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Get$Connected$*$Stay$Connected$
Sycamore)Educa-on)is)a)secure,)online)community)used)by)schools)around)the)world.))A)connec-on)to)the)internet)is)
all)that)is)required)to)access)your)school’s)news,)calendar)events,)classroom)web)pages)and)more.) )Using)Sycamore)
Educa-on)will)allow)you)to)access)school)informa-on)you)need,)when)you)need)it.) )But) )Sycamore)is)more)than)an)
informa-on)portal.))Sycamore)provides)streamlined)realA-me)communica-on)between)educators)and)parents.)

ABer)receiving)your)School)ID)(2716),)Username,)and)Password)you)can)
begin) accessing) your) student’s) informa-on.) ) To) login,) simply) go) to)
www.sycamoreeduca-on.com) and) enter) the) informa-on) under) the)
Login)buNon.)For)YouTube)videos)on)how)to)do)the)basics,)visit)
)hNp://bit.ly/1NDx5wo).

How$to$Check$Homework$

Hover)your)mouse)over)the)face)of)your)student)and)
select) “Profile”.) Click) the) small) blue) buNon) on) the)
right) “HW/Assignments”) and) a)weekly) summary)will)
appear.)Sycamore)Educa-on)at)a)Glance)

Parents1&1Students
•1Informa-on1Online—Any-me!1
•1Check1A@endance1
•1Review1Grades*1
•1Check1Assignments1
•1View1Student1Schedules1
•1Communicate1with1Teachers/1Staff1
•1View1School1Calendar1
•1Access1Classroom1Documents1
•1View1Student1Directory1
•1Get1Classroom1News1
•1View1Classroom1Photos1
•1Send1PassLALNotes*1
•1Discipline1Records*1
•1Service1Log1Records*

* Items are configurable by the school and may not 
be available to view at this time.

Please note: Sycamore Education is a completely web-based system. Follow Welcome Aboard steps for browser setup to fully benefit from all features. 
A Parent Manual can be found when logged into Sycamore Education located under System Help/ Online Manuals.

Front$Desk$
Under)Front)Desk)on)the)menu,)you)can)see)a)list)of)school)employees)and)
send)them)an)email)by)clicking)on)the)mail) icon)to)the)right)of)their)name.))
You) will) also) find) under) Front) Desk) a) school) directory) with) contact)
informa-on)for)all)the)GCCS)families.)This)is)also)where)you)can)see)a)list)of)
all)the)homeroom)classes)and)their)class)pages.)Click)on)the)red)schoolhouse)
beside)the)class)to)visit)the)class)page.)

My$Family$
This)is)an)important)place)to)visit)right)away.)Please)click)on)Informa-on)to)
verify)that)your)contact)informa-on)is)correct.)You)also)need)to)choose)what)
personal)informa-on)can)be)displayed)in)the)internal)family)directory)to)only)
GCCS)families)A)it)would)be)ideal)if)mailing)address,)home)phone)and)email)
were)available.)

My$School$
Under)My)School)A)on)the)menu)you)will)be)able)to)view)the)volunteer)hours)
you)submit)and) in)the)future,) informa-on)on)the)upcoming)parentAteacher)
conference)schedule.)

My$Students$
For)a)shortcut)to)your)student’s)informa-on,)click)on)the)student)face)in)the)
upper) right) corner) on) the) school) home) page) and) select) Profile.) ) Besides)
homework,)you)can)also)review)your)student’s)aNendance)schedule.

How$Sycamore$Can$Be$Used$By$Parents

Ques?ons?$Need$Help?$

If) you) have) ques-ons) or) need) help,)
please) contact) Karlene) Patrick) at)
karlene.patrick@guelphccs.ca) for)
support.) From) September) 17A25) she)
will) be) available) in) the) school) foyer)
every) morning) from) 8:30A8:50) to)
answer)ques-ons)or)walk)you)through)
the)basics)on)a)computer.

I login to Sycamore Education every day. It’s made it 
easy to stay connected to the school. Now I always 
know how my kids are doing, and I can easily 
communicate with their teachers. I love it!

LAnna1S.,1Mother1of151students

Initial Login and Setup Instructions 

1. There will be an email in your inbox with an invitation from Sycamore to log in to your 
parent account. Follow the link provided. 

2. Enter your login information that was provided in the email.  
3. Follow the steps to set up your internet browser to allow popups from Sycamore. This is 

one of the most important steps in setting up your account. Once you have completed 
the setup click on the blue button at the top right that says “Got it. Do not show this to me 
again.”. You will need to do this step on any new computer/device that you use to access Sycamore 
via the website. 

4. Change your password and click the blue button at the top right that says “Submit.” 
5. You’re done the initial setup! 

Verifying your Family Information 

It is ideal to log in to Sycamore on a computer but you can access Sycamore from any device 
that has access to an internet browser like Chrome, Firefox, Internet Explorer, etc.  Just type in 
app.sycamoreeducation.com, enter your School ID (3040), your username and password and you 
are in! 

Once you have set yourself up in Sycamore, take some time to verify that 
your personal information is accurate and up-to-date.  

1. Click on My Family. 
2. Information contains your main family information that will show up in 

the directory like your address and phone number. After you change 
any information, click Update at the top right to save it. 

3. Contacts are the parents and other authorized people you want the 
school office to be aware of. Click on each blue name to verify their 
information. You can also add a new contact by clicking the blue button 
at the top right – “New Contact”. Please notify the office if someone 
is an emergency contact, authorized pickup or both.  

4. Click on Students to verify your children’s info – click on each blue 
name. 

5. Medical is where you can let us know your doctor’s name and number. 



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 	

Entering Volunteer Hours 

1. Click on My School 
2. Click on Service Logs 
3. Click on New Log at the top right and a new window will pop up. 
4. Choose the date you volunteered and the time. Choose the 

category of volunteering you participated in by clicking on the 
drop-down box titled Opportunity.  

5. Record how many hours in total you volunteered on this 
occasion. 

6. If it is helpful to provide some explanation or description, please 
enter it in the Notes 

7. Click on Submit to save. 
8. Once your submission has been approved, it will appear in your 

total volunteer hours. 

Parent Teacher Interview Scheduling 

1. Click on My School 
2. Click on P/T Conference 
3. Choose a Student and an interview Date 



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	

4. A chart will appear with that teacher’s schedule. Green means they are available and 
red means that they are not available. 

 
*** It is highly recommended that you look at the schedule for each teacher you want to 
meet before you start booking appointments. You will want to book an appointment with 
the teacher who has the least availability so that you can try and arrange your other 
appointments around that first one that you book. 

5. Click on the green timeslot that you want for the interview. You will be asked to 
confirm this choice in a popup window before it is actually booked. 

6. Choose the next student from the drop-down and book their timeslot. The program 
will mark the previous time you booked for your first student in red on the chart so 
that you don’t double-book yourself. 

7. Once you are done booking appointments, click on the blue Summary button at 
the top-right for a review of your bookings that you can also Print from the pop up 
window. 

8. If you make a mistake or need to reset your choices to try again, please contact the 
front office, trinity@tcsonline.ca or email Karlene Patrick at 
karlene.patrick@tcsonline.ca. 

 



	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Accessing the Family Directory 

1. Log in to Sycamore 
2. Click on Front Desk à Family Directory  
3. The directory is organized alphabetically by last name. Choose 

the letter you want and find the family. 
4. Or, you can look for a student’s name in the Student Search 

field at the top right. 
a. Type in the student’s first name and a listing of all the 

families with a student of that name will appear.  

Accessing the Classroom Directory 

1. Log in to Sycamore 
2. Look to the Right Hand Sidebar and scroll down to Featured, which has a listing of the 

Classes. 
3. Click on the Class Name you are looking for and a new window or tab will appear for 

that class. 
4. For photos of the students in this class, look at the Left Hand Sidebar and click on 

Front Desk and Students.  
5. For the directory of families in this class, look at the Left Hand Sidebar and click on 

Front Desk and Directory. 
6. A listing of the students and their parents/guardians along with home address and home 

number will be available to view and/or print. 
7. If you need an email, a document has been posted on the class page or you can also look in 

the Family Directory on the School Home page for that information. 
8. Close the window or tab to go back to the School Home page.  



1. Log in to Sycamore 
2. Look to the Right Hand Sidebar and scroll down to Featured, which has a 

listing of the Classes. 

3. Click on the Class Name you are looking for and a new window or tab will 
appear for that class. 

4. You will see 4 tabs in the centre of your screen:

 
a. The News tab contains the Classroom News and Information. 

i. Click on each News Title to read the complete text. 
ii. When you click on the title, a new window will appear. You can 

print or email the article from the buttons at the top right of this 
window.  

b. The Calendar tab contains a list of upcoming events. Clicking on the 
event name will provide any extra information that may have been 
provided.

Accessing Class News, Calendar, Photos and Documents 



 

 



In order to see the full month in a traditional calendar view, just click 
on All Events at the top right. In the full month view it is also 
possible to print the calendar with the blue print button at the top 
right.

 
c. The Photos tab may contain photos. Click on the photo for a larger 

view. 

Click on All Photos to see all of the photo albums for this class.

 
d. The Documents tab provides a list of any documents that the teacher 

has added to the classroom page. Click on the document title to open 
it. 



Click on All Documents to see all of the documents that have been 
added to the classroom page.

 
 
 
 
 

	

	

Accessing Class News with the App 

Log in to the Sycamore School: Home app. 
The first screen features News, Events and 
the Family Directory for the whole school. 
 
Click on the Personal button at the bottom 
to see your personal student information. 



	
	

Click on the name drop-down to choose 
which student’s information you would like 
to check. 
 
Click on Classes to get to the homeroom 
class for the chosen student. 

Click on the name of the homeroom class. 



Click on Class News. 

A list of class “news articles” will appear. 
Click on the heading of each news article 
to read it. 



	


