
 

Parent/Team Page Tip Sheet 

Potential contacts must be entered by the district under the ‘Parent/Team’ tab. 

• Each file must have a contact with a Parent/Guardian identified. 
• At least one Parent/Guardian must be marked ‘Student Lives Here’ 
• Each contact marked ‘Student Lives Here’ must have a complete address. 

 To add the Parent/Guardian: 

Click the ‘Parent/Team’ tab in the lighter blue bar > on the right of the panel, click ‘Add New 
Parent/Guardian’ 

  

This will expand the panel.  Required fields are highlighted in Green. 



 

 

 

Be sure to click the green ‘Add Parent/Guardian’ button in the bottom right corner of the panel to save 
the contact. 



 

 

 

Continue to add contacts if needed. 

 

Possible Errors on the ‘Parent/Team’ tab: 

Occasionally the team may receive the following error: 

 

This error indicates incomplete Parent/Guardian information.  If you receive the above error, the 
following information may be missing: 

• One Person marked ‘Student Lives Here’ 
• The person marked ‘Student Lives Here’ has a full address entered (Address, City, State and 5-

digit Zip Code) 

 

 

 

 

 


