
 Parent/Guardian Approver 
Application User Manual 

1. Introduction 
The Parent/Guardian Approver application allows staff to review requests, manage 
relationships, maintain accounts, and control user access. 

Use this application to:  

- Approve or deny parent/guardian relationship to student requests  

- Maintain student relationships  

- Manage public account (parent/guardian) passwords  

- Control user permissions  

 

2. Requests Tab 
Review and manage requests. Includes Pending, Completed, Denied/Expired, and Requestor 
Info views. 

Steps:  

1. Select your school.  

2. Locate a request using search or filters.  

3. Review the Status column and Requestor Name column.  

4. Select a status to open request details. 

 



 

2.1 Completed Request Details 
Selecting a Completed request from the STATUS column opens a read-only approved 
request view. 

1. Select a request marked Completed from the list.  

2. Review request, approver, and student information.  

3. Close the window when finished.  

 



 

2.2 Pending Request Details 
Selecting a Pending request from the STATUS column opens the request.  If you are an 
Allowed Approver, you will see a button that permits you to approve or deny the request.  
There is also a list of Allowed Approvers if needed for reference. 

1. Select a request marked Pending.  

2. Review request details.  

3. If listed as an Allowed Approver:  

   - Select Approve to approve  

   - Select Deny to reject 

 



 

2.3 Denied / Expired Request Details 
Shows inactive requests; read-only historical view. 

1. Select a Denied or Expired request from the STATUS column.  

2. Review details.  

3. Close the window.  

 



 

2.4 Requestor Information 
Clicking the name displayed in the REQUESTOR NAME column opens an information 
window with request details and associated student info. 

1. Select the Requestor Name.  

2. Review contact and associated student information.  

3. Close the window.  

 



 

3. Relationships Tab 
View, add, and remove student-parent relationships. 

1. Select your school.  

2. Search for student or guardian.  

3. Review relationships. 

 



 

3.1 Add Relationship 
Search student and parent, verify, then save. 

1. Select Add Relationship.  

2. Search and select a student.  

3. Search and select a parent/guardian.  

4. Verify all information.  

5. Select Save Relationship.  

 



 

3.2 Relationship Details 
View selected relationship details and remove if needed. 

1. Select a relationship.  

2. Select Remove Relationship.  

3. Confirm removal.  

 

 



 

3.3 Confirm Removal 
Confirmation dialog before permanent removal. 

 

4. Public Accounts Tab 
Use this tab to manage parent/guardian accounts.   

1. Search for an account.  

2. Select the account to view details.  



 

 

4.1 Account Details 
View account info, contact info, request info, and associated students. 



 

4.2 Set Password 
Set/reset password with policy enforcement. 



 

5. Manage Tab 
Manage users and roles (Owner/Member). 



 

5.1 Add User 
Add a new user and assign roles.  

1. Select Add User.  

2. Enter user details.  

3. Assign role.  

4. Save. 

Note: Owner allows ‘add user’ ability. 



 

5.2 Manage User 
Edit roles or remove user access. 

1. Select a user.  

2. Modify role or remove access.  

3. Save changes.  
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