
 

 

 

 

 

 

Parent/guardian: In place of the paper emergency contact update forms, we are requesting 

parents/guardians make all contact changes in their Sapphire parent/guardian portal. Doing 

so will send an electronic notification to the main office to be approved and automatically 

changed in our system. To do so, please follow the below steps.  

1. Go to our district website www.pomounties.org 

2. Under the menu Parents click on Sapphire Parent Portal 

 
3. On the next page, there is a Sapphire Parent Portal link at the bottom. Click on this to 

go to the log in page. 

 
4. On the following page, log into your account.  

If you have not created an account yet, click on the “Create a Web Portal account” link, and 

then use the code word mounties to move to the application. Once you submit, your 

application will be reviewed and approved within 1-3 school days. Once your account has 

been approved and you have received your new PIN number, you can move on to step 5. 

5. Once logged in, on the left hand side of the screen you will see “Change Student Data”. 

Click on this to go to that student’s information and contact information.  
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6. You will see the student’s specific information at the top, and then all of their associated 

contacts and information at the bottom in the order they appear in our system. Make the 

appropriate changes to the student’s information and all of the contacts listed, and then 

hit Save Changes at the top of the screen.  

 
 

PLEASE NOTE: On each student’s “Change Student Data” screen, there is a OneCall 

contact. This contact contains the emergency numbers that will be called for daily 

absences and school notifications, closings, delays, etc. Please make sure to update this 

contact especially. 

Have more than one student in the district? 

If you have more than one student in the district, when you log in you will see all of them listed 

on the bottom left of the screen under MY STUDENTS. You will automatically be selected on the 

first student in that list. You need to check the “Change Student Data” screen for all of 

your students. 

a. For contacts they share in common: You only need to change the contact 

information in one of their “Change Student Data” screens, for contacts they share. 

When you save changes for that contact it will update it for all of your students.  

b. For contacts that are only on one of your student’s accounts: You will 

need to make changes for that specific contact, on that student’s “Change Data 

Screen”.  

c. Student Information: Each student has their own specific “Student 

Information” section on the “Change Student Data” screen. This will need checked 

and updated for all of your students. 

 

If you have any further questions or concerns, please submit a parent portal help 

form by going to our district website, then under the Parents menu, click on 

Sapphire Parent Portal, and on the next page there is a link on the left hand side 

for Sapphire Parent Portal Help Form.  


