
Mayfield City Schools  

Existing Parents/Students

Annual Update OLR



From old Blue 
Cards to 
ANNUAL 

UPDATE Online 
Registration 
through the 

Parent Portal



If you do not have access to a computer or a scanner (needed to upload required Immunization 
records), Mayfield City Schools has provided a KIOSK with computer and scanner located at 

the Board of Education on SOM Center Rd.  
Please call Registration at 440-995-7243 to make an appointment to use the KIOSK.  



If you need assistance with your Portal username 
and password, please email:  

For help with the registration itself, contact Registration 
@ 440-995-7243 (rbell@mayfieldschools.org)

mailto:ichelp@mayfieldschools.org
mailto:rbell@mayfieldschools.org


Once logged onto the Parent Portal, 
click on MORE, then click 

“Annual Update OLR”

Log in to Infinite Campus 
Parent/Student Portal

www.mayfieldschools.org

http://www.mayfieldschools.org/


View students names.  Updates can only be made for the students with ‘YES’ in 
the “included in new App?”.  The student must be a member of this particular 
household and you must have legal guardianship.  If the “Reason for not 
included” seems incorrect, please contact Registration @ 440-995-7243. 

If a student belongs to two separate households (in case of shared parenting), 
whichever legal guardian begins the annual update first will only be the one to 
see the student listed and able to complete the application.

For Annual Update, 
select EXISTING 

Student Registration 
and click START



Write down the Application 
Number for any future reference.
Type in your first and last name.
Sign your name (drag mouse) on 

the line.
Click SUBMIT

Please read instructions – then click BEGIN

First Name Last Name



Be sure to select “I am already 
an EXISTING parent”



Information that is already in our system will load – please be patient as this may take a few seconds.

Each section must be done in order and is not possible to move to the next panel without using the Previous 
and Next buttons.  Please be careful of spelling, capitalization and punctuation.

Click the EDIT/REVIEW to access the information for each person listed.  If highlighted in yellow, you will not be 
able to proceed until you select Edit/Review and complete this section.



Please note:  if there are court documents related to this 
parent and a student in this application, it is required for 
Mayfield City Schools to have a copy.

• Hand Deliver to the Board of Education / Pupil Services
• Email to:  rbell@mayfieldschools.org
• Fax to:  440-995-7205

Enter Name

Home Address

If this specific parent/guardian does 
NOT live at this address, UNCHECK
the box and enter the information for 
their household in the next section.



Make sure to check the boxes for phone and email contact 
preferences.



2 Emergency Contacts are required!

This must be someone OTHER than the 
parent/guardian listed on the previous tab



Only add a new student if they 
are a member of your household 
+ you are the legal or temporary 

guardian, and if they are not
currently registered at Mayfield.

If the student’s name is highlighted in yellow, click 
EDIT/REVIEW to complete the required information.  You 
cannot submit application until a green checkmark is in the 
Completed column. 

First

Middle

Last



Select NO – if the school has this student’s Birth 
Certificate already on file, or if you are an 
existing Excel TECC or CEVEC student.

Read the question carefully.  If they have a regular fixed nighttime residence, click NO.



Parent1

If these are not checked, that person will not receive 
important school information through mailings, email 

or phone. 

Parent2



Doctors Name

Dentist Name

###

###

Enter any specifics here if 
you refuse consent

It is REQUIRED for preschool students to 
enter this information!



If this is a High School student and they have been 
accepted into the Excel TECC program or to CEVEC, 

click YES – Accepted…



All Release Agreements must be granted or denied.  
Please note, if you deny permission for a Student Google 
Apps for Education Account, it is required to complete a 

formal written request from the school office.



• Verify all information is correct!  (Spelling, phone numbers, etc)
• An Application Summary is available to download
• Once all information is correct and completed, click SUBMIT
• You will receive an email notification that your application was received. 
• For changes to the Parent/Guardian or Student information during the school year, log on to the 

Parent Portal and make the necessary adjustments.  Changes will not be visible until approved by 
Registration.

The Annual Update is required to be completed 
by the 1st day of school each year

Completed Information

If you need to update any information during the school year, login to the Parent Portal and click on your 
student, then click on either demographics, household or family members to make any changes.  

The changes will not show until they are approved by Registration.



Contact ICHelp @ 440-995-6784 for assistance

Your child’s safety is of our utmost concern.  
Updating this information on a regular basis will ensure that we are able 
to contact you in the most efficient and timely manner if ever needed.

We appreciate your time and prompt attention to this important piece 
of your students’ education at Mayfield City Schools.
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