


Medina City School District — Parent Assistant )%

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

Figure 21
e . 5
M Parent Assistant
General Info  Current Activity Academic Progress Messages Student Update Miscellaneous
Demogra phiCS stufent Schedule | |Log Off

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:

e Select Demographics from the General Info menu.

e Click in the field to be updated.

e Enter the new information.

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

Figure 23

ALTERNATE ADDRESS DETAILS (FOR TRAMSPORTATION - ELIGIBILITY TO BE DETERMINED BY THE BOARI

IMMIGRATION AND MISCELLAMEOUS DETAILS

Country OF Birth: | United State:s of Armerica !v Country OF Citizenship:

Immigration Status: |American Citizen |ﬂ Entry Date:

Visa;Work Permit

Exp Date: i

Language: English [vl Language Mo%ed: |ﬂ Language At Home: English |VI
Tuition Paid By: [v] Tuition Tyy [v]

Release Info? Inteym:cess?

Emerg Closure: | Iv] %ly Courier? E

MEDICAL DETAILS

Doctors Name: |DR. FRANTZ | Phone Number: [(440)582-1424]
Dentist's Name: BEwars / Phone Number: .

Health Policy #: / Preferred Hospital: Medina General

Allergies: [none liste | Life Threatening? D
Other:

SIBLIMG DETAILS

255257 {/ Fayrnond Ruiz Brother 15 0z M

Submit Change Request Change Password

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

® Click the Return Button to continue.

Figure 24

Change request entered
Tour changes must be remewed and approved by the school for them to take effect
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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
Emergency Contacts [student schedula] [1og off|
DISPLAY DETAILS
Student: Jane Srruth I Display
EMERGEMCY COMTACT DETAILS
Cal| Sequenca |Last Mame |First Namz | Relstionship Languzge |Place Of Employmeart Action
1 Srith Robert  Father English WA Sksts [Betsil= | [[thange | [Delet= |
t Smith Mary Mother English  nsD [ petails | [ thange | [pelete |
2 Peters Mark EM1 - Ernergerncy Cartact 1 - N | Details ‘ | Changa | | Daleta }
2 Helson Mara EM2 - Emergsncy sontact Z i = [ etails | [ change | [Delete |
Add A New Emargancy Contact W\

Click the Change, Delete or Add A New Emergency Contact
Button to change Emergency Contact information.

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

Figure 26
Change Emergency Contact

COMTACT DETAILS

Call Sequence  First Name Last Mame Relationship

Language
B [Hor= |welson /| [EM2 - Emargency Contact 2 v | [English
Place of Employment MNotes / Home Phone No.
| 0 / [EELEES
Unlisted 7/
CONTACT METHOD
Work Number Extension E-mail Address Fax Number
Voice Mail tellular Phone/ Pager Humber
; ]
, I A1 |
Addrass / Notas

u @ Copyright, Administrative Assistants Ltd, 2003, All Rights Reserved Worldwide,

e 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

Parent Assistant

Ceneral Info Cirvant Activity Acadamic Peograss Miscallanaous

nt Progress [Student schedul}] [Log oFF | '

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

What if | 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.
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