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The daily management of student dismissals is an important area of administration. KIDaccount provides a simple 

interface that allows you to set the default and daily dismissal method as well as set up individual student dismissal 

schedules. 

If you have your School Information System (SIS) set up to sync, KIDaccount will automatically import your SIS data each 

night. KIDaccount data is simply a reflection of your SIS data. Therefore, KIDaccount is only as accurate as your SIS. 

Please contact your SIS or Transportation administrator if you find any dismissal related issues. 

The student profile area is only available to those authorized staff members with an “Administrator” role. There are also 

some advanced options that are discussed in another document. 
 

This area displays all the information about each student and allows you to add or modify their dismissal method, add 
pick up people, and create schedules. This area is only available to those with an “Administrator” role. 

 

These instructions include: 

1) An overview of the Student Profile page. 

2) Mark a student absent. 

3) Change a dismissal daily method via the Calendar. 

4) Create a Student Schedule 

5) Add or modify a Pick-Up Person (PUP) 

 
1) Student Profile Page. Begin typing the Student’s last name in the search box and select Search. 

 

 
Select the appropriate name from the list to display that student’s profile. 
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The Student Profile Page contains the student information on the left, a Calendar for schedules in the center, 

and a list of all the students on the right. 

 

 

 
The upper left portion displays the starting digits of the student’s ID, their bar code number, as well as the 

current and default dismissal methods. As we can see below, Zachary’s default dismissal method is the Car Line 

and todays dismissal method is the Car Line. 
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The middle portion of the screen displays buttons that allow you to: 

• Delete a student 

• Add or modify a Pick-Up Person (PUP) 

• Create a schedule for the student 

• Print a temporary Parent Pick Up Bar Code tag 

• Create a late pass for the student 

• Mark the student as absent. 

 
The bottom portion displays the school information system (SIS) data and allows you to change the default 

dismissal method. NOTE: If you are automatically syncing with your SIS each night, please make all changes in 

your SIS. This will automatically update KIDaccount each morning. 
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2) Mark A Student Absent. A student may be marked absent from the Student Profile page or a teacher may also 
mark a student absent on their Teacher page, if allowed. The Toggle Absent button is a toggle that allows you to 
mark a student absent or remove the absent status in the event a student arrives late. 

 

To mark a student absent select the Toggle Absent button and Today’s Dismissal Method will change to Absent. 
 

 
 
 

The student’s caricature will also be grayed out on the teachers display. 

 

To remove the absent status, simply select the Toggle Absent button a second time. 
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3) Change a Student’s Dismissal Method. Simply select the appropriate date on the calendar. Choose the new 
method in the pop-up window by selecting one of the radio buttons for Car Line, Bus or Afterschool. 

 

 

Choosing Bus or Afterschool will then display a drop-down with options for a bus number or Afterschool 

program. 
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For this example, we will choose Bus and then select bus number 10 from the drop-down, add a note and select 

Submit to save your changes. 
 

 

A warning alert appears at the top of the page, today’s dismissal method is updated, and the change will be 

displayed in red on the calendar. 
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The change will also be displayed on the teacher page. The modification will be displayed in Red. Select the red 

circle icon to display the note. 

 

 
KIDaccount also makes the appropriate changes on the daily Bus Manifest to alert the driver of a new rider on 

the bus today. 
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4) Add a Student Schedule. Schedules may be added for dismissal methods or an afterschool program. For this 
example, we will use Micah Bowman. He has a default dismissal method of the Car Line, but he will need to take 
the bus home on Tuesdays and Thursdays for a few weeks. 

 

To add a schedule, open the student profile page and select the Create Schedule button. 
 

 

Enter the appropriate information in the pop-up window. 
 
 
 
 

Enter schedule name. This will appear on the calendar. 
 
 
 

Enter the start and end date. In this case Micah will be taking the bus on 
Tuesdays and Thursdays during the month of November. 

 
 

This activity will happen every week. 
 
 
 

On Tuesdays and Thursdays 
 
 
 
 

Instead of the Car Line he will ride the bus. 

The bus number is 15. 

A short note explains the changes. 
 
 

Select Submit to complete the schedule process. 
 
 
 
 

The changes will be highlighted on the student calendar. 
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To delete a scheduled dismissal method, select the appropriate day and choose Delete in the pop-up window. 

 

 
Multiple schedules may be added for each student. All changes will be displayed on the teacher’s page. 
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5) Pick-Up Person (PUP) modifications. This area offers a quick view of all the PUPS for each student. Note the 
Status may be approved, Unapproved or Banned. Banned PUP are those who are not allowed to pick up 
students. They will be highlighted in red when displayed in other areas of KIDaccount. 

 

To view, add or modify a PUP, select the Add PUP Icon button. 
 

To modify a current PUP, select the blue edit Icon on the right. 

 
 
 

A pop-up window will appear to allow you to modify the fields. Make the appropriate changes and select Save. 
 



Administration Instructions 

©Kid Account LLC 
11 

 

 

To add a pup, select the ADD PUP button at the top of the page 

Enter the appropriate information in the pop-up window and select Save. 
 

 
 

To Delete a PUP select the red X at the right of the page and choose. 
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This concludes the Administration Instruction overview. 
 

Please contact us if you have any questions. 
 

CustomerService@kidaccount.Com 
 
 
 
 
 

Thank you for choosing KIDaccount. 
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