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No part of this publication may be reproduced, adapted or by any means without the 
prior written authorization of San Diego Chinese Academy. 
 
Information published here is current or planned as of the date of publication of this 
document. Because we are improving and adding features to our website continuously, 
the information in this publication is subject to change without notice. 

 
 
 
 
 Revision and Iteration History 
 

Version Authors  Publication Date Summary of Changes and Updates 

v.1.0 L. Lynn 7-17-2012 Initial Draft 

v.1.1 L. Lynn 3-28-2013 Pre-registration  Enhancement 

v.1.2 L. Lynn 8-29-2013 Add Other Resources  

v.1.3 L. Lynn 3-8-2018 Transaction History 

v.1.4 L. Lynn 7-23-2018 Enter Middle/High School Information  

    

 
 
 
 
 
 
 
 
 
 
 
 
 

 



SDCA School Portal User Manual [User Edition] Page 3 
 

 
Index 

 
Student Parent Resources  
 

Create user accounts for existing families from invitation email 4 

Edit personal information, addresses, and add family members 6 

Forgot username / Search for username 9 

Request password reset 11 

Register 15 

Volunteer Sign Up 19 

Transaction History 30 

Enter Middle / High School Information 33 

 
 
Other Resources 
 

Import CSV File to Excel 23 

Delete Blank Rows from Excel 26 

Instructor / Room Parent 29 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

 



SDCA School Portal User Manual [User Edition] Page 4 
 

Create user accounts for existing families from 
invitation email 

 

All families with existing or prior students from 2012 to 2013 school years already have 
information in the portal. They should receive a registration invitation email from the 
portal before registration. A sample of the invitation email: 
 
 

Subject:  San Diego Chinese Academy - Registration Invitation 
Date:  Wed, 25 Jul 2012 02:41:36 -0500 

From:  support@sandiegochineseschool.com 
To:  abc@mymail.com 

         
        Dear 家長 (parent), 

 
The following are the instructions for you to create a user account in order to register for next school 
year (2013-2014)  

新學年註冊帳戶申請辦法: 

 

1. Click on this link 按以下的邀請網址: 

http://www.sandiegochineseschool.com/registration/signin/register_with_invitation/UPDMCp3cCt3SEuG
Td9b4 
 

2. Fill in your phone number and select username / password on the form shown 輸入電話及用戶名稱與

密碼 

 

3. Click on the "Create Account" button 選擇"Create Account"按鍵  

 
Please note that, due to security considerations, the link above will expire 72 hours from the time this 
email was generated.  If the link has expired when you try to create a user account, please request a 
new link by replying to this email.  

請注意, 邀請網址將在您收到郵件後 72小時失效. 如果您無法在有效期間之內建立用戶名稱與密碼, 請回

覆這郵件再申請新的邀請網址.  

 
Once the user account is created, you can sign-in to the site at: 
http://www.sandiegochineseschool.com/registration/signin  

帳戶設立之後, 您可以由上列的網址登入 

 
The home page after sign-in would display family information currently on record with Chinese School.  
You may update information as needed.  The button at the end would start the registration process.  
Simply follow the instructions on the screen. 

登入後您的家庭資料將顯示在首頁中. 請更新您的聯絡方式. 註冊請按網頁最下方的按鍵. 網頁上有簡易的

說明.  

 
Contact us at support@sandiegochineseschool.com  if you encounter technical issues. 

如果您有問題請跟我們聯繫.  

 
Regards, 
San Diego Chinese Academy 

聖地牙哥中華學苑 敬上 
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In the invitation email, it has instructions regarding how to create a user account and a 
special invitation link as the following example: 
 
 

1. Click on this link 按以下的邀請網址: 

http://www.sandiegochineseschool.com/registration/signin/register_with_invitation/UPDMCp3
cCt3SEuGTd9b4 

 
 
For security reasons, the invitation link will be expired within 72 hours from the time the 
email was generated. If the link has expired, you need to reply to the email to request a 
new invitation link. Click on the link from the email, it will take you to the “Create User 
With Invitation” page. Enter your phone number or the mobile phone number for 
verification. Then you are able to create username and password. 
 

 

Once the user account has been created, you are able to login to your account.  
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Edit personal information, addresses, and add family 
members 

 
After login from the “Sign In” page, users are able to edit personal information, family 
address and add family members.  
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Click on the “Add Child” button. Users can enter student information in the “Add Child 
To Family” page. Repeat the same procedure until all the children are added. 
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All the added children will be listed in the “Student Information” section.  
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Forgot username / Search for username 
 

If users forgot the login username they can look up the username from the “Sign In” 
page. Click on the “Forgot username? Try to find username here 查詢用戶名稱” link.  
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The “Search for Username” page allows users to enter their email for the username 
lookup. If a family have multiple usernames with the same email address, all usernames 
will be displayed. 
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Request password reset 
 
When users forgot their password they can request a password reset by click on “Forgot 
password? Request password resets here 重建密碼” from the “Sign In” page.  
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It will display the “Request Password Reset” page. Enter username and press “Submit” 
to request a password reset. If the username found, a password reset request email will 
be sent out to the user’s email address on file.  
 
In the request email, there is a special link to the reset password page. The link will be 
expired in six hours. If users won’t be able to reset their password within the time frame, 
they will need to request a new password reset from the “Sign In” page again.   
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A sample of the “San Diego Chinese Academy – Password Reset” email: 
 
 

Subject: San Diego Chinese Academy - Password Reset 

Date: Fri, 27 Jul 2012 01:28:02 -0500 

From: support@sandiegochineseschool.com 

To: abc.mymail.com 

 

Dear 家長(Parent), 

 

Password reset has been requested for your account on Chinese School 

web site. 您的中文學校網站帳戶密碼已申請重建. 

 

Please follow these steps to reset your password 請依照下列的程序完成密碼

重建: 

 

1. Click on this link 按以下的密碼重建網址: 

http://www.sandiegochineseschool.com/registration/signin/reset_passw

ord/F4N3AEbqSQsQnUH8kCv4 

 

2. Fill in your phone number and select a new password on the form 

shown. 在表格中輸入您的電話號碼與新密碼. 

 

3. Click on the "Save New Password" button. 選擇 "Save New Password" 

按鍵 
 

Please note that the password reset link above will expire in 6 

hours from the time it was requested.  If the link has expired, 

please request a new password reset link. 

請注意密碼重建網址將在 6 小時之後失效, 如果您無法在 6 個小時之內完成密碼重建, 請再

回到登入網頁申請密碼重建.  

 

Once the new password is saved, you can sign-in to the site 

immediately at: 

http://www.sandiegochineseschool.com/registration/signin 

一旦新密碼建立完成, 您可以立即回首頁重新登入 
 

If you did not request this password reset, please report fraud to 

us at support@sandiegochineseschool.com 

如果您沒有申請密碼重建, 請通知網站管理人員 
 

Regards, 

San Diego Chinese Academy 

聖地牙哥中華學苑 敬上 
 

 
 
 
Follow the reset password link to reset your password.  
 
 
 

mailto:support@sandiegochineseschool.com
http://www.sandiegochineseschool.com/registration/signin/reset_password/F4N3AEbqSQsQnUH8kCv4
http://www.sandiegochineseschool.com/registration/signin/reset_password/F4N3AEbqSQsQnUH8kCv4
http://www.sandiegochineseschool.com/registration/signin
mailto:support@sandiegochineseschool.com
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After going to the link from the request email, it will take parents to the “Reset Password” 
page. Enter parent’s home phone number or mobile number for verification. Then 
parents can create a new password. Once the password reset successfully, parents are 
able to log in from the “Sign In” page.  
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Register 

After you have all the children added to our system, you are able to register your kids 

for the new school year. Choose the school year you’d like to register. For example, 

click on the “Register For 2013-2014 School Year” button.  
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Be sure to review the “Registration Overview and Refund Policy” page before continuing 

registration.  

In the “Select Students To Register” section lists all your children who have not been 

registered for this school year. Select the students by checking the box next to his/her 

name. 

If a student attended SDCA in the previous school year, the grade for the new school 

year would be the following grade. If the student did not attend SDCA before, the 

student may be asked to take a standardized test before the new school year begins to 

determine the appropriate grade level. Parents can select the class type you’d like to 

enroll your kids by choosing the drop-down menu in “Select School Class Type” section.  
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Next section is “Scrip Purchase Fundraising”. Enter the total scrip purchase amount. 

Finally, select up to three choices for volunteer jobs. 

 

Click “Continue” to continue the registration process. If you are not sure to continue 

please click on “Cancel Registration” button to cancel the registration.  
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After you continue the registration, the “Consent, Release, Indemnification, and 

Assumption of Risk” wavier displays. Please review the waiver carefully.  

 

If you agree to the legal terms on the waiver, click on “Agree and Continue” button to 

continue the registration. Or press “Cancel Registration” button to stop. 
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After you agree to the waiver, the registration form with itemized the tuition and fee 

displays. To complete your registration please print out this registration form by click on 

“Print Registration Form” button. It opens a new window tab with the printable 

registration form. Click on “Print 列印” to print out the form. Close the print window and 

back to the registration form page. Press the “Finish” button to back to Homepage. 

Submit the printed registration form and your payment to SDCA office or mail in. Then 

you are done.  

If you have any changes for the registration, please click on “Cancel Registration”. It will 

cancel the registration and go back to the Homepage. Repeat the registration steps with 

your changes. Also, before submitting your payment, if you need any changes, you are 

welcome to sign back and redo the registration with your changes then print out the new 

registration form.  
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Volunteer Sign Up 

SDCA is a non-profit educational organization. Our fees are kept low to provide 

enrollment opportunity for all students. Although our teaching staffs are salaried, we rely 

heavily on parent volunteers to maintain all non-academic functions of the school. We 

charge a service fee of $80 per family, which is refundable when a parent takes part as 

a volunteer. Refund will be given in the form of $80 value of Scrip gift cards. Please stop 

by the office on the Scrip Day to get your Service Refund. The more parents we have to 

volunteer, the less duty each parent will have to do. Your involvement will always be 

highly appreciated!  

To sign up for the volunteer opportunity, click on the “Volunteer Sign Up” button that can 

be easily found on the top and the bottom of the Home page or at the end of registration.  
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The “Volunteer Sign Up” page describes the policy for the volunteer opportunity. Please 

read the “Volunteer Job Descriptions” before sign up. Every family is able to prioritize up 

to three volunteer jobs. PTA will collect all the information and contact you as soon as 

possible.  
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Import CSV File to Excel 
 

When import CSV file with Chinese character content, one way to set up the Unicode 
uses the Data import feature. First, we create a new blank workbook, and then click on 
the “Create” button.  
 

 
 
From the “Data” tab click on “From Text”. A file search window will pop up. Select the 
CSV text file from your PC then click on the “Import” button.  
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To ensure Excel displays Chinese characters properly, on the “Text Import Wizard – 
Step 1 of 3” window, select “Unicode (UTF-8)” for “File origin”. Then click on the “Next” 
button. 
 

 
 
Next step, we need to specify the delimiters to separate each column. Since we use 
“Comma” as the delimiter for the CSV file, check the “Comma” box on the “Test Import 
Wizard – Step 2 of 3” window. 
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The last step lets you select each column and set the Data Format. If your data have 
date content, you can select the date format. Or leave it as default “General” then click 
on “Finish” button.  
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Delete Blank Rows from Excel 
 

There is a known bug from Ruby on Rails. When download file as CSV it generates 
blank rows between each record. One easy way to remove these blank rows is to use 
Excel to select all blank rows then delete those rows. Following are the instructions.  
 
After import CSV text file to Excel, select any one column from the alphabet cell from 
the top which highlights the column from the top of your list to the bottom.  
 

  
 
Use the function key “F5” as a shortcut to “Go To” window.  
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To go to blank lines, check the button of “Blanks”. Then click on “OK” button. 
 

 
 

All the blank rows will be highlighted.  
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From the highlighted column, use the right button from the mouse and select “Delete”  
 

 
 
Check the “Entire row” button then click “OK” button. All the highlighted blank rows will 
be removed.  
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Instructor / Room Parent 

When an instructor or room parent sign in to school portal, the ”Instructor Resources” 

displays before the personal information. This teacher’s or room parent’s student list 

button will be included in the “Instructor Resources”.  
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Press the button, the student class list will be displayed.  
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Transaction History 

All the transactions that parents made can be found in the Transaction History. This 

function is located on the left bar of every page (as shown in the below chart).  
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By Click on the link, all the past transactions will be listed. The first section is for 

registration, and the second part is for all the other transactions, for example, Scrip 

redeems, Scrip purchase, Scrip refund, Service Fee refund or Withdrawal.  
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Select the date of the transaction that you want to look up. The transaction detail will be 

displayed. Also by click on the registration transaction, you can print out the registration 

receipt with school’s tax ID for your tax purpose. Please consult with your tax advisor 

regarding tax deductibility of tuition paid.  
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Enter Middle / High School Information 

It is important for Credit class students to update their middle/high school information 

every year. This will allow school administrators to mail transcripts to the correct 

counselor and school address. To enter, scroll the screen down to the “Student 

Information” section. Under the student’s information, click the “Enter Middle/High 

School Info” button.  
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Enter the new school contact information or double check that the existing data is up-to-

date. Make sure to enter all the required fields. Then, click the “Save” button.  

 

 

 


