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Introduction

Thank you for choosing Houghton Mifflin’s School Division eServices. This eServices Quick Start Guide is designed to get you started creating accounts, distributing eServices to teachers and students, and providing necessary information to account holders to manage their accounts. 

What are eServices?

Houghton Mifflin School Division eServices are online products designed to provide teachers and students with Interactive resources, such as eBooks.

	Types of eServices

	Teacher: eServices which can only be distributed to teachers

	Student: eServices which can be purchased by parents, teachers, and students with no restrictions

	Classroom: eService packages that can be distributed to both students and teachers


How are eServices accessed?

eServices are distributed through accounts in the School Division eServices website. We provide four Account Types to meet the specific needs of users.

	Account Types

	Administrator: accounts that provide full control of Classroom, Teacher, and Student accounts, including account creation, eService distribution, user profile updating, password management, and eService removal

	Classroom: accounts that provide both Teacher and Student eServices, and allow account holders to create new classrooms, distribute eServices to students, and modify some account information

	Teacher: accounts which provide access to restricted online resources, like eTeacher’s Editions, and allow teachers to modify some account information

	Student: accounts which provide a login giving access to online student resources, like eBooks, with no account management tools


How does the setup process work?

As the administrator, all of the eServices start with you.

1. follow the instructions provided in the notification e-mail you received

2. register the passkey and distribute it to account holders

3. distribute Student eServices to students

For your convenience, our system will always keep a detailed record of the number of eServices in use.

Who should use this guide?

As the eService administrator you will be responsible for managing the entire lifecycle of an eService including 

· updating account information

· adding and removing access to an eService

· editing classrooms

· preparing existing eServices for the new class year

If you are confident that administrator responsibilities are suited to you, then you are probably the person who should use this guide. Otherwise, you might want to pass this guide onto the person who will serve as the primary manager for eServices.

How to use this guide

No matter where you are in the process of setting up or using an eService, this guide is designed to assist you. The sequence is chronological, starting from the moment you click on the registration URL to the final distribution of an eService to a teacher or classroom. 

You can always refer to this guide for instruction on managing changes to an eService; each section is designed to stand on its own, allowing you to start at a point that provides you with the information you need.

Getting Started

In this section, you’ll learn how to complete the steps that will get your eService(s) started: 

· Step 1 – Use the Registration Link to Get Started

· Step 2 – Register as a New User or Sign In

· Step 3 – Register Your eService(s)

Step 1 – Use the Registration Link to get started

A link containing the registration link to setup your eService(s) has been sent to you via e-mail.

· click on the registration link in your notification e-mail

Step 2 – Register as a New User or Sign In

After you have clicked on the registration link, your next step is to either register as a new user or sign in as an existing user.

Are you an existing user?

If you currently have an account with School Division eServices, simply enter your Username and Password (located in the section “My Account Login”) and click the Login button. 

	Note: If you have forgotten your username and password, please refer to the account information e-mail sent to you when you first registered your account


Are you a new user?

If you’ve never used eServices before, click the Register button located at the bottom-left corner of the “My Account Login” screen

1. Create a username and password

2. Choose a Security Question

If you forget your password in the future, we will ask you this question

3. Enter your personal information

	Note: Your personal information will not be used for any marketing purposes. For more information about our privacy policy, visit http://www.hmco.com/privacy.html


4. After you have entered your Account Information, review the form to be sure that you have provided all required (*) information

5. Click the Submit button to confirm the information

	Note: You will be able to change your account information at any time


6. Review your account information, then click the Continue button to activate your account

	Note: To help you keep track of this information, your account information will be sent to the e-mail address you provided


Step 3 – Registering Your eService(s)

After you have registered as a new user, or signed in as an existing user, your next step is to register your eService(s).

Register your eService(s)

1. Make sure that all of the eServices shown in your notification e-mail are listed on the “eServices Administrator’s Agreement” page

2. Review the Administrator Responsibilities, which describes some of the duties the eServices administrator agrees to

3. Review the License Agreement, which indicates the terms and conditions of using Houghton Mifflin Online eServices

4. Click the Agree button if you consent to the Administrator Responsibilities and License Agreement

	NOTE: Once you have clicked on the Agree button you are designated as the primary administrator for the eService(s) listed on the “eServices Administrator Established” page.


Creating New Teacher & Classroom Accounts

Accounts for eServices are created with the eService Type (see below) in mind. 

	Types of eServices

	Teacher: eServices which can only be distributed to teachers

	Student: eServices which can be purchased by parents, teachers, and students with no restrictions

	Classroom: eService packages that can be distributed to both students and teachers


For example, if the purchased eService is an online eTeacher’s Edition, then the account it is added to should be a Teacher Account. If the eService is an online package that includes an eTeacher’s Edition and eBook for Students, then the account it is added to should be a Classroom Account.

How to create a new teacher account
	NOTE: applies ONLY if you are creating an account for a Teacher eService. If you are interested in setting up a new Classroom Account, please go to “How to create a new classroom account”


1. Select the eServices tab

2. Click on the eService you want to distribute to teacher

3. Click the Add Teachers... button to create a new eService User account

4. On the Add Teachers page, click the Create New Teachers... button

5. Enter all of the required information on the “Create New Teacher Account” page and click the Submit button

6. The account has been created and an e-mail with the information you entered is forwarded to the e-mail address you specified

7. If you are finished, click the Done button. If you need to distribute another eService to a teacher, click the Create Another Teacher... button and follow the steps listed above

How to create a new classroom account
	NOTE: applies ONLY if you are creating an account for a Classroom eService. If you are interested in setting up a new Teacher Account, please go to “How to create a new teacher account”


1. Select the eServices tab

2. Click on the Classroom eService (located under the Type heading) that you want to distribute

3. Click the Add Classrooms... button to create a new classroom account

4. On the Add Classrooms page, click the Create New Classrooms... button

5. Enter all of the required information on the “Create New Classroom Account” page and click the Submit button

6. The account has been created and an e-mail with the information you entered is forwarded to the e-mail address you specified

7. If you are finished, click the Done button. If you need to distribute another eService to a new classroom, click the Create Another Classroom... button and follow the steps listed above

Distributing eServices to Existing Accounts

The first method goes through the eServices tab. This is probably the most convenient method for administrators because it allows you to distribute an eService to multiple accounts at once.

The second method utilizes the Teachers and Classroom tabs, allowing you to link an account to multiple eServices.

Method 1 – Linking an eService through the eServices tab

	NOTE: Since linking eServices through the eServices tab is identical for both Teacher & Classroom accounts, we have combined the buttons with a slash (e.g. “Add Teachers/Add Classrooms”)


1. Select the eServices tab

2. Click on the eService you want to distribute

3. Click the Add Teachers.../Add Classrooms... button

4. On the “Add Teachers/Add Classrooms” page, check the box next to the teacher account(s) you want to distribute the eService to

5. Click the Add Selected Teachers.../Add Selected Classrooms... button

6. The account now includes access to the eService you selected. When the account holder logs in, this eService will be included in their account

7. If you need to distribute another eService to a teacher, click the eServices tab and follow the steps listed above

Method 2 – Linking eService(s) to an existing account

	NOTE: Since linking eServices through the Teachers & Classrooms tabs is identical, we have combined the instructions for your convenience


1. Select the appropriate tab

2. If applicable, select the school you wish to distribute passkeys to from the drop-down list

3. Under the column entitled Name (click to manage), select the account you want to distribute the eService(s) to

4. On the “User Profile” page, click the Add eServices button to view the list of available eServices to add to the account 

5. On the “Add eServices” page, check the box next to the eService(s) you want to distribute and click the Add Selected eServices button

6. The account now includes access to the eService(s) you selected. When the account holder logs in, the eService(s) will be included in their account

7. If you need to distribute eServices to another account, repeat the steps listed above, otherwise you are finished

Using invitations to distribute eServices

What is an invitation?

The School Division eServices website allows you to generate a document with a registration link in the body that you can then copy and paste into your own e-mail service, which you can then send to teachers. Recipients can click on the registration link to register and access new eServices.

	NOTE: We recommend that administrators opt to manage the entire lifecycle of eServices and teacher accounts themselves. Once accounts have been created, it is easier for one person to distribute eServices and manage accounts for schools than for accounts to be independently maintained by account holders


Sending invitations Teacher Accounts

Method 1 – Creating a generic invitation

A generic invitation allows you to send a non-personalized message to a group of teachers so they can create their own accounts and link eServices to either new or existing accounts.

1. Select the eServices tab

2. Click on the eService you want to create an invitation for

3. Click the Add Teachers... button 

4. On the “Add Teachers” page click the Invite New Teachers... button

5. You can copy and paste the provided text into the e-mail service or word-processor of your choice and distribute to teachers

6. If you are finished, click the Done button

Method 2 – Creating a personalized invitation

A personal invitation allows you to generate a message to a specific teacher so they can create their own accounts and link eServices to either new or existing accounts.

1. Select the Teachers tab and select a teacher account from the list

2. Click on the Teacher eService you want to create an invitation for

3. Select an account

4. On the “User Profile” page, click the Teacher Invitation button

5. You can copy and paste the provided text into the e-mail service or word-processor of your choice and distribute to teachers

Sending invitations to Classroom Accounts

Creating a classroom invitation

This invitation allows you to generate a message for classroom managers so they can create their own accounts and link eServices to either new or existing accounts.

1. Select the eServices tab

2. Click on the Classroom eService you want to create an invitation for

3. Click the Add Classrooms... button

4. On the “Add Classrooms” page click the Invite New Classrooms... button

5. You can copy and paste the provided text into the e-mail service or word-processor of your choice and distribute to classroom account holders

Managing an Administrator Account

After creating an administrator account, there are tools available to manage and update account information.

In this section you will learn to:

· View eServices users
· Modify an administrator account
· Remove teacher and classroom accounts from an eService

Viewing eServices users in the School Division eServices website

After creating accounts and distributing eServices you might want to review a list of users for specific eServices.

For Teacher & Classroom eServices

1. After logging into the School Division eServices website, click on the eServices tab

2. Select the eService you want to review

3. In the “eService Users” section, a list of users for the specific eService is provided

Modifying an administrator account

By selecting the My Account tab an administrator can update their password or contact information.

1. Select the My Account tab

2. Click the Reset Password button, OR
3. Click the Modify Profile button

4. Update information as needed, then click Submit
Removing teacher & classroom accounts from an eService

Removing accounts from eServices gives administrators the flexibility to effectively monitor and manage account access to eServices.

	NOTE: Since removing accounts from eServices through the eServices tab is identical for both Teacher & Classroom eServices, we have combined the buttons with a slash (e.g. “Remove Classrooms.../Remove Teachers...”)


1. After logging into the School Division eServices website, click on the eServices tab

2. Select an eService to view a list of users

3. In the “eService Users” section, click on Remove Classrooms.../Remove Teachers... button

4. Select the account(s) to remove and click the Remove Classrooms.../Remove Teachers... button

5. Review the eService to be removed and click the Remove Classrooms.../Remove Teachers... button

6. Repeat steps 1-5 for other eServices

Managing Teacher & Classroom Accounts


After creating accounts and distributing eServices, there are many ways to monitor and manage teacher and classroom accounts.
In this section you will learn how to:

· Reset account passwords

· Modify account profiles

· Add eServices to accounts

· Remove eServices from accounts

Resetting account passwords

There might be times when an administrator needs to reset passwords for accounts:

· The administrator determines as a security measure to periodically reset passwords

· The administrator decides to reset passwords rather than providing existing passwords when account holders cannot remember their password

· An account changes users (e.g. a new teacher replaces a retiring teacher and wants to use those eServices) and the administrator wants to provide the new user with their own password

For Teacher and Classroom eServices

1. After logging into the School Division eServices website, click on the eServices tab

2. Select the eService you want to review

3. In the “eService Users” section, a list of accounts for the specific eService is provided

4. Click on the specific account to view the account profile

5. Click on Reset Password... button

6. Enter the new password in the required fields and click the Submit button

-A notification e-mail is sent to the account holder that the password has been reset.

Modifying account profiles

Administrators and account holders can modify their profile information in the event contact information changes (e.g. a new e-mail address).

Instructions for administrators to modify their own account

1. After logging into the School Division eServices website, click on the My Account tab

2. Click on the Modify Profile... button

3. Update fields as needed and click the Submit button

4. Review changes in “User Profile” section

Instructions for administrators to modify Teacher accounts

1. After logging into the School Division eServices website, click on the Teachers tab

2. From the Manage Teacher Accounts list, click on the teacher account to modify 

3. Click on the Modify Profile... button

4. Update fields as needed and click the Submit button

5. Review changes in “User Profile” section

Instructions for administrators to modify Classroom accounts

1. After logging into the School Division eServices website, click on the Classrooms tab

2. From the Manage Classrooms list, click on the classroom account to modify 

3. Click on the Modify Profile... button

4. Update fields as needed and click the Submit button

5. Review changes in “User Profile” section

Instructions for teachers to modify Teacher accounts

1. After logging into the School Division eServices website, click on the My Account tab

2. Click on the Modify Profile... button

3. Update fields as needed and click the Submit button

4. Review changes in “User Profile” section

Removing eServices from accounts

Removing eServices from accounts gives administrators the flexibility to effectively monitor and manage account access to eServices. 

	NOTE: Since removing eServices from Teacher & Classroom accounts is identical for both the Teacher & Classroom tabs, we have combined the buttons with a slash (e.g. “Remove Classrooms.../Remove Teachers...”)


For Teacher & Classroom Accounts

1. After logging into the School Division eServices website, click on the Teachers/Classrooms tab

2. Select the account to remove an eService from

3. In the “User eServices” section, click on Remove eServices... button

4. Select the eService to remove and click the Remove Selected eServices... button

5. Review the eService to be removed and click the Remove eServices button

6. Repeat steps 1-5 as needed
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