
                                                            AERIES Parent Portal Data Confirmation Process “HELP”  

 

1.  Login to the portal:                

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type your login name 
and password. CLICK on 
“LOGIN.” 



2.   Change to the student you want to verify enrollment for the 2014-15 school year: 

 

 

 

 

 

 

 

 

 

 

 

HOVER your cursor over  
“Change Student.” Drag your 
cursor down to CLICK on the 
correct student.  



3.  Begin/Continue/Review the Data Confirmation process in one of two ways: 

             

 

                                                                                               OR                                                                   

 

 

 

 

 

  

 

 

HOVER your cursor over  “Student 
Info.” Drag your cursor down and 
CLICK on “Data Confirmation.” 

CLICK on “Click Here” to begin the Data 
Confirmation Process (this option will go 
away after you complete the process). 



 

4.  Begin the Data Confirmation Process by reading the instructions: 

 

 

 

 

 

The 6 steps are below the blue arrow:         

                                                              
You will CLICK on each tab #1 - 6 to complete each step. You may 
CLICK back to previous tabs to make changes. Start by clicking on 

the tab:  

For example: 
             Type “Julia Jones” NOT “JULIA JONES”   
             Type “Dr Julia Jones Smith” NOT “Dr. Julia Jones-Smith” 

Links to this document in English, Spanish, and Vietnamese.  The link will open 
up a new page in the browser with the “HELP” document and this page will still 
remain open.  



5.  STUDENT DEMOGRAPHICS: 

 

 

 

 

 

 

 

 

WHEN FINISHED: 

CLICK here 

                            

 

 

CLICK .  If an address change was made, after clicking 

"Save" the data will show the old address again. The school office 
will receive notification of the pending address change.  All other 
changes will show under “Data.” 

CLICK  if you need to update data. The table will now look 
like the table below and you will be able to enter changes. Type the 
changes in the boxes.  Do NOT use punctuation or ALL capitals! 
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6.  CONTACTS:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                         

  

 

NOTE: A minimum of 4 
contacts is requested 
using a combination of 
mother/father, other 
contacts, and daycare 
provider. 

 CLICK on the contact to 
“Change” and it will be 
highlighted in blue.  Make sure 
the correct contact shows under 
“Contact Details”.   

 CLICK  to update. 

 Make changes and CLICK on 

 and repeat for more 
contact changes. 

 

ADD a contact.  

 

 CLICK on  

 Add all contact information 
following the guidelines  for 
contact types on the screen. 

 CLICK  and repeat to add 
more contacts. 

. 

CHANGE a contact’s 
information: 

2 
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WHEN FINISHED: 

CLICK here  

DELETE a contact.  

 CLICK on the contact to “Delete” and it will be 
highlighted in blue.  Make sure the correct 
contact shows under “Contact Details”.   

 CLICK . If it is the correct contact to 
delete. CLICK “OK” when asked:

  
 Repeat to delete more contacts 

 

CHANGE Doctor/Physician contact:   

If you do not have a doctor/physician entered as a 
contact, you will see the contact name “TYPE Doctor 
name here”. 

 Follow the previous  instructions to “Change” 
a contact.   

 Type in your Doctor’s  name over the words 
“TYPE Doctor name here.”  

 Enter the Doctor’s phone number. 

 CLICK   
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7.  MEDICAL INFORMATION: 

 

  

1 

1 
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MEDICAL INSURANCE Information  

1 

 CLICK in the comment box after “My 

Medical Insurance is:”  

 Type in your medical insurance 

company name  or “NO INSURANCE”. 

 CLICK   

MEDICAL CONDITIONS Information  
2 

 CLICK on each medical condition under “Additional 

Conditions” that applies to your child.  

 State date and give details about the condition in the 

“Comments” box. 

 CLICK   

 After clicking on “Save,” the conditions will appear 

under “Medical History and Current Medical 

Conditions.” 
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PRESCRIPTION MEDICINE Information  
3 

REMOVING a condition 

 

  

WHEN FINISHED: 

CLICK here  

If your child takes prescription 

medicines: 

 Click on the box for 

“PRESCRIPTION MED 1”. 

 In the “Comments box type in 

the medicine, dosage, 

frequency, and what the 

medicine is used for. 

 Continue for additional 

prescription medicines using 

next “PRESCRIPTION MED #.”  

 CLICK   

 You will still need to bring a 

doctor’s form for every prescription 

med given at school.  
 If you made a mistake and need 

to remove a selection from the 

“Medical History and Current 

Medical Conditions” CLICK on  

 

 CLICK  
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8.  DOCUMENTS:  

                                                   

                                                                                                                                                                   

 

 

 

 
CLICK on each underlined 
document to read. Some of the 
documents will be different than 
those shown here 

CLICK on the box to verify that you 
have reviewed and understand the 
document.  You must verify that you 
have read each document in order to 
finish the confirmation process.  

PRINT the “Verification Summary”: 

     CLICK on the underlined “Verification         
     Summary” document name to PRINT. 
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WHEN FINISHED: 

CLICK here   



9.  AUTHORIZATIONS AND PROHIBITIONS: 
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ELECTRONIC REPORT CARDS: Middle school s ONLY.  This 

will not show up as an option for Elementary schools. 
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WHEN FINISHED: 

CLICK here   



10.  FINAL DATA CONFIRMATION:         

  

 Go back to Step 4: Documents.  

 Check any box that is NOT checked. 

 Return to Step 6: Final Data 

Confirmation 

4 

CONFIRMATION PROCESS NOT COMPLETE : If you get one of these two messages, you need to go back and 

finish a step in order to compete the process (if you did not get a “red message” go to next page).  

 Go back to Step 4: Documents.  

 Check any box that is NOT checked. 

 Return to Step 6: Final Data 

Confirmation 

 Look for an authorization with a red * and “Consent” and “No Consent” not checked.  

 Check “Consent” or “No Consent” 

 Scroll down and CLICK “Save.” 

 Return to Step 6:Final Data Confirmation.  



 

 

 

 

 

  

When you have completed updating and entering all 

information, you will get a screen that looks like this.  

 

AFTER clicking on “Save”, you will get this screen. 

PRINT NEW EMERGENCY CARD: After clicking on the button, 

you will get a popup window to open your document (these 

will vary depending on your internet browser).  Make sure 

popups are allowed for this website! 
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GOOGLE: CLICK on the PDF document 

link.  This will open a PDF document 

you can print. 

INTERNET EXPLORER: CLICK on “Open.” 

This will open a PDF document you can 

print. 



DOCUMENTS TO RETURN TO YOUR SCHOOL  

FOOD & NUTRITION SERVICES: 

If you have not already done so, links are provided here to sign up 

and/or set up your accounts! 

 

Congratulations!  You are done! 

1 - EMERGENCY CARD (Signed) 2 - VERIFICATION SUMMARY document (Signed and Initialed by Parent and Student) 


