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Medina City School District’s Parent Assistant provides parents and guardians access to information regarding their 
children’s demographic information, attendance activity, reporting period grades and class schedules via the Internet. 
Parents and guardians may view the information or request changes to demographic information using a computer and a 
browser like Microsoft Internet Explorer.  

Below are instructions on how to use the Parent Assistant Program and details regarding the information available:  
 

Access: 

• Open the browser application on your computer. Go to http://www.mcsoh.org  

 
 
• Click the Parent Assistant icon/link in the center of the page.  
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From the login screen, enter the User Name and Password.  
 
If you don’t have a User Name or Password please contact PAM@mcsoh.org or call 330-636-3101.  
  

• Click the Login Button.  
 

Figure 1 

 
Enter your Username and Password. Click the Login button.  
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Viewing Information  

The Current Progress or Messages screen of Parent Assistant screen will be displayed after you Login. Figures 2 & 3,  are 
the views of the Current Progress screen. This screen provides a snapshot of attendance and reporting period grades. The 
screen includes a list of all courses for the entire year.  

 
Figure 2 Secondary View 

 
    

Figure 3 Elementary View 
 

 
 

 

 
 

Columns 1-4 are the 
reporting period grades 

Column 4, Final and 
Current are the Final 
Grades for the course.
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General Info Menu:   Holding your mouse over General Info will display a menu with three selections, Demographics, 
Emergency Contacts and Teams.  See Figure 4. 
 

Figure 4. 

 

Selecting the Demographics choice will display a screen providing Student Details, Address Details, Previous School and 
District Details, Immigration and Miscellaneous Details, Medical Details and Sibling Details. See Figure 5.  

Figure 5 

 

Selecting the Emergency Contacts choice will display a screen listing the emergency contacts on record for the student. 
See Figure 6.  

Figure 6 
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Selecting the Teams choice will display a screen listing of all of the Team groups in which the student has participated. See 
Figure 7.  

Figure 7 
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Current Activity Menu: Holding your mouse over Current Activity will display a menu with Attendance and Fees.   
See Figure 8.  

 
Figure 8 

 
 
Selecting the Attendance choice will display a screen listing the student’s attendance history for the year.  
See Figure 9.  

Figure 9 

 
 
Selecting the Fees choice will display a screen listing the student’s fee history for the year.  
See Figure 10. 

 
Figure 10 
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Academic Progress Menu: Holding your mouse over Academic Progress will display a menu with four selections, 
Assignments, Current Progress, Diploma and Marks/Grades. See Figure 11.  

Figure 11 

 
Selecting the Assignments will display class work.  Columns will show information on possible grade/points, when work 
was assigned and due date. Activity Period to & from allows you to view specific grading period assignments.  For 
example you can search on all assignments due for a particular week.  See Figure 12. 

Figure 12 

 
 
Selecting the Current Progress will display the same screen available upon entry into Parent Assistant.  See Figure 2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click here to select teacher 
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Selecting the Diploma will display progress toward graduation.  In the diploma details, columns list Required, Earned and 
Needed credit totals.  See Figure 13. 
 

Figure 13 

 
 
 
Selecting the Marks/Grade will display a view of the students grades for the present school year.  See Figure 14. 

 
Figure 14 
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Messages Menu: Holding your mouse over Messages Menu will display a menu with three selections; Read Teacher 
Messages, School Messages and Send Teacher Messages.  See Figure 15. 
 

Figure 15 

 
 

Selecting the Read Teacher Messages will take you to a screen that will allow you to see all unread messages the 
teachers have posted.  A default feature of the Parent Assistant will display all new teacher messages when you login. 
Choosing the radio button next to “Show all Messages” will display all communications with all of your student’s teachers.  
School Messages will display general information needed to be passed on from entire buildings and/or the district.  Send 
Teacher Messages will allow direct communication with each of your child’s’ teachers.  Clicking on the “Send Message” 
button will deliver a message to your child’s instructor.   See Figure 16. 

Figure 16 

 

 
Please understand that some of our staff may have alternate correspondence preferences.  These preferences 
will be outline by your teacher.  For example, some of the staff may choose to use their district e-mail account 
rather than the PAM messaging system to correspond.  
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Student Update Menu: Holding your mouse over Miscellaneous Menu will display a menu with one selection, Courses. 
See Figure 17. 

Figure 17 

 
 

Selecting the Courses choice will display your child’s schedule selections for the next school year.  Add Course, Remove 
and Add Alt. buttons are only available during student scheduling periods. See Figure 18. 

Figure 18 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Miscellaneous Menu: Holding your mouse over Miscellaneous Menu will display a menu with one selection, Non School 
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Days. See Figure 19.  

 

Figure 19 

 

Selecting the Non School Days choice will display a screen listing the dates school is not in session along with the 
reason. Only full-day non-school days are listed. No half days are listed. See Figure 20.  

Figure 20 
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Student Schedule Button: Click the Student Schedule Button to view the student’s schedule of classes. See Figure 21.  

 
Figure 21 

 

Student Schedule view appears in figure 22. 

Figure 22 
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Requesting a Change  

Changes may be requested for Demographic Information and Emergency Contacts by the parent or guardian through 
Parent Assistant. For example a parent may request to change or update a work phone number or the student’s address. 
Once the parent makes the change the update is submitted to the school for processing. The school must process the 
request before the requested change is final.  

To request a change to demographic information: 

• Select Demographics from the General Info menu.  
 
• Click in the field to be updated. 

  
• Enter the new information.  

 
• Scroll to the bottom of the screen and click the Submit Change Request Button. See Figure 23.  

 
Figure 23 

 

• A message will be displayed stating the change has been requested. See Figure 24. 
 

• Click the Return Button to continue. 
 

Figure 24 
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• To request a change to emergency contact information select Emergency Contacts from the General Info menu. 

 
• Click in the Change Button to update existing information. Click the Delete Button to delete an existing contact or 

click the Add A New Emergency Contact to add a new contact. See Figure 25.  
 

Figure 25 

 

• Click in the field to be updated and then click the Save Button to submit the request. See Figure 26.  
 

Figure 26 

 

• A message will be displayed stating the change has been requested. Click the Return button to continue viewing 
or changing other information.  
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Log Off  

Always remember to Log Off and close the browser when you are finished requesting changes or viewing information. 
See Figure 30.  

To Log Off click the Log Off Button located near the top of the screen.  

Figure 30 

 

This will return you to the Login screen. Close your browser to complete the log off.  

What if I need help?  

If you need help or have questions regarding Parent Assistant please contact your Medina City School District 
Technology Department @ (330) 636-4390 or email PAM@mcsoh.org or contact the EMIS Coordinator at 330-636-3101.  




