
GCA Family Directory



Directory Opt-In Form

To opt-in to the 
Family Directory, 

the parent initially 
just needs to fill in 

their first name, 
last name, and 
email address. 

This information 
must match what 
is on file in Infinite 

Campus.



Response Submitted for Opt-In to Directory



Welcome Email for Opt-In Submission

Parents will receive an email confirmation that they have 
successfully submitted their request to opt-in to the Family 

Directory.

This email also includes information about what the Directory is 
and how to opt-out if they have changed their mind.



Account Activation Email (after approval)

Parents will receive an email, once their Opt-In submission is 
approved, to activate their login and create a password.



Initial Account Activation and Password Creation

By clicking “Activate my Login” parents will 
be taken to this screen where they need to 
create a secure password for their parent 

portal.

Once they click “Create New Password” they 
will need to click the OK button on the 

pop-up to proceed.



Initial Log-In after Account Activation

Once the account is activated and a 
password has been created, the parent 

will be asked to log in to the portal.



Parent Email with Link to Directory

This email with the direct link to the directory will 
come approximately one hour after the parent 

initially fills out the Directory Opt-In form.

The parent can click on the GCA Family Directory 
link and it will take them to the directory associated 

with the grade band of their student(s).



Family Directory Landing Page

The “GCA Family 
Directory” link will 
take the parent to 

the Family 
Directory landing 
page where they 

will see more 
information as well 
as a link (or links) 

to the directory 
associated with 
their students.



Directory: Search by Name

Use the search 
fields to search for 

parents by First 
and/or Last name.

View parents by 
student grade level.

Information about 
what to expect from 

the Directory and 
how to use it.



Directory: View by Region and Access Facebook Groups

View parents that live within 
each region to find local 

connections.

Direct links to the Facebook 
groups for each Region.



Parent Contact Information

Click on a parent 
name in the 

Directory to see 
their contact 

information in a 
pop up window.

If the parent has 
entered a biography 
that will also show 

up here in their 
profile.



How to Access Profile Options

To access your profile options, hover over 
your name in the top left corner of your 

screen to see a menu that includes Profile, 
Notifications, and Logout. We will review 

each option on the next slides.



How to Update your Profile
Once you click on 

“Profile” in the menu, a 
pop up box will open.

You can update your 
Biography on this page 

to share what you 
would like to about your 
student(s) and family. 

The information you put 
in your biography will 

be searchable by other 
families who have 

access to the Directory.

Click Update Profile to 
save your changes.



How to Search for Keywords in Biographies

Scroll to the bottom of the Directory page 
and click on the Directory Full List. Yours 
will say the grade band that you are a part 

of such as PGB, EGB, MGB, or SGB 
Directory Full List.

Use the Keyword search to search for words found in 
other family’s biographies. An example of how you could 

use this feature would be if you want to search for 
families that enjoy riding their bike, you could use the 

keyword search for “bike” to see if there are families that 
enjoy that hobby.

You can also use the Keyword search to search for a 
student’s name. If the parent put the student name in 

their biography, it will come up using this search feature. 
The First Name and Last Name search boxes can be 

used to search for parent names only.



How to Upload a Profile Picture

On the “Picture” tab in 
the same pop-up 
window, you can 

choose to add a profile 
picture if you would 

like.

To add a photo, click on 
“Choose File” and 

choose a photo file. 
Once it is uploaded, it 

will show in the 
Uploaded image area. 

Click “Save Picture 
Settings” to save your 

photo upload.


