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ANNUAL FAMILY UPDATE FAMILY NAVIGATION GUIDE

This guide contains screen shots, tips and detailed information to help get you to the Annual Family Update site and
through the entire process!

Who can do Annual Family Update?

The legal parent/guardian that has a parent portal account for a student who is currently in a DPS school can complete
Annual Family Update. This includes new students to DPS who have completed Round 1 or Round 2 applications and are
enrolled in a DPS school.

Families have the opportunity to participate in an “Early Bird” period that will begin May 1 and end May 31 at 4 p.m.
Annual Family Update will also be available over the summer, from July 20 until your student’s first day of school.

Note: Families need an active Parent Portal account to participate in Annual Family Update; to create a Parent Portal
account, visit myportal.dpsk12.org.

Benefits

Families:

®,

% More convenient
v" Submit your form when it is convenient to you
v" One application for the whole household

v" Save and return to it later

7

+ Consistent parent registration experience
v' Families enter all the information

v" More or less the same questions for each student

< Quicker process time
v" Annual Family Update participants don’t need to complete a paper registration at the school. Submit
one form for all students even if they attend different schools

Restrictions

This tool is available for parent(s)/guardian(s) from May 1 to May 31 at 4pm.
During regular period, this tool will be available from July 20 until your student’s first day of school.

There are some things that a parent/guardian will not be able to modify. To make these changes, the
parent/guardian will need to contact the school and get next steps to provide the necessary
supporting documentation. Once the supporting documents have been received, the change can be
entered into IC.
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FEATURES AND RESTRICTIONS

FEATURES RESTRICTIONS

ADD A PARENT/GUARDIAN ADD OR CHANGE RACE/ETHNICITY

ADD EMERGENCY CONTACTS CHANGE NAMES

HLQ AND PPFS REMOVE PARENT/GUARDIAN

UPLOAD PROOF OF ADDRESS FOR ADDRESS CHANGE CHANGE ADDRESS

CHANGE DATE OF BIRTH
AVAILABLE IN ENGLISH, SPANISH AND VIETNAMESE

HEALTH INFO REVIEWED THROUGH HEALTH CHANGE GENDER
STAFF PROCESSING CHANGE GRADE
GUARDIAN CAN GIVE PERMISSION FOR EDUCATIONAL CHANGE SCHOOL

TECHNOLOGY AND STUDENT DATA PRIVACY

NEED PORTAL ACCOUNT TO ACCESS

ALL STUDENTS RECEIVED GOOGLE
ACCESS AUTOMATICALLY

GUARDIAN SUBMITS ONLY ONE APPLICATION

ADD CONTINUOUS ENROLLMENT FOR NEW STUDENTS

ADD CONTACT INFORMATION

ASSIGN RELATIONSHIPS
REMOVE EMERGENCY CONTACTS
PARENT PERMISSION RELEASE
HEALTH INFORMATION —_
E—

FEDERAL PROGRAMS

COMPLETED BY HOUSEHOLD

COMPLETED BY PARENT/GUARDIAN IN PRIMARY
HOUSEHOLD ONLY
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Annual Family Update is an online tool for DPS families to update registration information online. Updating your
information online will save you time during the fall registration process.

Contact the school for registration information such as dates, times, uniform purchases, etc.

1.LOGIN

* In Chrome or Firefox, login to your Parent Portal
Account:
https://myportal.dpsk12.org/

* Enter your Parent Portal username and password
and click on the Sign In

Click here for information on retrieving your Parent

Portal username/password or creating an account
AND also for steps to take once logged on to Parent
Portal

INFINITE CAMPUS (GREEN PAGE)

If at any point you arrive at the green Infinite Campus

screen, proceed as follows:

A. Click on Single Sign-On (SSO)

B. Enter your Parent Portal username and
password

DENVER
@ PUBLIC | My Portal

SCHOOLS

Login to Parent or
Student Portal

Forgot usermname | Forgot password (Parent) |
password (Student)

Forgot

Transforming K12 Education®

District Edition

/2 | DENVER
sy PUBLIC
Y | SCHOOLS

Discover a World of Opportunity™

Sign in with your DPS username and password B
.
Username
Password
——
By logging on to this system, I hereby certify that I am a
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FORGOT ACCOUNT LOGIN / NO PARENT
PORTAL ACCOUNT

®

+» Copy and paste the following URL in

Chrome or Firefox:

https://myportal.dpsk12.org/

¢ To retrieve your username or
password, click Forgot username or

Forgot Password (Parent)

¢+ To create an account, click Create
an Account located below the “My
Portal” title

o You will need your student’s

ID number (lunch number)
and your email as it is in our

database
2. ANNUAL FAMILY UPDATE

To access Annual Family Update through
Parent Portal:

Click on See All Apps

Click Annual Family Update

*  Scroll down and click on More

*  Then click on Annual Family Update

UBLI T
SCHOOLS y orta
Home ‘ About Parent Portal ‘ Access and Training ‘ Contact Us ‘ English (English) ~

Login to Parent or Student Portal

DENVER
@ PUBLIC Parent Portal

SCHOOLS

@ Home ee All Apps | @ Portal Support B& English -

Attendance Details Assignments & Grade Book

See All Apps
Below is a list of all the apps available in the Parent (Student) Portal. Some apps, like Annual Family Update and others
you are looking for a particular app and cannot find it in the list below, please fill out our form for General Questions

Bus Bulletin

A notification tool for families to receive important
service-related updates about their student's bus
route during morning and afternoon commute.

DPS Volunteer Portal (o
DPS Volunteer Portal is the new and improved online Infinite Campus (IC) is DPS's Student Information
application process, all interested in volunteering in System, which houses attendance, gradebook,

your DPS school must apply. household information, and much more

Quick Links
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3. Lets Begin

The following page will display all students in
the household.

Note: If there is a student missing from the
household, contact the school to update your

household information.

e Click Begin

4. Language Selection

Select your preferred language

5. Electronic Signature

Type in your “formal signature” required by
the CDE.

Note: Type your name as it is displayed in the

welcome message.

Note: If at any point during Annual Family
Update there are red boxes covering the
questions/ selections, click on the red box to

minimize them.

Welcorme o AnnustFarty Updee: Tl too wl sk you 5 verlinocky date fo ol skicents n your househiok st ae xeranty cvoled i Demee Publc Schooi. You whl oy b et complets e procass
for students in
ol ofyour uuaonu e ot e ek, ot skt showing as not in the primary household and you believe this to be an eror, contact your student's school or the Office of Choice and Enroliment Services

I'llldyeuv dant are kaed, cick- “Begin’ to get started

Bienvenido a la Actualzacion Familiar Anual Esta herramienta le permitiza los atos para todos I
Solo podré llevar a cabo este proceso para los estudiantes de su grupo familar principal.
Sila ista a continuacién no incluye a todos sus estudiantes o si se indica que siguno de fos estudiantes no pertenece & su grupo familisr principal y usted piensa que esto es un error, comuniquese con Ia escusla

tudiantes de su grupo famillar actuaimente inscritos en las Escuelas Publicas de Denver.

s Oficina de P
Sila sta incluye @ todos sus estudiantes, haga cic en “Comenzar’

hbomingqu 1 it T G G g . i 4 <1 1 54140 €h < 1 4513 5 9 GG o e o ks
Caing 185 Denver: Quy v chi cb thé hodn th quy binh ndy cha c hoe siah irong hd gia dinh chinh c08 au

g Al "aus vi Khing urgc 10 kb dutn Gby. hobe néu mol hee sinh T hén th knang & rong hé gl dinh chinh v quy vitn ring by 1 15, hly In h4 v tnsbmg cla hoe sinh hosc Vin
phéng Dch vv Chon Trubg va G darh 86 720423-3493

Rt c8 ok o con am & |48 e At kb, hay bam i ‘Bt abu 0 bt

Student Name/ Nombre del Grade! Gradol [ocluded In App?/ 45 nchiye an lppllcaclén?l Reason If not included/ Motivo, si no se incluye/
estudiante/ Ho tén Hoc sinh Cép 1op kem trong Ung dyng | Ly do néu khdng dugc bao gbm

I o m—— ) — et G 1

Registration Year! Afio de inseripeidn’ Nam Dang k§ 1619 +*

ey

Infinite &}D
Campus Online Registration

Engiish
Please select your preferred language.
Por favor, elija su idioma preferida.

Vui long chon ngén ngi¥ wa thich cta ban

English | Spanish | Tié;ngr\/iét

Welcome ! Please type in your first and last name in the box below.

By typing your name into the box above you attest that you are an authorized user of
this account, and the data you are entering/verifying is accurate and true to the best of
your knowledge.

-

The following school history is what's on file for this student. Please complete any blank fields. If any of the existing information is incorrect, please contact the school to have it
corrected.

What is the first date and grade that the student was enrolled in any school in the US (NOT including preschool)? 08/10/2009
Grade (K-12) Kinder *

What is the most recent date and grade that the student was enrolled in any school in the US (Not including preschool and kindergarten)? 07/02/2010
Grade (1-12) 1st 7

What is the most recent date and grade that the student was enrolled in a Colorado public school (Not including preschool and kindergarten)? o

Click the red box to make it
disappear
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6. Household Tab

* Verify the information in each of the
sections

*  Your address is displayed under the “Home
Address” section; if your address is not
correct, click the box to indicate the address
is no longer current then click “Upload
proof of address” to submit your proof of
address.

* Move onto the next section by clicking
"Next"

*  When you are finished with each section,
click “Save/Continue” to move onto the

next tab.

When the “Household” tab is complete, it will
change colors from Blue to Green.

7. Parent Tab

* The parent(s) highlighted in yellow have
incomplete information that needs to be
verified (image #1).

*  Click the “Edit” buttons (image #1) for each
parent.

*  Verify the information in the sections (same
as the Household tab) for each parent in
your household.

*  After all parent information has been
verified, the parent(s) will no longer be
yellow. You will see a green check mark next
to their names. Click “Save/Continue” to
proceed to the next tab (image #2).

When the “Parent” tab is complete, it will
change colors from Blue to Green.

o Indicates a required field

2 ﬁg&

= % B ; = - w
» Home Phone Gy Click to expand each section J
~ Home Address
Verify the current Household address from our Infinite Campus database:
535S
Denver, CO 80219

Delec( this checkbox if the Household address listed is no longer current.

Please upload proof of address if your address has changed.
[ Upload proof of address :

2* *NOTE: if your mailing address is different than your household address, call or email your school to update this
information.”**

4 Previous

Household Linked to Id: 140931

Notice: AddressID 16314 is occupied by the Florez/Sanchez household, HouseholdID: 281702

ontinue

#1

*Indicates a required field

First Name Last Name Gender Completed Record Type

#2

* Indicates a required field

Parent
First Name Last Name Gender Compt Record Type
J 0

Existing [ eox ]

Click on the parent/guardian(s) above to verify/update demographic and contact information.
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8. Emergency Contact Tab #1

*Ingicates a required field

o The person(s) highlighted in yellow have
incomplete information that needs to be verified
(image #1).

Click on an_emergency contact
below 10 add a new contact.

e C(Click the “Edit” button (image #1) for each
person to complete this process. o ———————————————

e Verify the information in each of the sections
(same as the previous tabs) for each emergency

contact in your household. #2

.. . S T T S S

e  When this is complete, your contacts will no e ey ent

longer be yellow. You will see a green check mark
next to their names. Click “Save/Continue” to

proceed to the next tab. (image #2).

When the “Emergency Contact” tab is complete, it
will change colors from Blue to Green.

9. Student Tab £

Fiest Mame

e If you do not see all students in your household,
contact your students school.

Veliow - Indicates that this per: needs 1o be reviewed or is missing reauired Select the. row to
this Informatian.

e This tab contains the most sections/data and is

< - Indicates that the verification process has been completed for this person.

the bulk of the process. Verify the information in

each of the sections (same as the previous tabs)

for each student in your household. image #1).

e When this is complete, your students will no ——

longer be highlighted in yellow. You will see a ‘ —

green check mark next to their names. Click

“Save/Continue” to proceed to the next tab

(image #2).

When the “Student” tab is complete, it will change
colors from Blue to Green.
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10. Completed Tab

Click on the “Annual Family Update
Summary PDF” (circled) to review your
information in detail before you click
submit.

e Your application is not submitted
until you click “Submit”.

11. Annual Family Update Summary—Pre
Submission

Note: The circled Approval Information is
blank because the Annual Family Update
has not been approved by a DPS staff. The
Annual Family Update needs to be
submitted; the time stamps will populate
once you have submitted your application
successfully.

12. Submission

* Return to the Annual Family Update
window and click Submit.

* A pop-up box will appear asking if you
are ready to submit your application. If
you clicked “Submit” by accident, you
also have the option to cancel your
submission.

* Indicates a required field

Click SUBMIT if everything is correct OR Click BACK if you
need to edit your application.

If any changes are necessary, return to that section to make
your change prior to submitting. Once submitted, you will not

be able to modify this data.

SUBMIT

Annual Family Update Summary

Approved By:
Approved Date:
Application End Year: 2021

Page 1/5
51070

Application Number: # 51070
Application Created By:

[ Household ]
Home Phone

Home
Phone.

High
Emegency Priorily Attendance Behanior Generaeacher Private
Home
Phone. Voice x X x X x x
Tent

Home Address

From Portal

21514 E

Denver, CO

Denver

Household has no separate Mailing Address

[ Parant 1

* Indicates a required field

Ty oy

Warning

Click SUBMIT if everything is
need to edit your application.

If any changes are necessary,

your change prior to submitti
be able to modify this data.

SUBMIT

Emergency Contact
[feen e Sne Gender: M
Birthdate: Household: No

Contact Information

Emergency Contact
P S Gender:

Contact Information
Home.

Cel

Work

you will not be able to edit this online application. Are
ady to submit?

>,

Annual Family Update Summary PDF

A=
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13. Confirmation

e Optional: We strongly urge you to
click on “Annual Family Update
Summary PDF” and save, print, or
email a copy to yourself for your
records after submitting.

14. Verification Summary—Post
Submission

Note: Now that you have submitted your
application successfully, a Submission Date
and Submission Time are now populated in
the top-right corner (circled). This indicates
the application has been submitted and is
ready for DPS Staff approval.

Note: When the Annual Family Update has
been approved, you will see the “Approved
By” and the “Approved Date” populated
(circled).

YOU ARE NOW DONE WITH ANNUAL FAMILY UPDATE. YOUR APPLICATION HAS
BEEN SUBMITTED AND PENDING REVIEW FOR APPROVAL. YOU WILL RECEIVE AN
EMAIL NOTIFYING YOU THAT YOUR APPLICATION HAS BEEN SUBMITTED. CLICK
ON THE LINK BELOW FOR YOUR SUBMISSION RECEIPT AND SAVE, PRINT OR
EMAIL THIS TO YOURSELF FOR YOUR RECORDS.

If directed to take additional documents (e.g., Proof of Address, Birth Certificate, etc.) to your student;
remember to do so prior to the start of the school year. In addition, your student's school may )
or actions to be as part of their lion process. Please 100k for ¢

school for further details.
Annual Family Update Summary PDF

ations from your

Annual Family Update Summary

Submission Date 05/24/2020
Application Number: # 51070

Approved By:
Approved Date:

Application End Year: 2021 - Applicationg Created By:
[ Household ] Emergency Contac!
Horna Phone. [P S — Gender: M
Home N
s Contact Information
High Home

Emergency Promy Atiendance Behaor Genecallascher Privete  Cey: |
Home Work.
Phone: Sol:t X x X X x X Email

Text e
dd Emerge ontact
::«’:‘:o:ﬂ dress [N — Gender: F
814E [Birthdate: Household: No
Denver, CO 80249 Contact Information
Denver Home: (
Househoid has no sega!e Mailing Address Cex
I Parant 1 Waork
Annual Family Update Summary
Page 1/5
51070

Submission Date 05/24/2020
Application Number: # 51070

Approved By: Al Lo
Approved Date: 05/24/2020

PP End Year: 2021 Application Created By: " waiin Supmnn
Emergency Contact
o= e —— Gender: M
e e s e

Contact Information
Hgh Home:
Emergency Priarty Atiendance Behavior GeneraTeacher Private  cay

Phone: Voice X x x x x x Work
Yot Email

Home Address Emergency Contact
From Poral P — Gender: F

21514 E 431 PI No

Home

Denver, CO 80249
Denver

Household has no separate Mailing Address
I Parent 1

Contact Information
Home:

Cell

Work:
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