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Log into the parent portal and select view/edit profile for child name. You will be taken to your information screen.  
Please be sure to complete the following: 

 

 
 

Once completed hit the blue submit button on the top right in order to save the data. Then click back to dashboard. 
 

 
 
 
 
 
 
 



 
Once back to dashboard select view/edit profile for parent and complete the following fields: 
 

 
 
 

 
 

 
 
 
 
 
 
 

Who are Parent 1 and 
Parent 2? 

 
Parent 1/Default - Enter the 
contact information for the 
parent who should be the 

primary contact in your 
shared household. If a child’s 

parents live in separate 
households, they will have 
separate accounts that are 

each linked to the child. They 
will each need to update this 
contact info separately, and 

will both be considered 
“Parent 1”. 

 
Parent 2 - Enter the contact 
information for the parent 

who is the secondary contact 
in your shared household. 
Their name and cell phone 

number will also be published 
in the directory, but not their 
email address.  However, it is 
important to include an email 

address for Parent 2, or 
he/she will not receive CMS 

email communication. 
 
 



 
 
Next, click the submit button again on the top right to save, and move onto the next tab, grandparents: 
Click show details.  
 

 
 
Complete the following data. Click add grandparent to add each additional grandparent. 
 

 
 

Click Submit when finished and move onto the next tab, Emergency Contacts. Hit Show Details and complete all 

applicable fields there. Submit again when completed to save data and move onto the next tab, Medical Data, and 
complete the following form: 

 

 
 
You are finished with the web forms! Now you are ready to download, complete, and email the PDF forms. 

EMERGENCY CONTACTS 
Are trusted people you want us 

to contact if we cannot get 
ahold of Parent 1 or 2. We will 
always contact the parents first 
in the event of an emergency, 

so please do not use parent 
information in these fields.  


