
I apologize, because we imported just the basics into the new system, so you will have to 

update all contact information, as well as begin anew entering any emergency contacts 

other than yourselves as the guardians. Hopefully this year will be the most tedious 

because in the future you’ll just have to update or remove/add this information. The good 

news is that you can do this at your leisure at the comfort of your own computer. 

When you log in, you’ll see your parent portal page, which looks like this:  

 

As you can see, there is a menu on the left, and the main graphic screen in the middle. All the options on the 

left screen may or may not be available this year as we continue to discover the abilities of the new program. 

You can expand or collapse the menu to see items, and you can always click the little house logo in the upper 

left to come back to this screen, which has quick view tiles for the most important things you’ll be interested 

in seeing regularly. Your student’s name will show just to the top right of the menu section, and if you have 

more than one student, you can scroll through them using the arrows.  

The tiles that you will use most often show any announcements scheduled to show, today’s attendance, 

current grades, the calendar, fees, lunch balance, and schedule. These are always up-to-date, as the system is 

online and updates in real time. The yellow band across the screen gives you a warning about registration 

forms. Let’s look a little closer on the next page. 



 

I cropped this (above) screen so you can see better that the yellow bar lets you know that you must complete 

the online registration for this year. If you click the View link, it will take you to the list of registration forms 

(below). There are household forms and student forms. The list may seem a little intimidating, but this is 

something you have done every year, just on paper. It will take some time. To begin, click Edit to the left of the 

first form. 

 

You will need to check over the information that is already there and add or change information that needs to 

be updated. When you are finished with the form, you can do several things… see the next page.  

 



At the bottom of each form you will see a menu (see below) with Expand and Collapse arrows on the left, 

Previous and Next arrows in the middle, and Save or Start Over on the right. In the very middle, you can also 

click Return to List and it will take you back to the list of forms. If there are multiple things on a page, for 

example family forms for multiple students or many contacts on the emergency contact page, Expand & 

Collapse will open all or close all. Previous & Next take you to the previous or next form. Save will save your 

spot in case you need to leave and come back to finish later. Start over will wipe out everything and begin 

again. 

 

Specific to the registration page, you will see an Add Student button. Use this if you have a new student 

coming this year, you will use this button to add them if we do not already have them included in your family. 

 

Specific to the emergency contacts page, you’ll see an Add Contact button. Use this to add emergency 

contacts and fill in the required information. Please add at least one emergency contact just in case we cannot 

get in contact with you.  

 

One thing you’ll notice is that at the bottom of every single form there is a checkbox with this message in red: 

 

You must click this checkbox once you are done with each form (yes, I know it is tedious), because that is the 

indication to the system that you have filled out the form completely and are done with it.  Click this checkbox 

when you are finished with the form, and then click Next. It will either go to the next form, or you might get an 

error like below. 

 

What you can do in this instance is click on the spot where it says Errors, and it will pop open a little box and 

tell you what is wrong. For example, it may tell you a question is required and you missed it. Once you fix that, 

you can click next again and it will save and go to the next form (or still show an error to fix).  



When you get to the end of all the forms, if you have finished everything, it will show a box that you are 

finished and ask if you want to submit the forms to the school for review – then you are done! If you get to the 

end and you have missed things, it will take you back to the list and show you what is incomplete (see below).  

Often you may have just forgotten to check the box at the bottom to show you are done. You can go into just 

the pages that need to be finished and then click Return to List at the bottom until you are finished.  

 

Either way, once you get this box below and click OK, you are finished! Whew! 

 


