
Directions to Change STUDENT email/phone contact:  **Parents/Students/Staff can all update student email 
and phone contact in FOCUS. 

 

Student Steps: 

1.​ Student – My Information>Phase 1 Online Application 

 

 
2.​  Edit student email address and/or student phone number if blank or incorrect.Directions to update 

phone/email contact.

 

 
 

https://docs.google.com/document/d/1vWiWZfOLd2BAzXFWnznvX-Ld3Srt4MKLGzEkOHVj9Y8/edit?usp=sharing
https://docs.google.com/document/d/1vWiWZfOLd2BAzXFWnznvX-Ld3Srt4MKLGzEkOHVj9Y8/edit?usp=sharing


 

UPDATE *23-24- Students will need to provide a separate email address from parent and the Educator email 
CANNOT BE USED! Please obtain a student email to use for high school different from parent 

Student Email and Student Phone Change Process 

3.​  Click “SAVE” top right corner of screen. 

 

​  

Parent Steps 

1.​  Parent can update student email without approval by going to their parent portal>Child’s 
Name>Child Info >Phase 1 Online Application 

 

2.​  Scroll down to student mobile phone number/student email address and edit as needed. 

 

3.​  SAVE at the top right. 



 

​  

Teacher Steps: 

1.​ Teachers can update student email and phone number.  Click on the student> Scroll down to “Phase 1 
Online Application” tab.  

 

2.​  Edit student email and/or phone number as needed. 



 

3.​  SAVE at the top right. 

 


