Instructions for Entering “Fourth Contact” Information into SMS for Students
In Grades 9-12Who Withdraw

1. Type in the student’s name and click Search.
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2. Double click on the student’s name.
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3. Click on Contacts. If no Fourth Contact is listed, click on Actions, and Add Contact. If a Fourth Contact is
listed, double click on “Fourth Contact” to edit.
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4. From #2 on the worksheet, enter the name of the individual provided. For all students in grades
9-12, enter “HSStudy” for middle name.
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4. From #3 on the contact sheet, input the new home or work phone numbers under Phone Numbers or
Additional Communication Numbers.
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6. From #3 on the contact sheet, INPUT NEW EMAIL ADDRESSES UNDER EMPLOYMENT
ADDRESS -DO NOT ENTER EMAIL ADDRESSES IN THE SECTION LABELED
ADDITIONAL COMMUNICATION NUMBERS.
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7. Check to see that Fourth Contact has been added, click on Contacts. You should see Fourth Contact listed.
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