
Mayfield City Schools  
Existing Parents/Students
Annual Update OLR

Annual Student Information Update - REQUIRED TO BE COMPLETED BY A RESIDENTIAL LEGAL GUARDIAN

This applies to ALL families, even if you recently enrolled a new student for the upcoming school year during 
the spring open enrollment for preschool and kindergarten.



Access the Parent Portal from our website: 
www.mayfieldschools.org > MENU > Infinite Campus Parent/Student Portal

Infinite Campus Parent Portal Login

Please do NOT use your handheld device for completing the Annual Update.

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

For help with the registration itself, contact our Registrar @ 440-995-7243 
rbell@mayfieldschools.org

https://mayfieldschools.infinitecampus.org/campus/portal/parents/mayfield.jsp
mailto:ichelp@mayfieldschools.org
mailto:rbell@mayfieldschools.org


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 
be marked as a legal guardian.  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), only the primary Mayfield residential parent will be able to complete the Annual 
Update.  The Non-Household parent can only update their own information.

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

“Annual Update/Registration”

Select START for the 24-25 Annual Update (or if you have started already, click ‘Continue’ to finish)
** PLEASE NOTE: Certain restrictions to see schedules, grades, attend field trips and other school activities 

will not be accessible or permitted until this is completed.  **

Verify students are included in app and 
“Click here to begin the Annual Update and/or add a new student”



• Read instructions, then click BEGIN

• Write down the Application Number for any 
future reference.

• Type in your first and last name as it 
appears.

• Sign your name (drag mouse) on the line.
• Click SUBMIT

Parent Name



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, 

Next or Save/Continue buttons.  Review and update information at each prompt.  
Please be careful of spelling, capitalization and punctuation.  

STUDENT(s) PRIMARY HOUSEHOLD:
* This is the legal Mayfield residential address 

for students in this application *
• Click the Primary Household tab 

to begin
• Verify Primary phone along with 

contact preference choices.
• Answer household status 

(rent/own) questions and provide 
information requested.

• If the address listed is no longer 
current, check the box and fill in 
the new address.  For all new 
addresses it is required to upload 
your new mortgage/lease 
agreement, 2nd proof of residency 
and your current photo ID.

• Answer if there is another 
‘mailing address’ used.



PARENT/GUARDIAN:

• 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.

• DEMOGRAPHICS: Verify your name, and birthdate 
and if said parent still lives at the address listed. 

• If parent no longer is part of this household, 
uncheck the box and provide new address for said 
parent (optional)

• Mayfield Schools must have any parent in the 
system that has legal rights to school information 
for a student within this application.  IF we do 
NOT currently have a Non-Household parent in 
Infinite Campus, please click ADD NEW PARENT.

• IF we HAVE the non-household parents 
information, please DO NOT ADD THEM again.

Parent 1
Parent 2

If Unchecked, please provide address of non-household parent



PARENT/GUARDIAN (Cont’d):

• Verify all contact information and 
check Contact Preferences boxes.  
Do not forget to check the boxes for 
your email.

• Please only enter a secondary email 
address if it is different than your 
first (primary) email.

• Click NEXT

• Answer Military Impact Aid question
• Click Save/Continue



EMERGENCY CONTACT:

• 1 Emergency Contacts is required!  
This can be a family member, 
neighbor, friend, co-worker, etc.

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

• If you have listed a parent with legal 
rights to educational information 
(ex: non-household parent), please 
click on Edit/Review and check the 
box “This person is no longer an 
Emergency Contact for any students 
in this family” and make sure we 
have them entered as a 
parent/guardian.  Emergency 
contacts do not have any access to 
school information.



STUDENT:

• Click Edit/Review for each student.
• If the student’s name is highlighted 

in yellow, click Edit/Review to 
complete the required information.  

• You cannot submit the application 
until a green checkmark is in each  
Completed column. 

• Verify all demographics information.
• If student is in grades 9-12, please 

enter the student’s personal email 
address.

First

Middle

Last

Student Name

Student Name

Student Name



HOUSING: 

• Answer if student is experiencing 
homelessness.

RELATIONSHIPS – PARENT/GUARDIANS
• Complete: 

• Parent relationships
• One parent must be marked 

Guardian
• Select if parent legally can 

receive mailings, portal access 
and school notifications.  If 
these boxes are not checked, no 
communication will be sent to 
said parent.

• Enter contact sequence
• If parent no longer has any legal 

rights to student, check the ‘No 
Relationship’ box

• Enter who the Child Resides 
With & the Birth Parents Status

Parent1

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

phone. 

Parent2



LEGAL DOCUMENTATION: 

• Answer YES or NO to any 
divorce decrees, parenting 
agreements or custody 
documents.  If parents were 
never married, the father must 
be on the birth certificate to 
receive educational rights.

• Enter the relationships of the 
Emergency contacts and their 
contact sequence. 

• If no longer an emergency 
contact, check the ‘No 
Relationship’ box.

• Verify any other Household
member and their relationship.

E.C. #1
E.C. #2

Name

Name



EMERGENCY MEDICAL AUTHORIZATION:

• Select Permission Granted or Denied
for this student to be treated and/or 
transferred to the nearest hospital.

HEALTH SERVICES – Medical & 
Medications:

• Select No or add any medical or 
mental health condition.

• Select No or add any new 
medications.

• If existing condition or medication 
listed, please select if it is current or 
NOT current.

HEALTH SERVICES: 
• Please upload any new immunization record 

here that the school does not currently have.



RELEASE AGREEMENTS:

• 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.

• Sign using your mouse.
• Select correct date and year from 

calendar.
• Click Save/Continue
• Click Save/Continue again



• 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. 

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 MORE > 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
Or email ichelp@mayfieldschools.org

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.

mailto:ichelp@mayfieldschools.org
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