Add/Change Guardian Contact information (phone, email, address)

This is the process for updating guardian email, phone and address.
Path: Administrative Access > Student > Student Profile

For all changes, go to Student Profile, Scroll down to the Family tab and click Family.
Open the Guardian record to update
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Adding/Changing Email Address:

1. On the Guardian record, click on Contact Information
a. To add an email address, click Add Email Address

b. To change an email address, click the arrow to open the email address you would like to change
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2. Add or change email and click Save and Back
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| Full Name || Emnail Address Email Type
H - Home
L I
E Save & Back H Save Changes ® Cancel

EMAIL ADDRESS DETAILS

I *Email Address | new.email@gmail.com I

Email Type | H W | | Home ~

*Rank 1

Note




Adding/Changing Phone Number
3. On the Guardian record, click on Contact Information
a. To add a phone number, click Add Phone Number

b. To_change a phone number, click the arrow to open the phone number you would like to change
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4. Add or change the phone number, then click Save and Back

5. On the Guardian record, click on Contact Information
a. To add an email address, click Add Email Address
b. To change an address, click the down arrow and select Move Address. The next screen will show you which
names at the address will be moved. Click Next
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c. Enter the Street Number, Street Name, City and Zip code of the address. Look in the Search Results at the
bottom of the page for the address.
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d. Under the Search Results, Click Select Address next to the correct address.

e. The next page will allow you to select if a new address is physical or mailing, etc. — this is only a choice if the
guardian has more than one address
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