Directions to Change Parent/Guardian Information

1. Update Parent/Guardian Email Address or Phone #

2. Parent Contact Change Request

1. Update Parent/Guardian Email Address and/or Phone Number

1. Parents can update their email and phone in FOCUS from their parent portal. The changel(s) will be
submitted for approval. Approvals will be processed within 48 hours of submission.
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2. Parent clicks Addresses & Contacts, then Parent selects parent name for the information they want to

update.
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2. Parent Contact Change Request

1. Add/Remove Parent/Guardian: In FOCUS, parents/guardians and contacts are listed under “Addresses
and Contacts.” In the example below, Allyson is contact #1. Because she has a gavel academic and
personal information may be shared with her about her student. Contact #2 and Contact #3 are listed
as emergency contacts but neither has a gavel therefore academic and personal information may not

be shared.
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Parents/guardians can add or remove a contact from their parent portal by completing the steps below.
The request to add or remove a new contact will be submitted for approval.

Parent portal>Click on Child’s Name>Child Info
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2. Select Addresses & Contacts. Click New Contact at the top right of the address block

Filter fields...

9-12 - Schedule Change Reauest...
9-12Intent to Return

9-12 State Testing Info

Academic Historv Application
Acceleration

Addresses & Contacts L
Application Resubmission
Attendance

College Admissions Tab

Contact Info

Document Review

3. Parents should enter all appropriate information for the new contact. Be sure they indicate custody or
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emergency contact. See pic below:
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5. Parents will receive this message indicating that the change requires approval.

X
This change requires approval. A change request has been submitted.




