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Synergy—SIS Creating and Updating ParentVue Accounts 
V. 2018 

How to: Steps:   

Navigate to the Parent 

Screen 

 

 Type “Parent” in the Quick Launch box            OR         Follow the Tree to Synergy SIS > Parent > Parent.   
 
                                                                                                               

 
 
 
 
 
 
 

 Once on the Parent screen, click the ParentVUE tab. 

  

 

Possible Status #1: 

Activation Key 
Management box is blank 

 
 
 
 
 
 
 
 
 
 

 Click the Create Activation Key—The system will randomly add an Activation Key and 
Key Valid Until date. 

 Click the Print Activation Key—Hand the printout to the parent so they can activate their account. 

 NOTE— Parent has to have an email address to activate their own account.  If Parent doesn’t have 
an email account move to Possible Status #2. 

Possible Status #2: 

Activation Key            
Management box is blank 
and the parent does not 
have an email account.  

 In the box ParentVUE ID 

 You will need to create a UNIQUE username                                                                                               
for the parent. 

 Create a password and type it in both boxes:                                                                                          
Password and Confirm Password. 

 

If parent has a ParentVUE 
account but cannot           
remember their             
password. 

 If the parent has access to the email that is attached to their ParentVUE account. 
           They can go to ParentVUE and click the link that says “Forget Your Password”  The system will send  
            an email with a link to reset the password. 

 If the parent does not has access to the email that is attached to their ParentVUE account or there is not 
an email address attached to the account: 

              Office staff that has been designated on the Principals Dashboard with ParentVUE rights can go to the                 
               ParentVUE account and reset the password.                                                                                                                                                                                                                           

Checking Status of a ParentVUE Account 
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Creating and Updating ParentVue Accounts (cont’d) V. 2018 

  

Possible Status #3: 

Activation Key 
Management box has 
information in it and the 
ParentVUE ID/User ID 
displays. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The parent has already created and activated their account. 

 The Create Activation Key is no longer active and another key for the parent cannot be created.  

 If the parent does not remember their password and/or no longer has the email listed in the Email 1 field, 
clear out the email address and replace it with their new email address and SAVE. 

 If the parent has already activated their account, they can now access it by using the new email 
address. 

 If the parent never activated their account, the Activation Key Management box will empty and 
the Create Activation Key button will be accessible again.  

 Click the Create Activation Key button—The system will assign a new Activation Key 
and Key Valid Until date for the parent. 

 Click the Print Activation Key button—Hand the printout to the parent so they can 
activate their account. 

IF parent does not have an email account—refer back to possible status #2—creating the ParentVUE 
account without an email address. 

 

When Parent reports 

student not visible on 

ParentVue. 

 Ensure that the ParentVUE box on the Student screen> Parent/Guardian tab is checked. 

 Ensure that the ParentVUE box on the Student screen> Parent/Guardian tab is checked. 

 Ensure parent has an active ParentVue account . 

 Ensure the student in question is enrolled for the current year at a USD 259 school. 

 Parent needs to contact the school where the student is enrolled.  

Troubleshoot the Issue—

must be done by school 

where the non-visible 

student is enrolled. 

Follow the TREE to SIS Synergy > Student > Student 

 On the Parent/Guardian tab, confirm that parent is correctly listed and that Educational Rights 
is checked. 

 If all is correct, click on the parent’s name (blue link). The Parent view will open. 

 On the ParentVue tab, verify there is an active ParentVue account. 

 If yes, report issue to the Help Desk. 
 If no, the issue has to do with multiple parent records and must be fixed at the school level.  

Proceed to the next section, “Fix the Issue.” 

Checking Status of a ParentVUE Account (cont’d) 

Students Not Visible in ParentVUE 
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Creating and Updating ParentVue Accounts (cont’d) V. 2018 

Fix the Issue—must 

be done by school where 

the non-visible student 

is enrolled. 

Note: When there are multiple parent records for one parent, the student must be unlinked from the incorrect 
parent record and then linked to the correct parent record (the one that has the active ParentVue account.) 
The process below should resolve the issue.  
 

 On the Parent/Guardian tab of the student not visible, make note of which parent indicators are checked 
on the parent who is having the issue, and their relationship to the student. 

 At the far left end of the same line of the parent, select the checkbox below the X.  

 Click                  at the top of the view.  This will disconnect the parent record from the student. 

 Click                   at the far right of the Parents and Guardians bar. A new blank line is added to the 
Parents and Guardians grid. 

 Click on the small grey link in the Parent Name field. The Find: Parent view will display. 

 Enter the parent’s last name and first initial in the search criteria. 

 Click                 at the top of the view. 

 Locate the correct parent record based on address, phone. (You should see more than one). 
Be sure to select the one that Has Active Parent Account 
checked on the far right side. 

 
Caution! If you do not see more than one parent record, 
search multiple ways. One parent record might be slightly 
different—perhaps with a middle initial, or a hyphenated last name, etc.  
 

 Click on the Line number to the left of the correct parent record to highlight the line. 

 Click                 at the top of the view. The correct parent record is added to the student’s Parents and 
Guardians grid. 

 Re-check appropriate parent indicators and relationship. 

 Click                at the top of the view. 

 Verify the issue is corrected by clicking on the parent’s name (link) again and checking the ParentVue 
tab on the Parent view. You should now see the active ParentVue account information. 

  

Helpful Hints: Navigate to the Parent Screen  

Children tab: 

 Student has to be assigned to the Parent. Is the student listed here?   If not refer back to the section “ 

Student Not Visible in ParentVUE” 

 ParentVUE box HAS to be checked on the on the Parent screen in order to see their children in 

ParentVUE.   

 

 

 

 If the parent wants to make changes for the student in ParentVUE—The Ed. Rights box will need to be 

checked also. 

 The clerical staff is able to make changes on the Parent account from the Parent screen —  new email 

address, new password, new username. 

Students Not Visible in ParentVUE (cont’d) 


