
STUDENT ONLINE INFO UPDATE - PARENTS

PARENT INSTRUCTIONS FOR STUDENT ONLINE INFORMATION UPDATE

In Family Access - Click on  STUDENT ONLINE INFORMATION UPDATE
  

1.

Pop-up box appears showing your child/children.  Click on your child or one of your 
children to begin.

2.

Returning Student Information Update screen appears.  Click 1a – Student Information 
to begin.

3.
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Step 1a Verify Student Information - Only specific fields will be available for you to 
make changes. Below are the changeable fields and the type of approval, if applicable. 

4.

Has Internet Access - changes to this will automatically update your child's 
record.

a.

Home Phone/Second/Third Phone - Approval Needed to accept changeb.

Allow Publication of Student’s Name for:   All 4 fields below will Auto 
Approve – your child's record will automatically update your change

Higher Ed Usei.
Public Useii.
District Useiii.
Local Useiv.

c.
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You have the option to complete only the step you are updating, or complete the 
step and move on to the next step. If you do not have any changes to a step, click 
Complete Step xx and move to Step xx.  You also have the option to Close & 
Finish Later.

•

Step 1b- Family Address - All fields will be available for you to make changes, 
Approval will be needed to accept changes. 

5.
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6. Step 1c – Family Information - All fields will be available for you to make changes, and 
the type of approval, if applicable.

These fields will Auto Approve – changes made will automatically update 
your child’s record.

⚫

Employera.

These fields will need Approval before your child’s record is updated.⚫

Primary Phonea.
Second Phoneb.
Third Phonec.
Relationshipd.
Primary Address - NOTE:  You will be required to attach proof of residencee.
Mailing Addressf.
Countyg.
Custodial h.
Home Emaili.
Home Languagej.
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Step 1d – Emergency Information – These fields are available for you to make 
changes and will be Auto Approved – changes made will automatically update your 
child’s record.

Physiciana.
Dentistb.
Hospitalc.
Insuranced.
Policye.

7.

Step 1e – Emergency Contacts - All fields will be available for you to make changes 
and all changes will be Auto Approved – changes made will automatically update 
your child’s record.

8.
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You can also Add Emergency Contacts (maximum 5 contacts), and they will be 
Auto Approved – changes made will automatically update your child’s 
record.

⚫

You can Change Emergency Contact Order – who you want called 1st, 2nd, etc.⚫

Delete Emergency Contact – You cannot delete the other parent unless you 
supply a court document stating the other parent cannot have 
contact/access to your child.  All requests to Delete Emergency Contact are 
set as Approval needed before change request is updated on your child’s 
record.

⚫

Step 2 – VERIFY ETHNICITY/RACE
Changes you wish to make to this area will require Approval before your child’s 
record is updated.

⚫

9.

Step 3 – ATTACHMENTS - PROOF OF NEW RESIDENCE

If you are changing your residence address, you will be required to upload one of 
the required documents listed below:

Current Electric or Water bill in your name and new address; or▪

Rent receipt, Mortgage Agreement, in your name and new address, or copy 
of Lease with the name of the lessor and contact information; or

▪

⚫

Home purchase contract that includes a specified or tentative closing date.  A 

10.
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Home purchase contract that includes a specified or tentative closing date.  A 
record of sale must be provided within 30 days after the closing date.

▪

Step 4 – Custom Form – This step will include applicable forms required for each 
student for you to complete.  Below is an example of the FA - Health Service Consent 
Form and FA - Parent & Student Acknowledgement Form. Additional forms may be 
included for required completion.

11.
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Step 5 – Complete RETURNING STUDENT INFORMATION UPDATE 12.

You will get a screen letting you know if you have completed all areas.  Each step
must have a green check mark.  You will not be able to submit any changes 
until all areas are completed.  

⚫

This example shows a green check mark next to each step indicating completion.  
This parent would then click Complete Student Online Information Update to 
submit their changes.  Remember, even if you have no changes to a step, you 

⚫
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submit their changes.  Remember, even if you have no changes to a step, you 
must make sure to mark it complete so it applies the green check mark.

This example shows that Step 1 and Step 2 were skipped.  Step 3 is a required 
step which shows was not completed.   This parent would not be able to submit 
their changes until all steps have the green check mark.  

⚫

If all steps have a green check mark and you have clicked the Submit button, the 
following message will be received to show all applicable steps were completed 

⚫
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following message will be received to show all applicable steps were completed 
and your changes were submitted to the school Registrar:

You will receive a notification in Family Access for any submitted changes that 
were not approved (denied) by the school and the reason why your change 
request was denied.  
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