
Setting Your Default Pick-up:
• Click on your child’s name.
• At the top, you will see the default pick up setting. 
 Select the primary way the student will be dismissed 
 from school during the week. You will need to complete 
 this step for each of your children at STA.

Pick-up Early Dismissal:
NOTE: The latest pick up time for both the Upper and 
 Lower Schools is 2:30 PM
• Click on the child’s name.
• Choose the day on the calendar, then select “early dismissal” 
 below the calendar
• On the following screen, choose the time and then click “Next.”
• Select the person delegated to pick up your child.
• Click “Confi rm” to fi nalize the early dismissal.

Pickup for a Specifi c Day - NOT REOCCURING
• Click the child’s name.
• Choose the day on the calendar, then select “change pickup” below the calendar.
• On the next screen, click “Next” to proceed to the pickup mode.
• Select the pickup option for this day and click “Confi rm Change.”

Pickup for a Specifi c Day - REOCCURING
• Click the child’s name.
• Choose the day on the calendar, then select “change pickup” below the calendar.
• On the next screen, choose “Daily,” “Weekly” on the specifi ed day of the week, 
 or “Monthly,” then click “Next.”
• Select the pickup option for this day and click “Confi rm Change.”

Adding A Delegate for Pick Up:
 At the bottom of the app, tap “Account,” then select “Manage Contacts.” You can add delegates either 
 from your phone book or manually. Please include anyone who might pick up your child, such as 
 family members, a nanny or babysitter, or friends’ parents. Note that only a parent can add delegates; 
 staff  members cannot perform this task.
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