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AM: FIRST = make sure oll site's occounts activated beforshond RAS Family Portal Practice

[J1. Show haw ta login All PMs open laptops [share sereens if need)
o.werw rightotschocl.com,portal |AM hos possword informaticn)

[J2. Shew how te add staff
0. Monoge > People > +Add > (First & Lost Mome, Type = Sioff, no email, Defoult Group = Right At Schoal > Sove

[J3. Show haw te check self and staff in
0. 5earch = Sioff Mome > Checkdn > Checkdn at botiom > Ok > Dashboard
[JJa. Show how to check students in (before & ofter school)
o AM: Remind PMs - you'll wand to plon to be ot the family check in/out toble to help fomilies download the Right At School App [show Ryer] =
b. Before Schoal: Once familes howe the Right At School App, they con use the G Code io check their kids in. Fomilies click on the QR Code icon on heir opp doshboord and select
*(2R Code Check infout. Fomilies scon e GR Code using the inapp comer |on your site lapdop or printed sign| and select *Submif®. As on altemative, they con also checkin using their FIM, but
we recommend wsing the GR Code
c. Meed printed site R code? Monoge > Feople = FIM Check In > sove imoge os & drop in Convo/Google Doc
d. Aler Schook Hlecironic: Right At Schoal [blse bext] > Mot Checked In > Checkdn ot bosicen = Ok. If need Foper Beporis > Attendonce Grid by Dote > date > schedule type [con select muliiple] =
upduh:
[15. Show How to find family PIN Codes
. Search > type in Family nome > click “Manoge”™ > scroll down o see PIN code
b.Con olso run a Frofile Report = Reporis > Profile Repart > Type = Family > Field = Fin Code
[J&. Show haw to use a puncheard if a family has forgotten to pre-schedule (or is telling you they will use in the future):
. 5earch > shedent nome > Scheduling > If porent,‘geardion doesn’t pre-achedide, dick on “preschedule” and putin the comect date (it con be ieday's doie)
b [If pre-scheduled, shedenis wha hove o scheduled punch ¢ droprn for thot doy, will oppear on your daily rosier)
[J7. Show how to find and print Conbact Roster
0. Reparts > Conioct Roster > Updoie [print regulory os needed for updaoted info)
[[J&. Show how to find and print Medical info Report
0. Reparts > Profle Report = Fields = Allergies, Importaont Motes, Special Mesds > Updoe > Bxport C5V > Open in Google Shests |this i your Medicol info Bepost]
[J9. Show how to send Announcements, Mesioges and Notifications
o.Announcements and Messages will anly alert those with octivoied Porial Accounts. Motificofions are io wse when you need to nofify ol porents. Whether they are activated or nat.
b. Messages (o connect with specilic people, for e “need child's forms®) = Messoge icon > Mew Messoge * Choose recipients = fill Subject > fill Body > Send
c.Announcements [io quickhy communicote with ALL fomilies/siaff, for ex: “pick-up door change®] = Condent > Anncuncements > Add > Creole > Save [io edit, click 3 Dots = Edit)
d. Motifications (to send urgend & cnecial messoges, for exc “school emengency clossre”| = Moments |+ ican) > Moment Type (Motification & "Tog everyone®] > Moment Details [ Check oll the boxes
far Email, 5845, and Push] > fill with iemploted copy from the Family Engogement doc > Click *Yes, send if* > Email will be sent from donatreply@ighiotschool com
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