
Using MyEducationBC as a TTOC in SD19 
 

 
 

 

Part Two:  Setting Your MyEducation BC Preferences 

 

You will only need to set your preferences once and they will be maintained. 

 

1. In the top right corner of MyEducationBC, click on your name and then select  

SET PREFERENCES. 

 

2.  Change only the following items: 

a. Set the “locale” to CANADA 

b. Enable the checkbox show “lower page controls” 

c. Enable the checkbox “warn on save”  

d. Click OK 

 

 

 

 

 

 

 



Part Three:  Navigation in MyEducation BC 

 

1. When navigating within the MyEducationBC environment, use the navigation features in the software 

to navigate.  Do not use the browser navigation (e.g. forward and back) buttons in MyEducationBC. 

 
 

2.  Make sure to allow “pop-ups” for MyEducationBC – you will need to do this on each computer and 

web browser you use.  Look in the web browser address bar for the icon to click and ensure that pop-

ups are turned on. 

  

 

Part Four:  Selecting Your Worksite in MyEducationBC 

 

As a TTOC you can view all of the schools in the district in MyEducationBC. You cannot do any work in the 

system until you select the school you are working at. 

 

1. In the top right corner of MyEducationBC, click on  

 

2. A pop up will open, use it to select your worksite -  any sites 

labelled as “ZZ” are no longer active SD19 school sites. 

 

3. Important Note:  If you cannot select your school worksite or teacher you are TTOCing for, please 

see the school secretary. 

  

 

Part Five:  Taking Attendance in MyEducationBC  

 

1. Click on the PAGES top tab in MyEducationBC 

2. In the Teacher Classes section of MyEducationBC, click the attendance icon to view the 

appropriate class attendance.  Please note that at SD19 elementary schools you will only see 2 

classes for attendance (either AM or PM attendance).  At RSS, you will see all of the classes that you 

are covering for the teacher that is away. 

 
 

3. Click A if student is absent, click L if the student is late, click AE if you know the student is absent but 

excused by the parent – in the popup screen provide additional information on the reason for the 

excused absence – it really helps our secretaries. J  If a student is accidentally noted as away or late, 

click the P button to show them as present. 



 
 

4. After completing the class attendance, click the POST button.  Attendance is only recorded AFTER 

the POST button is clicked. 

Important Note:  If there is a change in attendance after attendance has been posted, please let the 

oWice / secretary know so that they can change the students attendance record in MyEducationBC. 

5. Click on the PAGES top tab in MyEducationBC 

6. In the Teacher Classes section of MyEducationBC, click the attendance icon to take attendance 

for another class.  Classes that have had attendance posted will have a checkbox in the POSTED 

column. 

 
 

 

Part Six:  Helpful TTOC Features in MyEducationBC 

 

Viewing / Printing Class List 

 

Quickly view or print a class list by clicking the ATTENDANCE top tab and 

then selecting REPORTS and finally BC CLASS LIST w. GRID 

 

 

 

 

 

 

 

 

 

  



Emailing Parents / Guardians / Caregivers 

 

There are a few diWerent locations to select to send email to parents.  The easiest location is the PAGES top 

tab and in the Teacher Classes section, click the  email icon. 

 

 

After clicking the email icon, you will be presented with the 

email creation / sending pop-up window.  Check all the items to 

ensure that they are correct.  If you need to email specific 

parents (e.g. not the entire class), you can remove specific 

parent email addresses from the list at the top of the email.  

Everyone receiving the email is always blind carbon copied! 

 

Important Checks Before Emailing Parents 

• CONTACTS checkbox is enabled 

• INCLUDE PRIMARY EMAIL ADDRESS only is enabled 

• Include clear subject line and any needed attachments 

• Confirmation message will appear after clicking SEND 



 


