data backup.

2.

Records per Page: Recommend setting to
35 for easier navigation.

3.

Show Lower Page Controls: Enable for
easier navigation with large class lists.

4.

Warn on Save: Turn on to receive a
confirmation before saving changes.

5.

Recommended Settings



SECURITY TAB

Be sure to set your security question and
answer. This will be required if you need
to change your password in the future,

including in case you forget it.



CHANGING
PASSWORD
After logging in for the first time, be sure
to change your password from the default
'Welcome2024!'

Passwords expire every 90 days.

Passwords can never be reused.



NAVIGATING
MYEDBC

Clicking on the TOP TAB (along the
TOP of the main screen) reveals the
accessible SIDE TABS (located to the

left of the main window) .

Clicking on the SIDE TABS provides
additional options as Sub Side Tabs

and possibly Leafs. Both of these will
divulge even more information about

the record that has been selected. 



MENU BAR

Menu Bar – As different tabs on the top tab are selected, the
Options, Reports and Help choices (on the menu bar) change

to correspond with the Tab that has been selected. 

Filters- provide the user with the ability to narrow down the
search (see below). NOTE: The filter will continue to be

applied even if the screens are changed. 

Filter Options:



TEACHER CLASS WIDGET 



ATTENDANCE



MARKING ATTENDANCE

Students Default to (P)resent

Auth is for school authorized absenses (school sports, field trips, etc)

Student was (L)ate

Excused absence (usually done by office)

(A)bsent



CREATING A
SEATING CHART

The seating chart allows you to take attendance and
organize your classroom.

Navigate to the seating chart page through your
teacher widget or through Attendance ->

Seating Chart.

1.

2. Enter “Design Mode” in the top right of your page.

3. Customize the the grid width and height to match
the table layout of your space.



CREATING A
SEATING CHART

To assign students to seats you have a
couple of options:

The “Random” button will assign each
student a random seat.

Drag and drop: Click and drag student
names fromt he left side into a square

in the grid.

Once complete, click “Exit Design
Mode” in the top right.



MARKING
ATTENDANCE

FROM
SEATING
CHART

Student seats and pictures should now
allow for easy attendance taking.  This is

especially helpful for TTOCs.



Overview:

STUDENT INFORMATION

Displays ALL students registered in
teacher's classes
Provides quick snapshot of:

Student school information
Contact information
Demographic information



To find student Individualized Education

Programs (IEP), Student Learning Plan (SLP)

or Annual Instructional Plan (AIP)

Use "Search on Name" with LAST NAME1.

2. Click on student's blue hyperlink

3. Click Documents on the bottom of the

left tab.

4. IEPs and SLPs can be found under

“Plans” sub tab

5. AIPs can be found under “Ed Plans”

ACCESSING IEP / SLP / AIP



Step 4. Find “Contacts” on the left tab.

Step 2. Search student by last name in
the menu tab.

Step 1. Go to the “Student Tab”

Step 5. Go to the “Options” button in the
menu and select “Send Email”

Step 3. Click on the student name to
open their profile (blue hyperlink)

SENDING EMAIL TO A SINGLE STUDENT



Step 8. You can now type the body of the
email and hit send when you are done.

Step 6. You should now see the email
interface in MyEd.  It is important to
check who you are sending the email
too as the default can include all
emergency contacts as well.  To
remove a recipient, click the red “x”
next to their name.

SENDING EMAIL TO A SINGLE STUDENT

Step 7. You can send a copy of the
email to yourself by entering your
email in the BCC section.



SENDING EMAIL TO ENTIRE CLASS
Go to your homepage and find your teacher widget.1.
Find the email button next to the class you would like to email.2.
Make sure that “Contacts” is selected, optionally select “Students” to include them as well.3.
Write the body of the email. Include yourself in the BCC.4.



ADDITIONAL EMAIL INFO
Do not use the “Teachers” tab, this will email all of the teachers for each of your students on
your list (including summer school).  It is recommended to use Outlook for emailing teachers
and staff and MyEd for contacting students and families.

Attaching Files
The email function for MyEd has a small file limit of 7MB.  It is recommended that you avoid
sending files through MyEd and consider posting files to Teams for home access.

There are instructional guides on the Learning Hub on how to attach a link to a file.



Step 3: Click “Reports”
and then “Blank
Grading Sheet”

Step 4: Adjust Number of
Columns, 15 (landscape) has the
most number of columns

Step 2: Filter so only
“Current Classes” are
selected

Step 1: Select the “Gradebook” tab along the top bar 

PRINTING CLASS LIST / BLANK GRADING SHEET



Step 1: Select the “Attendance” tab along the top bar 

Step 2: Click on the Reports Drop
Down Menu. Select “BC Class List w.
Grid”. This will create PDFs of all of
your classes.

Step 3: Select the pages in the
“Print” option for the classes you
would like to print

PRINTING CLASS LIST / BLANK GRADING SHEET



Click on the Grades icon  for the subject you
are entering proficiencies for. This is found
under the Teacher Classes just to the right of
the course itself.

Click on “Gradebook” in your top bar and then
find “Scores” on the bottom of the left tab.

REPORTING IN MYEDBC

Two ways to access data entry
page for learning update:



Term =Choose appropriate term
or quarter

Elementary and Middle:
Tri 1, 2 or 3

For Highschool:
Q1, Q2, Q3, Q4

DISPLAY = GRADE

CHANGE YOUR
REPORTING VIEW

Grade columns = 
Post columns - Term 



REPORTING FOR K-9

Enter a term proficiency scale (EMG, DEV,
PRF, EXT) under the Term # Mark Column.

Click on the Comment Icon  under the “Term # Com”
section to open the comment box for that student. 

Once you are done adding you comment, quickly move
to next student with the “Save>” Icon. 

It is highly recommended that you first type all of your student
comments in a Notepad document, then copy and paste them

into MyEdBC. This ensures you have a backup of your comments
in case any connection errors with MyEdBC cause your

comments to disappear from the website.



Term Comment – This optional section can either be tailored to
individual students or provide general information on what has

occurred in the class over the year. Check with your admin for any
specific guidelines for this section at your school.

K-9 REPORTING AREAS
Include COURSE COMMENTS for the following courses 

-Language Arts
-Mathematics
-Science
-Social Studies
-Physical and Health Education
-Arts Education (ie. Music, drama, visual arts, etc)

Learning Habits and Engagement – This section is optional and
replaces the previous "Behaviours for Successful Learning" section.

This can be included as a stand alone comment or added throughout
the other subject areas. Student behavior should not contribute to a

student’s overall proficiency in any area of learning.

These sections do not have their own section in MyEd but
must be reported on:

-Applied Design, Skills, and Technologies (K-5 this is embedded in the
various comments taught and not reported on as a stand-alone
subject, 6-8 is reported in EXPO courses)
-Career Education – (Reporting process is being established this year
and is currently not a stand-alone course in the Learning Update)



SUMMARY OF LEARNING
When you have completed teaching a class, your final report is the Summary of

Learning for each student. To report this, fill in the comment column as usual, and
ensure the same proficiency scale is entered in both the Term AND Final columns.
The Term column should always be filled, while the Final column should only be

completed at the end of the year for primary and middle core, or at the
completion of a class for EXPO and Grade 9.



It is highly recommended that you first type all of your student
comments in a Notepad document, then copy and paste them

into MyEdBC. This ensures you have a backup of your comments
in case any connection errors with MyEdBC cause your

comments to disappear from the website.

Click on the Comment Icon  under the “Q# Com” section
to open the comment box for that student. 

Once you are done adding you comment, quickly move
to next student with the “Save>” Icon. 

Enter the percentage grade under
the Q# Grade Column.

REPORTING FOR GRADES 10-12



Microsoft Word is a rich text editor with many
formatting features that are not supported by

MyEdBC, which can sometimes cause formatting to
appear different when copied into MyEd, especially

when using bullet points.

WORD VS NOTEPAD

Notepad, on the other hand, is a basic text editor
that comes pre-installed with Windows. Comments
copied from Notepad should retain their formatting
when pasted into MyEd. Notepad files are saved as

.txt files (unlike Word’s .docx format).



COMMENT EXAMPLES



Where can you find additional instructional and
supporting documents?

Click Here for SD72
Employee Portal

For guidelines on report comment writing and examples go to:
--> Knowledge Center -> Instruction -> Reporting Framework ＆ Supporting Docs

For More Instructional
Documents on MyED

Click Here

https://schooldistrict72.sharepoint.com/
https://schooldistrict72.sharepoint.com/
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc
https://www.72learninghub.ca/72learninghub/page/362/my-education-bc


THANK
YOU


