
 
 
 
 
 
 
 
 
 
 

 
�
�

���������	���
��
��������		����
�����
�������
���
� ��������������
�
 
 

User Guide for Parents 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updated February 2008



 2 

 

Frequently Asked Questions 
 
Is Sycamore Education a secure system? 
Yes. When you connect to www.SycamoreEducation.com, any volatile information will be 
transferred to your browser via a secure connection when you use the Secure login feature.  (Not 
all schools mandate that a secure connection be used.  Check with your school office.)  
Sycamore Education also has a security feature that requires a user name and password to enter 
into individual schools.  No one outside of your school community can have access to your school 
information.  When your school subscribes to Sycamore Education, you are using an application 
created by a company that is grounded in integrity.  We will not release your school information 
for any purpose.  
 
Does Sycamore Education permit advertising? 
No.  We at Sycamore Education feel that flashing advertisements on the screen is not only 
distracting, but also annoying!  We know that concentration would be compromised if 
advertisements were put into place.  Our goal is to allow more time for student centered activities; 
advertisement links detract from this goal.   
 
What systems requirements are necessary to use Sycamore Education? 
A browser connected to the Internet is the minimum requirement.  To fully benefit from all that 
Sycamore Education offers, all faculty, staff and parents should have access to a browser 
connected to the Internet.  However, if it is not possible for teachers to have this access, 
Sycamore Education is highly useful to school office personnel with this accessibility.  Parents 
can still benefit from having school information online anytime they need it.   The latest versions 
of Internet Explorer or Mozilla Firefox are recommended. 
 
Does Sycamore Education offer support? 
Yes. Although Sycamore Education was created to be easy to use, there still may be questions 
we have inadvertently failed to address in this user’s guide.  If you have questions please contact 
your school office.  If they do not know the answer, the school’s Sycamore Education Super User 
may contact us and we will be glad to answer any questions.  We do not accept support email or 
phone calls from parents. 
  
How do parents use this service? 
Your school office can email an invitation to parents that will give you your school ID and secure 
username and password to access school information.   
 
Where is our school's information stored? 
Sycamore Education stores all information on our servers in a professional data center, 
maintained by Sycamore Leaf Solutions, LLC .  Generator powered back-up, Internet 
redundancy, nightly back-ups and armed-guard security all work to insure your data stays safe.  
Using Sycamore Education servers saves your school the time and added expense of purchasing 
hardware and software, and staff costs.  We protect your data better than your school can. 
 
Can parents use Sycamore Education if they don't have a computer or Internet access at home? 
Yes. Even though this scenario will become less common, we understand that some homes still 
do not have computers.  Often times, parents have access to the Internet at work, or know 
someone with Internet access.  Libraries offer this service for free and some local businesses 
offer it for a fee, such as copy centers, large bookstores, or coffee shops.  
 
What if my school already has a Web site? 
The system integrates well with an existing school Web site.  A link can be added to your Web 
site that connects you directly to your specific Sycamore Education site. 
 

This manual is furnished under license and may only be used or copied in accordance 
with the terms of that license.  This manual is furnished for information use only and is 
subject to change without notice. Sycamore Education assumes no responsibility or 
liability for any errors or omissions in this manual.  Sycamore Education is a product of 
Sycamore Leaf Solutions, LLC 
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Sycamore Education performs best when using the latest version of Internet Explorer,  

preferably version 6 or higher.  Mozilla Firefox,   version 2 is also an acceptable browser. 
 
Sycamore Education utilizes pop-up windows within the application.  Pop-up blockers are very 
prevalent and you may experience issues if you have pop-up blocking software installed on your 
computer.   
�
If you are unable to fully view the windows, especially the buttons at the bottom of a Pass-a-note, 
you probably have a pop-up blocker.  To address this issue, you will want to configure your Pop-
up Blocker to allow pop-ups from Sycamore Education. There are numerous Pop-up Blockers 
available, so it would be impossible for us to tell you how to disable the one you are using. Most 
Pop-up Blockers will allow you to add certain sites to a list of acceptable sites to allow Pop-ups.  
Also, it is possible to have numerous Pop-up Blockers installed on your browser.  If you do, each 
one will have to be configured to allow Pop-ups from this site. 
 
The following is step-by-step instructions on how to solve this issue when using Internet Explore 
of Mozilla Firefox browsers. 
 
To add Sycamore Education to your list of secure sites for Internet Explorer follow these 
instructions: 
 
Modifications needed to Internet Explorer 7 and higher 
1. Go to Tools/Internet Options and selecting 'Security'. 
2. Select the “Trusted Sites” icon and then click on the 'Sites...' button.  
3. This will bring up a window that will allow you to manage your list of trusted sites for this zone. 
4. Add https://www.sycamoreeducation.com to the zone.  
 
Once this site is added to your list, a status bar will no longer be displayed on every popup 
window, which will allow you to see all of your buttons. 
 
When using Firefox following these instructions to allow pop-up windows in Sycamore Education: 
Modifications needed to Mozilla Firefox 1.0 and higher  
1. Go to Tools/Internet Options and selecting 'Security'. 
2. Select the 'Web Features' icon on the right.  
3. Make sure there is a check in the box next to 'Enable JavaScript'. 
4. Click on the 'Advanced' button.  This will bring up the 'Advanced Javascript Options' window. 
5. Make sure there is a check in the box next to the 'Hide the status bar'. 
 
Once this option is set, a status bar will no longer be displayed on every popup window, which will 
allow you to see all of your buttons. 
 
These instructions can also be found once you are logged into your school’s Sycamore Education 
website on the menu under System Help then Messages, then Welcome Aboard. 
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When you click on the Calendar tab across the top of the Sycamore Education 
homepage, you will get a listing of the next twenty school events along with the 
event description.  Click on “All Events”.  This web page is used to show an 
entire month’s worth of school activities and events.  You can view the previous 
month by clicking the month name on the top left or go to the next month by 
clicking the months name on the top right. Or jump to a different month and year 
using the drop down box in the top right corner.  The calendar is color coded by 
quarters as defined when the school year was created. Each school day is the 
color of the quarter. If there is a half-day, the day will show up with a lighter color 
background. You can view an entire days worth of events by clicking the date or 
you can view just one event by clicking the event name.  
 
If you click on the birthday cake icon  at the bottom of the page, you can view 
all of the students’ and employees’ birthdays for that month.   
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Photos Tab 
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An Open Photo Album 
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Pass-a-Note Example 
 

 �

-�-"���
�����	���
������ 0"������������������������ ������������
�����������	���	
��������������� 0"�����������%
�������� ��������
������������������������'��

�������
$������������������� ��������
���
������
�
+���������������'���� �

-�-"���������������������
��� �
�������

��� . 
 

·  INBOX – This is a mailbox area for all PANs received from others.  The 
headings along the top give the date received, who it is from, if you have 
read it, and the subject.  Click on the box next to the Pass-a-Note to enter 
a check mark if you wish to Delete or Archive the Pass-a-Note to your 
email address.  To delete or archive all Pass-a-Notes in your inbox click 
on the blue check mark at the top . 

·  +��4+7�2�0���

�	�������������������������������	�����

�� ���
��
$����
��
�������	������������ 0"
������������!��
��� �������
�������
�������������
���!���������������
���$������ ����
�
����
��$��������������
�����!����$�����������������	���� ������
�������
���
�
��!���
�����	��'������������'�������������������� ��������
��
������!��$�����'����������������!�
�������
��������� ������
�����
�!������������� �

-�-"���
������������!��
��������	��� ����������
�����!����������
�����������
��!���
�����
���	�� . 

·  �* �+(����-����
�������
�������
��������������������	� �
����
!��������
���������
��������&���'�������� �

-�-"������� �� �	��
���������������
�
��������������

��������
���
��
��'
'!��
�

���������������!����
�������������������
����� �

-�-"�� �������
�����������	�����
 
����������	����
�������������������
��
�������'����� �
 
-�-"���������
��������������������������������������������������
�� ����0�����
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-�-"����������������
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·  &���'��������������� �

-�-"��������������������������� ������
·  ���� �
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Breakroom - Browse Tab 

 

&���'��������	���������������
�������������������
��
� ��������0���
 
0������������������
�������������������
�����������0� %
���������������
�������
������	��$���!����������������������������� 	��������������
��
���
������� �������
��	�����������
�������������!����� ��&���
������
�����������������'��������������
����������������
� �����	���
���������
������������������$��������'�������������������������
�� ���������������
���������'�����0���	�������
�

 

 
Creating a Classified Ad 

 
+�������������
�	����
�	������$������������	��'������� ���������
�
�������
�������������
�����������	���������������*� �0�
���	��������
��
��������
��������&���'��������
����������� ����������������������
�
�������
����$�����'������
�����	��������(���������� ��	���
�������
��������!��������
��������������������������!������ ��&���'��������
��������������

� ���������
������������������������'���'���
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Viewing a Created Classified Ad 
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��!����������$������������ �'����'������
�

��������������������������
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����� ���
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����������
�

��
�������������.�������
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����� ����������������%��
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Breakroom - Classified Ads by Category 
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Entering a Service Log 
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My Information, Family – General Tab 

 
 
(����������
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My Information, Contacts – Contacts Tab 
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My Information, Students – Students Tab 
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My Information, Medical – Medical Tab 
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My Lunchroom, Cafeteria – Account Tab 
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My Accounts, Cafeteria – Orders Tab 
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My Students – General Tab 
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My Students - Grade Tab 
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My Students – (High School) Schedule Tab 
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My Students – (Elementary Student) Attendance Tab 
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Elementary Classroom Web Page 
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Sycamore Education is a product of Sycamore Leaf Solutions, LLC.  Sycamore Leaf Solutions 
specializes in automating office processes.  Use of one of our applications will equip your school, 
office or church with an online, secure intranet that is flexible enough to be used by any business 
office.  Communication is enhanced, administration duties are streamlined and your entire school 
or office will become much more efficient.  Being web-based, you can login to your secure 
community from anywhere you have Internet connection.  Sycamore Education has been 
customized to meet the special and specific needs of schools K-12.  It is a comprehensive 
application that will revolutionize your school office. 
 
Here is a list of our other application designed to make your life just a shade easier! 
 
Sycamore Office   www.sycamoreoffice.com  for any small to mid-size offices 
Sycamore Research   www.sycamoreresearch.com  for clinical research offices 
Sycamore Sheep Crossing www.sheepcrossing.com  for faith-based organizations 
Sycamore Community   www.sycamorecommunity.com for non-profit organizations 
Sycamore Family  www.sycamorefamily.com  for busy families 
 
Sycamore Leaf Solutions, LLC 
PO Box 291 
Fremont, NE 68026 
www.sycamoreleaf.com 


