
Focus Parent Portal (Desktop/Laptop) 
Upda�ng Your Child’s Contact Informa�on in FOCUS – All changes will be reviewed/approved 

by each school’s Data Entry personnel prior to publishing in Focus. 

 
1) You will need your FOCUS Parent Portal username and password to edit your child’s informa�on.  

 
2) Login to the FOCUS Parent Portal and click the arrow next to your child’s name 

to expand the menu, then click “Child Info.” 
 
 
 
 
 

3) On the next screen, click “Addresses and Contacts” to verify the informa�on currently on 
file for your child. 

 

 

4) To edit PRIMARY (CUSTODIAL) CONTACT informa�on for any exis�ng contact, click on the CONTACT NAME to 
edit informa�on. This will allow you to update informa�on such as phone numbers and email addresses, not 
the primary address of the student (see below). 
 
 Under Phone & Contact Details, enter all known 

numbers for the contact separately by pressing 
“Enter” a�er each entry.  

 Once informa�on is entered on the blank line, 
press the “ENTER” key with your cursor to s�ll on 
that record to submit that entry and open a new 
blank line.  

 Enter all applicable data on separate blank lines 
before clicking “Save.” 

 
 
 
 
 Also be sure to select the proper address or “No Address” 

if the contact is simply an emergency contact or approved 
pick up contact. The selected op�on will have a thin blue 
line across the botom. 

 
 IF YOUR PRIMARY ADDRESS HAS CHANGED, PLEASE DO NOT CREATE A NEW ADDRESS. Instead, please go 

to the school with proof of residency (such as a current u�lity bill, driver's license, or rental agreement) to 
have this informa�on updated.  



5) If you are adding a NON-PRIMARY CONTACT (non-custodial 
contact), click “New Address.”  
 When adding a new address, please be sure to 

enter informa�on en�rely. You only enter a mailing 
address if you have a separate address to receive 
mail (i.e. PO Box). Click on the “Save” buton when 
finished. 

 

 

 

 

 

6) When adding a NEW CONTACT, please take the �me to 
enter all informa�on thoroughly on this screen as it is 
vital in case of an emergency.  
 Be sure to indicate whether:  

1. the contact has custody 
2. if they are an emergency contact, or  
3. if they are allowed to pick your child up 

from school. 

 

 

7) When you are finished, click “Save.” Your request will then be sent to the 
school for approval. You may review the status of any requests by going online 
to view your child’s “Change Requests” screen. 

 


