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HOW TO REVIEW AND SIGN DOCUMENTS

● When you login to the Parent Portal, the landing page will be your To-Do List

Public Consulting Group, Inc. 7



● The To-Do List contains items that need the parent/guardian’s attention

● Any document pending a response from the parent/guardian will be displayed in this section

● The Action column will indicate actions needed from the parent/guardian:

o Review

o Sign

o Apply Parent Response

● Review all documents before adding your response and/or signature
● In this example, we are going to review and sign the IEP

o Open the IEP document to review:

▪ Under the Item column

▪ Click on the blue link IEP

▪ A new window will open with the document you selected, for your review

● If you chose to sign the document after your review
● Click the X, to close out of the document and return to your To-Do List
● Click the pen icon, in the Respond column to sign the corresponding document, IEP
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● A new window will open to apply your signature
o The Parent Portal is mobile friendly - it is compatible with smart phones, tablets, laptops, and

desktops
o Depending which device, you are accessing the Parent Portal from you can sign with a mouse or

your hand if you are on a touch screen device
● If you make a mistake applying your signature, click Clear to start over
● Click Sign Document

Please Note: If a document only requires a signature from one parent, the system will register that there has
already been a signature
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● The document you just signed will no longer appear in the To-Do List tab
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