Change of Transportation Request

Quick Guide

&2 Changing Transportation Request

If you need to change your tfransportation request at the same address any
time during the school year or due to extra curricular activities at school.
Parents can access the Parent Portal by clicking here or going to
hitps://www.cps-k12.org/parentportal.

a= How to change your Transportation Request

1. Afterlogging into Focus, click your child's name ,
then Forms Summary , and select the Change
Transportation Request for Same Address
under Available Forms.

2. The form will display what is currently selected on your child’s record.

Does the student need ®No OAM Only
transportation?”

COPM Only OBoth AM and PM

3. Tochange yourrequest : Click on the appropriate choice AM Only, PM Only
or Both AM and PM.

Does the student need ONo OAM Only

transportation?” = =
(OPM Only @Both AM and PM

** For Extra Curricular Activities or Sports (7th-12th):  Make sure you
select ‘Both AM and PM'’ to qualify for a Extracurricular Metro card.

| acknowledge that |
understand that | am only
. updating my child's Request
4, Cl ICk for Transportation.” R Then
* Notes

e This form is only for updating your child’s transportation request. It does
not change your address at your child’s school.
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