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Changing Email  

 

 

 
1. From the Member’s Demographics page, scroll 

down to the Personal Contact Information, 
2. Click in the Email field. 
3. Modify the email information as needed. 
4. In the Comments box, enter the date, your school 

number, your initials and the change made 
5. Select Save.  

Changing Messenger Preferences  
 

 
 
 

Change the Messenger Preferences for any 
Parent/Guardian by selecting / deselecting the 
messenger preferences under the Personal Contact 
Information on the Parent/Guardian Demographics 
tab. 

When you are viewing the Households tab from a 
member other than the student, the relationships next to 
the members listed will portray the relationships to the 
student.  

1. From the Member’s Demographics page, scroll 
down to the Personal Contact Information, 
Messenger Preferences section.  

2. Select/deselect the preferences as needed.  
3. Select Save. 


