Completing the Back to

School Packet

Quick Guide

Each year, families are required to complete the Back to School
Packet. This multi-page form provides important information
about your child to our schools. While the forms are available in
paper format, it is recommended that the digital forms be
completed on Focus for both efficiency and accuracy.

Access the Parent Portal

Login to Focus Parent Portal:
https://www.cps-ki2.org/parentportal

Select “Click here to login”.

Enter login credentials (email address) or select

“Click here to reset password". Click “Login".

Click “I am Finished adding students. Please take me to the
portal.”

Student -> Forms Summary ->
Back to School

From the side menu, click your child’s name, then click “Form
Summary’. Click “Back to School”. The packet will appear.
Click through to complete each required field.

23 submit Back to School Packet

After each required field and page are completed, click
“Submit and Finish” to complete the process.
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