
PowerSchool Annual Update
This guide has been created to assist parents/caregivers with completing the new PowerSchool Annual 
Update Process. 

Please be sure that you are using a full web browser (Google Chrome is recommended) to complete the 
process. You WILL NOT be able to use the PowerSchool App.

If you have any technical issues during this process, please email: help@coventryct.org for assistance. 
Please be sure to indicate your name, your child’s name and a method of contact in your request for 
support.

1. Access your parent account at: 
https://covsis.coventryct.org/public/

2. Select the child you will begin 
working with.

3. Click “Forms” on the left side of the 
screen.

4. You will then see the School Forms 
page, you should start on the 
General Forms Tab:
a. Section

b. Form name

c. Status

mailto:help@coventryct.org
https://covsis.coventryct.org/public/


5. Click the Form that you want 
to complete.

6. Read through the form and 
complete as required. 

7. At the bottom of the page, 
type your name and date if 
required.

8. Click Submit when the form 
is complete.

*Please note that all areas 
with a * are REQUIRED.

9. When you successfully 
SUBMIT a form, you will 
receive a confirmation 
pop-up. Be sure to read the 
message.

10. Click OK

11. You can fill out another form 
by clicking on the proper tab 
at the top of your screen.



10. Complete each form as 
required.

11. For the CONTACTS Form. 
You may ADD, EDIT and 
REMOVE contacts. Do not 
use the EDIT button to 
remove a contact. This is for 
changes only.

12. To ADD a contact, click the 
add button on the top right 
of the contacts box.

13. Enter the appropriate 
contact information. 
Only select YES for Receives Mail if 
the child DOES NOT reside at the 
new contact’s address and you 
would like them to receive mail 
notifications.

14. You can apply the new 
contact to all children by 
checking each box.

15. Click Save to save the new 
contact.



16. To EDIT a contact, click the 
pencil on the right of the 
contact you want to edit.

17. Update the information as 
needed.

18. You can apply the contact to 
each child.

19. Click Save to complete the 
changes.

20. To REMOVE a contact, click 
the X on the right of the 
contact you want to remove.

21. Once you click the X you will 
be prompted to confirm that 
you want to remove the 
selected contact. 

22. Click Yes, remove.

23. Click OK to continue.



24. If you have more than one 
child, you can click the 
checkbox next to each child 
to apply the contact 
additions and edits.

25. Click Submit when finished.

26. When leaving a page or 
signing out, you may see a 
pop-up warning. As long as 
you have submitted the 
form, it is okay to click 
Leave. 

27. Click Sign Out when you are 
finished.


