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How to Connect Students to myPass 
 
This document provides the following information to support School/Authority Users. 

• Student definition 
• Overview How to connect a Student to myPass.   
• Overview How to manage myPass Connections in PASIprep.  

 

1. Student Definition and overview how to connect to myPass 
 
 

Who can have access to myPass? 
 

Student • Any student from age 13 or older. 
 
How to connect to myPass? 

 
Student age 

below 13  
 • myPass is not available for students below age 13.     

 
• myPass provides most added value to students that are attending 

High School. Most students that are attending high school are 13 
years or older. The Parent/Guardian can get access to student 
information in myPass for students below age 13.  
 

Student age 
above 13  

Signup with email 
match 

• School enters the Student personal Email address to PASIprep. 
 

• Student creates an Education Account with an email address that 
match the email address registered by the School in PASIprep 
 

• Student enters the correct Alberta Student Number and Date of Birth 
in myPass. 

Signup with 
Access Code 

• Student receives the Signup Access code by letter via mail for the 
following situations: 

 
1. The Email address that is used for the Education account does not 

match the Email address in PASIprep or there is no email address in 
PASIprep. The student is unable to establish a myPass connection 
and has the option to request an Access Code. OR 

 
2. The Student is registered for a diploma exam, but does not have a 

myPass account 
 

For both situations the student should have a current mailing address 
in PASIprep. 
 

• Student creates Education Account.  
 

• Student enters the correct Alberta Student Number and Date of Birth 
in myPass. 

 
• Student enters the provided Sign up access code in myPass. 
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2. Detailed overview – How to connect a student to myPass? 
 
2.1 Student - Signup with email match 

 
Step 1: Enter Email address in PASIprep 
 
• School enters or confirms the student email 

address in PASIprep. 
 
 
 

  
Step 2: Create/Sign in to myPass 
 
• The school instructs the student to create an 

Education Account with an email address that 
match the email address registered in PASIprep 
 

• The student visits the myPass website via 
mypass.alberta.ca, or simply searches ‘myPass’ in 
browser. 

 
• The Student clicks on “Sign in with Education 

Account.” 
 

• The Student signs in with the Education Account, 
or with a Google or Microsoft Account.  

 

 

https://public.education.alberta.ca/PASI/myPass/Welcome/Index
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Step 3: Enter details in myPass 
 

• The student enters the following information: 
1. ASN 
2. Date of Birth  
3. Select the option “The Student” 
4. Click “Activate Connection” 

 
• The student receives an email notification with 

details that an active connection has been created 
on their record. 

  

 
 
2.2 Student - Signup with Access Code 

  
Step 1: Receive of Sign up Access Code letter 
 
• Student receives the Signup Access code by letter 

mail for the following situations 
 

1. The Email address that is used for the 
Education account does not match the Email 
address in PASIprep or there is no email 
address in PASIprep. The student is unable to 
establish a myPass connection and has the 
option to request an Access Code. 
 
OR 
 

2. The Student is registered for a diploma exam, 
but does not have a myPass account. 
 
For both situations the student should have a 
current mailing address in PASIprep. 
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Step 2: Sign Education Account 
 
• The student visits the myPass website via 

mypass.alberta.ca, or simply searches ‘myPass’ in 
browser. 
 

• The Student clicks on “Sign in with Education 
Account.” 
 

• The Student signs in with the Education Account, 
or Google or Microsoft Account  
 

• Preferable the student uses the same personal 
email address as the email address that is 
registered in PASIprep by the school.  

 

 

 
Step 3: Enter details in myPass 
 
• The student enters the following information: 

1. ASN 
2. Date of Birth  
3. Select the option “The Student” 
4. Enters the provided Signup Access Code from 

the Access Signup Letter 
5. Click “Activate Connection” 

 
• If the entered information matches exactly with 

student record, the student is informed that ‘Access 
to the student record has been granted’.  

 
• The student will receive a notification email with 

details that an active connection has been created 
on their record.  

 
 

https://public.education.alberta.ca/PASI/myPass/Welcome/Index
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Step 4: View Connection details 
 
• The student is able to view the details of the 

connected parent/guardian or authorized user in 
the “Access to the Student Information” section of 
myPass  

o Personal details including name, 
relationship and email address. 

o The status of the connection (if one exists) 
o Last time the connection was used 
o The expiration date of the connection  

 
 

 
Step 5: Manage  existing myPass Connection 

 
• The student is able to edit existing Authorized user 

Connections  via the “Access to the Student 
Information” section in myPass  

 
• The student is not able to suspend or delete the 

parent/guardian connection  
 

• The student is able to (un)suspend or delete an 
authorized user connection  
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3. Manage Student Connections in PASIprep 
 

Step 1: Select myPass Connection PASIprep  
 
• Go to “myPass Connections” Section in the 

PASIprep menu 

 
Step 2: Manage myPass Connections 

 
• The user can select the following options in the 

menu: 
 

• Suspend: Allows the user to suspend an active 
myPass connection 

 
• Reactivate: Allows the user to reactivate a 

suspended myPass connection 
 

• Delete: Allows the user to delete an active, 
expired or pending myPass connection. 

 
• For Suspending, Reactivating or Deleting an 

existing Connection: 
1. Select the connection that needs to be 

changed 
2. Click “Suspend”, “Reactivate” or “Delete” 
3. The status of connection will be changed 

after user click “YES” 
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