Updating Parent Phone and Email Contact Information — CPOnline Instructions

Phone numbers and email addresses reside under Application tab, Parents/Guardians section (or Participants section
for prenatal parents).

Important information for high quality data entry:

e Always check which is the primary phone number even when there is only one phone number.

e Always select the Type of Phone (cell phone, landline phone, message phone or work phone).
Do not leave blank.

e For Cell Phones, must have parent consent to enter Yes to Opt in for Texts. Verbal consent okay.

Updating Phone Number or Email Address

Under Services, click Application. Click on the parent name whose phone number or email address needs updating.
Scroll to Phone Numbers section.
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Updating Parent Phone and Email Contact Information — CPOnline Instructions

Click in the field to edit/update the phone information. Click Add Phone if you are adding another number.

If this phone number is Primary Phone, check the box.

Always select Type of Phone (cell phone, landline phone, message phone or work phone).

Do not leave blank.

When Cell Phone, select Yes or No for Opt in for Text Messages. Do not leave blank. Must have
parent consent to select Yes. Verbal consent okay.

Click Delete to delete an old phone number or to remove a duplicate.

When changes made, click Save.

Click in the field to edit/update or add an email address.

When changes made, click Save.
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