FAMILY PORTAL CONTACT INFORMATION PROCEDURE
· Go to the following link to log into the family portal:   http://x2dev.net/westwood
· Enter the Login ID and Password provided 

· The Security Preferences Update window will appear the first time you log in.  You should add your primary email address, select a security question and provide an answer.  This will enable you to retrieve a forgotten password in the future.  Click the Submit button if you provided information, else click the Later button.  

· You must complete a separate contact verification for each of your children.  Click on the link "Click Here to Start" to begin
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Click on the magnifying glass next to select a student. A box with all student members of your family will appear.  Please select one student and then click OK.  









· Once the student is selected click Next at the bottom of the page.  
The Contact verification is a 7-step process – All steps are required to complete the verification to ensure that the information is updated in the central database.   

Step 1:  Please review and edit the student demographic information for home phone, student cell phone(optional) and student email address (optional).  Please note that this cell phone and email address are for students only not parent information.  Parent contact information will be collected in step 4

Step 2:  Please enter Physician/Medical Information

[image: image3.png]Initiate Workflow: Details

Step 2 of 3

Contact Verification Details for Fake, Student

[r——
Signature
Page

[PARENT / GUARDIAN CONTACT INFOR

Step 4: Click on the first name(s)

Firstname.
[ semn & sane.

Click on the appropriate Signature Page

Fare

[EMERGENCY CONTACT INFORMATION

lguardians.

Step 5 : Please provide information for at least 2 Emergency Contacts other than parents or




Step 3:  Click on the Contacts tab at the top of the page

Step 4:  Click on the Parent/Guardian first names link.  Review and edit  phone information as well as email addresses.  Please provide an appropriate description for phone numbers 2 – 5 such as Mother cell, Father cell, Mother work, Father work.  Also these phone numbers should be for parent/guardian contact only.  Emergency contacts will be collected in Step 5. Click OK when finished with Parent/Guardian contact information.  

Step 5:  Please provide information for at least 2 Emergency Contacts
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Step 6:  Click on the appropriate Signature Page Tab at the top of the page.  For example if the student you are editing is a high school student then click on WHS Signature Page.   Complete each of the approvals/reviews requested. 
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Step 7:  click on the Next button at the bottom of the page
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Click Finish to Complete the Verification Process.  

Remember to complete these steps for each of your children.
