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I. For Parent and PTA/PTO/Booster Club officer 

II.1. Requesting access to a Parent Organization: 

1. Login as a Parent 
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2. In My Dashboard, fill out address details in My Profile tab and Save. 

 
3. In My Dashboard, under “My Requests” tab, click “Request access to a Parent 

Organization” button. 

 
4. Enter Access Request details of School, Organization Type, Parent Organization, 

and My Role. Then click Submit. 
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5. After submitting the request, the request should be in pending status. 

  
6. An email notification will be sent to the principals. 
7. Log out. 
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II.2. Managing Parent Organization as a parent: 
1. Login as a parent by clicking the link in Approval/Rejection email. 
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2. Go to My Requests tab to check the status. 
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3. If the request was approved, then the go to “Parent Organizations” tab and click 
on View/Edit link. 

 
4. If the request was rejected, then click on the rejected comments link to see the  

reason of rejection. 
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5. Parent should be able to see all the details of the Parent Organization. 
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6. Parent should be able to edit Email, Street, City, Zip, Primary Ph#, Alternate Ph#, 
Last Renewal Date and Renewal Due Date. 
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7. Should be able to Approve/Reject/Revoke/Reinstate parent organization officer 
role update request. 

 
 


