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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.  




