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Return to the “Home” screen — a “Tasks” window will now
appear on the right side. This window will permanently
become part of your “Home” screen. Click the “Initiate”
button in the “Tasks” window
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Click on the Magnifying
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Click on the name(s) below to update the contact information
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If the information is incorrect, you can
change it in this window, which
appears when you click on the name
of the incorrect contact in the previous
window. Press "OK" when done.

Click NEXT and FINISH when complete

The changes will be sent to the schools for review and acceptance.
They are not real-time. You will not see your changes reflected in
parent portal until they have been accepted by the school.
Depending on the timing of your changes, that process may take
several days.

You are not able to add a contact, delete a contact or change the
priority. If you need to make any of these changes, please contact
the appropriate school or use the emergency card process.



