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QRG – How to use My School page 
 

My School page is used to define the school information, for example the school 

contacts, school addresses and the designated high school most students go to. 

 

Click the My School option in the left menu. 

 

 
 

 

Address Maintenance 

 

To create or modify an Address for a school click on the envelope symbol. The 

Address maintenance screen will appear. The user may select from the dropdown 

which type of Address they are maintaining. 
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Type any text or changes into the Address text area  

 
 

Then hit tab 

 

If the Address typed in is not a valid known address, a popup Address Verification 

screen will appear providing a list of potential addresses. An address from this list 

may be selected or the user can choose to click Accept as it is which will retain the 

address they typed in. 
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Click Save to remain in the screen to maintain more than one Address Type, or Save 

and Exit to exist the address maintenance function. 

 

 
 

 

Logo Maintenance 

 

To create or modify a Logo for a school click on the school shield symbol. The Logo 

maintenance screen will appear. The user may select from the dropdown which type 

of Logo they are maintaining. 

 

NOTE: School Logo Small -120x120 pix is the preferred size for Best Start and 

SBSR and other applications.  
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Select a different type of school logo to upload a new one, the screen below is 

presented 

 

 
 

Click the Browse button and select the desired Logo from your directory 

 

 
 

Click the Add Logo button to add the selected Logo to the school 

(It may subsequently be removed by clicking on the Remove button and repeating the 

Add process for a different Logo) 
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   Contacts Maintenance 

 

To maintain fax, phone numbers and email - click on the green telephone icon on the 

main School maintenance page. Some contact data has already been sourced. 

 

 
 

To create a new entry click on the Create button  

Select the type of Contact (you can have more than one entry for each type) 

And Click Save or Save and Exit. 
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Click the Save button to save  

 

 
 

To edit an existing Contact simply click on the entry in the contact table 

 

 
 

The user can then modify or delete the existing entry 
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