DOCUMENTATION – PARENT/GUARDIAN CONTACT FORM
After logging into the Freshman Welcome “portal”, click on the link for Parent/Guardian Contact Form.

The following screen appears 
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Student information (Name, address, city, state, zip, home phone, major and college)

displays at the top of the page.  You must complete information for at least one parent.

Some information may appear for one or both parents/guardians, if your application was received early enough for entry into the system.  DO NOT ENTER INFORMATION FOR A DECEASED PARENT.

A red asterisk denotes the required fields.  You must complete entry of required information for at least one parent. If you begin entry for a second parent, or if information is auto-retrieved from the system for that parent, you must complete all the required information for the second parent as well.  If required fields are not filled in, you will receive a message when saving, “A required field is empty” and you will then be focused on the field that was not completed.

RESPONDING TO THE PROMPTS:

RELATIONSHIP – Select the correct relationship.

DO YOU WANT TO SUBSCRIBE TO ROYAL NEWS:  Yes/No

PREFIX:  Mr., Mrs., Ms., Dr. Attorney, etc.

FIRST NAME, MI, LAST NAME – self explanatory

SUFFIX:  Ph.D., MD, Esq, etc.

ADDRESS at least the first line must be complete.
Below is an example of where to place address information.

If the parent address is the same as the student, simply click 

On “Check if address same as student”  

All necessary fields, address, city, state, zip, home phone, will be populated.
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CITY, STATE and ZIP must all be entered.

Home Telephone  format is validated.  You will receive a warning

when moving off the field if you do not enter the telephone number correctly

(e.g., lengths must be correct and only numeric characters).

EMAIL – must be completed if you are requesting Royal News for a parent.
Format must be correct email format, e.g., abc@def.net  If it is not entered correctly,

you will receive an error message when you move off the field asking you to enter  using the correct format.

EMPLOYER NAME may already be populated.

EMPLOYER ADDRESS, CITY STATE AND ZIP should be provided

As well as Occupation Code.

EMPLOYER PHONE

JOB TITLE – If you do not know your parent’s exact job title, complete it as best you can.

OCCUPATION:  If you do not see the exact description in the selection dropdown,

please complete as best you can.
BOTTOM OF FORM
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Is Parent/Guardian 1 married to Parent/Guardian 2?

If information for only one parent is being provided, you will not be required to respond to this question.  Otherwise, upon clicking SAVE PARENT/GUARDIAN INFO, you must respond YES or NO.
ALUMNI CONNECTIONS:
If you respond “Yes” to the question, “Do you have family attending or who have attended The University of Scranton?”,  the “Relatives Attended Info” button will be enabled. If you click this button, it will take you to another screen where the names of relatives who attended may be entered

Once you exit this screen, go back and recheck all information before selecting

SAVE PARENT/GUARDIAN INFO
Once you SAVE PARENT/GUARDIAN INFO,  you should now see a page
with the following  3 lines at the top.  Below these lines, you will see a summary of the information you entered.  You may print this page for your personal records if you with.

RETURN TO PARENT/GUARDIAN FORM
Parent/Guardian Information Summary

	You have successfully submitted the following information on the Parent/Guardian Contact Form. 


