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Updating Your Household Phone Number 
1. Log on to the portal and click the Household 

 

2. Next click the Update button for the household phone number 
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3. Change your number and add any comments to let the school if this phone number is not the 

landline into the house.  Click Send Update button 

 

4. You will receive a message indicating the change was submitted and will be reviewed before 

being updated. NOTE: you will not see changes immediately. 
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Updating Your Contact Information for You and Your Family 
1. On the navigation on the left, click the Family Members tab. 

 

2. Click  your name or other family members’ names to update their phone numbers or emails, 

then click the Update button 
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3. Enter the correct data and click Send Update. 

 

4. You will receive a message indicating the change was submitted and will be reviewed before 

being updated. NOTE: you will not see changes immediately. 
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Updating Your Contact Preferences(email address) 
1. On the navigation on the left, click the Contact Preferences tab. 

 

2. Change the information you would like and click Save.  Note: This information is updated 

immediately.  
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Updating Emergency Contact Information For Your Children 
 

1. Switch to your child’s information by clicking the Switch Student tab.  This will drop down a list 

of your children.  Click the student you would like to modify 
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2. From the Student’s page, click the Demographics page 
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3. From the Demographics page, click Add Contact 

 

4. To update an existing contact, click the Update button.  To add a new contact, click Add Contact. 
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5. Change the information and click Send Update 

 

6. You will receive a message indicating the change was submitted and will be reviewed before 

being updated. NOTE: you will not see changes immediately. 
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Notification of Your Approved/Denied Change Requests 
Once your request has been submitted, it will be reviewed by the District for accuracy and 

completeness.   Once the district has approved or denied your change request, a message will be placed 

in your Inbox on your home Campus Portal page.  You will need to click the Inbox area on the Home 

page to view the message. 
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