
How to Add or Update an E-Mail Address 
 
If the parent wants to receive alert notices by e-mail or register his e- mail address to a 

student, he must provide a valid e-mail address. His current e-mail address is displayed under 

My Account tab and then Email Address if he previously entered it. The parent can add or 

update his e-mail address at any time. 
 
1. Next to Email Address, click Change. The Email Address field is displayed.  
 
 
 
 
 
 
 
 

 

2. In the Email Address field, the parent types a current e-mail address and clicks Save.  
 

● If the data was entered incorrectly, a red message is displayed to the right of the field. The 

e-mail address must be in a valid format (e.g., someone@example.net) to continue.  
 

● If the data was entered correctly, the new e-mail address is displayed under Email 

Address.  
 
3. The parent can click Cancel not to change the e-mail address.  

 
 
 


