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Administrative Training:
Managing Student Contacts



Managing Student Contacts

To manage student contacts, go to the Student Profile page and click on the
“Contacts” tab.

Caroline Adkins

@ Home & Mark Present Class Schedule @& Cards % LatePass B Dismissal Report ¥ Change Report &2 Hall Pass Settings

Calendar Student Info Contacts
Caroline Adkins \
Sync Added

Edit Student Profile Edit Default Dismissal
Student ID Start: 42050

Default Method

Barcode ID: First Name: |Caro\ine O CarLine ® Bus O After School

23248281670 ‘
Middle Name
petaut Method | |
Bus Last Name: |Adkins |
Today’s Method: Save Defaults
Dismissed Email: | ‘
Today’s Note: Pin Code /
_ Barcode |Up to 10 digits ‘
(max 10 digits)
Gender. |Male ~]
Grade' [Pre-K ~|

Homeroom:  [Snowden, Jessica

AM/PM (Pre-K)

Directory Listed: [Yes v

EventAllowed: [DO NOT ADMIT ~]

O NO STRIPES STATUS
GOLD O PLATINUM

Save Profile

© ORANGE

Event Level
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Managing Student Contacts

You can view all contacts that are allowed to pick up a student in the carline, from the VMS

Kiosk, from the after-school program, or from an Event Day activity on this page.
Add, edit or delete student contacts on this page.

To add a new contact, click the “Add Contact” button

Calendar Student Info

/

Add Contact

Contact App
Added Registration Actions
To App Status

Mobile
Number

Relationship Status

User is

AARON User Has Registered
AdKins father Primary 4088356659 mkaur@kidaccount.com Yes Registered None Cannot
Edit
LINDSAY User Has Not ’
Adkins Other Primary No Registered None Edit
Aaron Not .
Duhachek Other Secondary No Applicable None Edit

Lindsay

Duhachek Other Secondary No Not

Applicable None

Edit

Useris
Kim . User Has Registered
Robertson aunt Primary 5737014480 | robertsonkim021@gmail.com Yes Registered None Cannot
Edit

Keith Not

Petty uncle Secondary Yes Applicable None ete Edit
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Banned Contacts

Choose if the contact is Primary, Secondary or Banned

Banned contacts must be manually added into KIDaccount. There are exceptions for some

student information systems. Please check with your IT department to see if Banned contacts
are being sent to KIDaccount.

Add Contact ®

Select Contact Status /

e
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Banned Contacts

When Manually adding a Banned Contact, please complete each field. The notes typed in are only
accessible to admin users.

Banned contacts will be noted in the carline scan, in the admin dashboard for student sign in/out,
and in the Event Day registration list.

If a banned contact is selected from any of these areas, a text alert will automatically be sent to the
administration listed in the KIDaccount system to receive this notification.

Add Contact

all5G: =

Banned Contact

First Name: | | -

KiDaccount Alerts >

Last Name: | |

Relationship:

KIDaccount: Administration
Message: Banned PUP
Stephen Austin is currently at
Washington Elementary
attempting to pick up Emma
Davis

Notes:

Csoe [ o

)y & iMessage
+r OO 20O
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Adding Primary Contacts

Primary Contacts have additional data in KIDaccount if you are using the Parent App for your
dismissal.

Primary Contacts will need a valid email address and cell phone number on file in KIDaccount to
use the Parent App to scan in the carline dismissal.

If you are using card scan only for dismissal, this data is optional.

Add Contact
| Select Contact Status

Add Contact x

Primary Contact 9

First Name: | |

Last Name: | |

Relationship:

Email (optional): | |

Phone (optional) | |
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Managing Contacts for Parent App

On the Contact page you can view the relationship, status, contact information, and if the parent
has registered for the App or not.

*Note: ONLY Primary parents can register for the app. Primary Contacts can then share the
digital ID card with secondary contacts to use in carline dismissal.

Calendar Student Info

Add Contact

i App
Mobile c 1 -
Number Registration Actions

Status

Relationship Status

Useris

AARON User Has Registered
Adkins father Primary 4088356659 mkaur@kidaccount.com Yes Registered Cannot
Edit
LINDSAY User Has Not .
Adkins Other Primary No Registered Edit
Aaron Not .
Duhachek Other Secondary No Applicabls Edit

Not
Applicable

Lindsay

Duhachek Other Secondary No

Edit

Useris
Kim User Has Registered
Robertson aunt Primary 5737014480 | robertsonkim021@gmail.com Yes Registered Cannot

Edit

Keith

Not
Petty uncle Secondary Yes

Applicable
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Managing Contacts for Parent App

Once a Primary contact has registered for the app, if they need to make a change to their email
or phone number, their account must be deleted and re-added as a new contact.

They will then need to sign back into the app using the updated information.

Calendar Student Info

Add Contact

i App
Mobile c 1 -
Number Registration Actions

Status

Relationship Status

Useris

AARON User Has Registered
Adkins father Primary 4088356659 mkaur@kidaccount.com Yes Registered Cannot
Edit
LINDSAY User Has Not .
Adkins Other Primary No Registered Edit
Aaron Not .
Duhachek Other Secondary No Applicabls Edit

Lindsay Not
Duhachek Other Secondary No

Applicable (=T

Useris
Kim User Has Registered
Robertson aunt Primary 5737014480 | robertsonkim021@gmail.com Yes Registered Cannot

Edit

Keith Not
Petty uncle Secondary Yes Applicable
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Digital ID for Parents and Contacts
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May 13, 2024

My Students

@ Andi Snow

Today's Dismissal: Bus 16 Running Club

(Changed)

Emma Snow "l"““”

Today's Dismissal: Carline (Changed)

+ Dismissed

@ Sam Snow

Today's Dismissal:

Pick-Up Contacts

AS Andi Snow

Primary Contacts

@ Ygritte Snow

Mother

Secondary Contacts

Y

Friend

@ Sansa Stark

Friend

NOTE: Please contact the school to edit Approved Pick-Up
List
D e———

Jemma Snow

Jlahn Snow

3_-
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Dismissal Change and Pick Up Notifications
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May 13, 2024

My Students

@ Andi Snow

Bus 16

Today's Dismissal: |
(Changed)

Emma Snow

Today's Dismissal: Carline (Changed)

KIDaccount 7m ago

= | Dismissal data for Andi Snow has
been changed. Click here or open
the app to view.

Y

Dismissal Change

May 13, 2024

@ Andi Snow

Changed from: Carline

Changed to: Bus 16

oK

KIiDaccount 3m ago

~ Emma Snow has been picked up
by Jon Snow. Click here or open
the app for more info.

v

Today's Dismissal

May 13, 2024

@ Emma Snow

Dismissal Type: Carline
Pick Up Time: 02:52 PM

Pick Up by: Jon Snow

10



Thank You

Questions?
Please contact us at:

CustomerService@kidaccount.com
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