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ACCESS 
 

To access Sapphire, click the app button on your iPad’s home screen, or go to 
sapphire.acchs.info in any web browser. 
 
  

 

Make sure you see our logo. If not, you’re 
trying to sign in to the wrong site 
 
 
Username (FirstNameLastName) 

Password (Student ID #) 

PIN (randomly generated number) 

 

 

NAVIGATION 

 

View bus, school, and counselor 

information. 

View weekly schedule in grid 

form. 

View detailed information about 

your grades. 

Track your discipline reports. 

Update your contact 

information. The school will 

verify. 

See upcoming events and due 

dates. 

Track your attendance reports. 

View report cards, progress 

reports, and any other 

documents that may be 

available. 
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CLASS VIEW 
 

To view the details of a class, click on the title.  
You can click on the current marking period to view your grade report. Any 
information on the web portal has been made visible by your teacher. 
 

 
 

Dropbox 
 

When a teacher wants to collect an assignment online, they will set up a 
dropbox for your class. When you are ready to submit the assignment, click on 
the dropbox in their class webpage and complete the form, like the one below. 
You can upload or attach a file from your Google Drive account, or type (or 
paste a link) in the text box. When finished, click “Submit.” 

 
 

 

 

 

Add files from 

your device or 

Google Drive. 
Type a text 

response, or 

paste a link to 

your response 

here. 
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Troubleshooting 
 

Occasionally, you may experience problems when using Sapphire. Below are 
some issues that we have seen and solutions or “work-arounds” to help you 
accomplish your task. 
 

I can’t log in 
When logging into Sapphire, 

1. First, make sure you are on the correct login screen. It should have the school logo. If not, go 
to sapphire.acchs.info 

2. If you are on the correct page, make sure you are using the correct login info. Your username 
is your FirstNameLastName (no period, no space); your password is your 5-digit student ID 
number; your PIN is a random number that should have been given to you. If you forget 
your PIN, come to the Media Center for a lookup. 

3. If you still can't login, email helpdesk@acchs.info and come to the Media Center for 
assistance. 

 

I forgot my password or PIN 
Your password is your 5-digit student ID number (located on your ID badge). Your PIN is a 
randomly generated number. If you do not remember your PIN, please come to the Media Center 
for assistance. 
 

Sapphire logs me out when I try to open an attachment 
For security reasons, Sapphire has an automatic logout feature. If the time & date settings on your 
iPad are not set correctly, then you might get logged out when trying to open an attachment. To fix 
this: 

1. Navigate to Settings > General > Date & Time. Toggle 24-hour time off. Toggle "Set 
Automatically" on and make sure the time zone is New York. Log out of Sapphire, log back 
in and try again. 

2. If that doesn't fix the issue, try using a different web browser (Chrome or Safari) than what 
you were using. 

3. If you still cannot download but someone else in class can, as a temporary fix, ask them to 
share the document with you (either through Google or email). 

4. Please email helpdesk@acchs.info and come to the Media Center for assistance. 
 

Sapphire dropbox can’t access Google Drive 
Google updated their security settings in May 2018, making it difficult for programs to access 
Google Drive. Sapphire is currently working to fix this. In the meantime you'll get an error message 
when trying to submit from Drive. To get around this, try the following: 

1. In the dropbox, click the attachment icon (paperclip) and select "Browse." From your list of 
available locations, choose Drive and select the file you want to submit. Tap add file and 
submit. 

2. If that doesn't work, go into Google Drive, find the file that you want to share. Tap the three 
dots next to the file name, select "Get Shareable Link." Copy the link and paste it into the 
Sapphire dropbox. 

3. If neither of those options work, please email helpdesk@acchs.info and come to the Media 
Center for assistance. 
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