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Every Home Page has a link for Home Access Center (HAC)



This is the login screen. Enter your User Name and Password.
Parents and students each have logins of their own.

The User Name typically has a period in it.
The password is case-sensitive.

You can change the password to one of your choice, but it 
must have at least 8 characters.



This is the Home Page and it opens showing the calendar. 
In the week view, you can see: links to email teachers, the current Marking Period 

average for each class, Assignments on the dates they are due, and any attendance 
marks in the system.



If you click the link to email a teacher and get this 
message, you need to set up the default mail 

on your computer. 

You can Google “set up default email client” and find out how to do so.



The attendance marks show the most recent information in 
the system.

“Unconfirmed” was entered by the teacher. The Attendance 
Secretary will update it to show the correct code for the 
situation.



Assignments appear on the Calendar 
on the date they’re due.

More information about them appears 
on the Classes screen.



Under My Account, you can change your HAC Password 
and your Challenge Questions.

Challenge Questions improve security. If someone tries to get into your account, after 
a number of failed attempts they will be asked to answer one of the questions 

correctly. If they cannot they will be locked out for a period of time.



Attendance
Highlighted dates on the calendar show that

there is attendance information available. 

● Put your cursor over a date to see a pop-up with details. 
● A key to all codes is listed at the bottom. Red ones count as absent for 

state reporting.
● At the High School, each Period has attendance information. 
● Notice the << and >>. Use them to move to other months.



Attendance – Alerts
Click the checkmark to turn on Attendance Alerts.

● The alert is sent to your email around 6 PM on days when there are 
codes in the system. 

● If there is an incorrect Attendance mark, please contact the school. If 
you reply to the Attendance Alert, you are emailing a person who 
works in the Technology Department and cannot change Attendance 
Marks.

● You can click on “Limit Alerts to Specific Types of Attendance” if you 
wish to only receive Alerts for specific codes.



Classes
All Assignments and Grades are shown under Classes.

● Click on the name of an assignment to see more information about it.
● When you change the options under View Classwork for Report Card Run 

and Show… be sure to click the Refresh View button.
● High School Students need to click the Full View button to see  the 

Semester Grade which in some classes is different than the Marking Period 
grade because it is calculated including a Final Exam.



Classes – Grade Alert

● Checkmark the box and enter a number in one box OR the other.
If you put numbers in both, you will get no Alerts. 

● You will receive an Email around 6 PM for any grades that fit the “rule” 
and have been entered in TAC before the email was sent.

● If a grade is entered after 6 PM and fits your “rule,” that grade will be 
included in the Grade Alert the following day.



Full View
& 

Semester Grades

● Click the Full View button to see more information on the Grades screen.
● Additional columns will appear. 
● You will also see the Categories for each class at the bottom of the 

screen.
● High School students should then click Show All Averages to see the 

Semester Grade once the Final Exam has been taken.



Full View

● Date Due - Required. Causes the assignment to show on the calendar on this date.
● Date Assigned - Optional. Teacher may leave blank.
● Assignment - Name of the assignment. If you click on the name, you will see more details if teacher 

entered any.
● Category - Each assignment is assigned to a category.
● Score - The points earned by the student
● Total Points - The points that the assignment is worth
● Weight - Usually 1.00, but a teacher can make an assignment worth more.
● Weighted Score - The score multiplied by the weight.
● Average Score - the average score earned by students in the class.
● Weighted Total Points - The total points multiplied by the weight
● Percentage - The Weighted Score divided by the Weighted Total Points
● NOTE: The line through 30.00 for the TKAM assignment means that score has been dropped and 

doesn’t count toward the student’s Percentage. The teacher has set TAC to drop the lowest score in 
that category.

● X and Z Grades: If you see grades of X or Z, they mean: X - Excused, Z - Zero usually means the 
assignment was not turned in. Excused grades do not lower the average. Z counts as a 0 in the 
average. Contact the teacher with any questions. 



Semester Grade
Only at Penn High School

● The Semester Grade is a Weighted Average of the Marking Period Grade and 
the Exam Grade, if any.

● When you click Show All Averages, you see the information.
● If the Exam is 0.00% either the teacher doesn’t give an Exam for the class or 

the grade has not yet been entered. 
Notice that the 0.00% is not affecting the Semester grade.
It can’t just be blank, so 0.00% is showing.



Grades
The Report Card appears online soon after 

paper copies are sent home. 
Schools are given time to double check accuracy.

  

The Transcript is also available for Penn Students. It may be unavailable at certain 
times while calculations are being run and checked.



Test Scores
Standardized Test Scores are also shown on this screen.



Student Support
If there is Discipline information in the system, it appears here.



Registration
This information is in the school’s information system. 

If you see that anything is incorrect, please notify the School Office.



Change your password

In the upper right corner, you’ll see your name.
Hover over it and choose My Account.
On that screen, you can change your password. (You will 
need to know your old password and enter it first.)

You can also change your Security Questions & Answers 
there. If you forget your password and use the “Forgot 
Password”  link to change it, you will be asked to answer a 
Security Question before it will be allowed.



For questions about the technology & for password help

Contact HAC@phm.k12.in.us

For Questions about the grades, contact the teacher, please!

mailto:HAC@phm.k12.in.us

