ParentUpp and Student Portal Technical Support Manual

Step 1: Please read the instructions intended for “ParentUpp” and Student Potal found on the
home page.

Step 2: To register, click the “CREATE AN ACCOUNT” button and wait for the pop-up form to
appear before adding the required information. The “Create Your Secret Code” text field serves

as your password for logging in. You cannot register twice using the same student number.
Please ensure that your newly added secret code is kept secure.

CREATE AN ACCOUNT SIGN-IN

Register x

Make sure that the student number and name are
entered correctly.

‘ Student_number

‘ Student name

‘ Create your secret code

Step 3: To sign in, click the “SIGN-IN” button and wait for the pop-up form to be displayed.

Enter your student number and secret code. Be sure to take note of and remember your secret
code.

CREATE AN ACCOUNT SIGN-IN

Sign-in

‘test1
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Step 4: Before clicking the “Click here to add your parent/guardian” button, make sure you have
already downloaded the “ParentUpp” app from the App Store or Google Play Store and installed
it on your smartphone. After clicking the button, a pop-up form will appear where you can add
the guardian(s) you registered on the mobile app. The maximum number of guardians that can
be added and approved is three (3). Don't forget to include the name and email address used
during the “ParentUpp” registration.

Click here to Add Your parent/guardian!

Add Registered Guardian/Parent name

|Condes, Reno H.

‘ renocondes@gmail.com

Step 5: Check the registered name and email address in the table provided. If the name or email

address is incorrect, click the delete icon to remove the data, provided the status is “Pending”.

Then click the “Click here to add your parent/guardian” button again to add another guardian.
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Click here to Add Your parent/guardian!

I List of Your added guardians!

I guardian/Parent Name Email Address mn
]
parent1 parent1@gmail.com pending ]
parent2 parent2@gmail.com pending i}
parent3 parent3@gmail.com pending i} E
1

Step 6: To change your registered email address during admission at CSA, click the “Click here
to add your active email address” button and wait for the pop-up form to appear, where you
can enter your new email address. This form accepts only a single email address

Click here to add your active email address

Add your new email address X

l condesreno@gmail.com I
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Step 7: Check the added email address in the table below. If the email address is incorrect, click
the delete icon to remove it.

Your added email address

o

myemail@gmail.com pending

!
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Step 8: Click the 'SIGN OUT' button to log out of your account.
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Prepared by:
Reno H. Condes
System Analyst/Programmer
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