
Looking Up a Username and Password for a Parent or Student

1. From the Start Page, search to find the student.

2. In the Information section of the student menu, click on Modify Info.
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Printing a Parent Portal User Name and Password for One 

Student/Parent

1. From the Start Page, select the student.

2. In the Enrollment section of the student menu, click Functions.

3. Choose Print Reports for This Student.

4. In the Which report to print box, choose Parent Portal Letter.1 or Student 

Portal Letter.1 as needed. 

5. Click Submit.
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Adding an E-mail Notification for a Second Parent/Guardian.

1. From the Start Page, select the student.

2. In the Information section of the student menu, click on Parent/Guardian.

3. Scroll down to enter the notification parameters and the e-mail addresses.

Enter e-mail addresses separated
by commas with NO spaces.

Enter notification parameters.
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