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Audience: Families

Purpose: Learn how to add drop-off and
pick-up notes for your child's teachers.
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DROP-OFF/PICK-UP

Add and Edit Drop-Off/Pick-Up Notes

the bottom of the screen to Your Child's School ™
access the Drop-Off and Pick-Up Drop-offand Pickcup Notes

Leave your childs teachers anoteif you have

Notes view. A e e e S

a) Tapthe Add Note buttonatthe [ ... ...
right corner to add a new note.

b) Tap the Edit Note button to edit
a saved note. & -

& Sophia

0 Tap the notes icon (A) button on

Daily notes clear each night at 7pm in your school's
time zone.

What time should | leave anote? (@)

Quick Note: Use this feature to
inform your children’s teacher of any
new details on their day schedule,
including late arrival, early pick-up, or
needing to change clothes before
pickup. Notes cannot be responded
to.
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Your Child's School v

Drop-off and Pick-up Notes

Drop-off and Pick-up Notes

Leave your child's teachers a note if you have
important information about drop-off or pick-up,
including schedule changes that are significantly
different than normal.

Daily notes clear each night at 7pm in your school's
time zone.

What time should | leave aote? (@)

M) Mia
O \cevonerea
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Leave your child's teachers a note if you have
important information about drop-off or pick-up,

e Tap the information icon(® button e e SR
to learn more about when it is Dalyotsclereachright t i e shoos

time zone.

recommended to leave drop-off
and pick-up notes.

What time should | leave a note?

Drop-off notes should always be
posted at least 30 minutes prior :d
! todropping your child off at

QUiCk Note: Drop—off notes Sh0u|d school for the day.
For pick-up notes, please postat i

be posted at least 30 minutes prior ot 2renrs nasancoctjo
to dropping your child at school. For
pick-up notes, at least 2 hoursin

advance of the pick-up time.

About.



DROP-OFF/PICK-UP

Tap ‘Add Note’ to access the
pick-up and drop-off note
screen.

Enter the requested information in
the corresponding text-entry fields
to create a note:

a) Add aDrop-Off/Pick-Up Note, as
needed.

b) Select the option Different drop-
off/pick -up time, as needed.

c) Select the Drop-Off/Pick-Up
Time, as needed.

Quick Note: Since there aren't any
required fields, enter only the
information needed to highlight a
change from your child's typical day.
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ADD DROP-OFF NOTE

I there anything we should know about
your child's sleep, food, potty, mood, or
schedule?

([ noifferent drop-off time? ()

Drop-Off Time

Set Approximate Time.

ADD PICK-UP NOTE

Is there anything we should know for
pick-up?

([ noifferent pick-uptime? @)

Pick-Up Time

Set Approximate Time.
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Created by Janet O. 7:12 AM

ADD DROP-OFF NOTE (
a)

Mia has a doctor’s appointment this
morning, so she'll be at school a few hours
late. | will leave her doctor’s note in her
backpack.

Different drop-off time? (&) (b)

Drop-Off Time
11:00AM (c)x
ADD PICK-UP NOTE

Mia is going straight to ballet class after
school and won't have time to change.
Could you please change her before pick
up?
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DROP-OFF/PICK-UP

Tap the Send Note (a) button at the
bottom of the screen once you
finish.

Quick Note: If you leave without
saving, a pop-up alert appears:

a) Tap 'Discard Changes’ (a) to
leave without saving.

b) Tap ‘Cancel’ (b) and ‘Send Note’
if you want to send it.

Once you send your note, a pop-
up confirmation message notifies
you that the note has been sent.

Quick note: Drop-off notes are
one-sided, you will receive an
update letting you know once the
note has been read.
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Mia
Edit Note
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Created by Janet O. 7:12 AM

ADD DROP-OFF NOTE

Mia has a doctor's appointment this
morning, so she'll be at school a few hours

late. I will leave her doct
backpack

Different arop-off time?
Drop-Off Time

11:00 AM

ADD PICK-UP NOTE

Miais going straight to

school and won't have time to change.

Could you please chan
up?
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Created by Janet 0. 7:12 AM

AADD DROP-OFF NOTE

tor's note in her

Mia has a doctor's appointment this
mornina sa she'll he at schonl a few hours
la

bz Are you sure?

Ifyou
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Drop

t

ballet class after Mia is going straight to ballet class after
school and won't have time to change.
Could you please change her before pick
up?

ge her before pick

(A)

2:30
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Edit Note
Created by Janet O. 7:12 AM

ADD DROP-OFF NOTE

Mia has a doctor’s appointment this
X
Your note has been sent!

Check the status of your note on the
{ Drop-Off and Pick-Up Notes page.

L

11:00 AM

ADD PICK-UP NOTE

Mia is going straight to ballet class after
school and won't have time to change.
Could you please change her before pick
up?
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