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Setting up the options below will allow two report cards, labels and other notifications
to be sent to parents/guardians of a student with different addresses.

Go to Student Enrollment > Student Demographics > Search for the student (if
already in the system — if not Add New)

Under the Guardian Tab — Click Add New

Add each person you wish to receive student’s documents separately by clicking “'Save
and Add ’ after each guardian entry. Each entry must have the option “"'SEND POST
OFFICE MAIL CORRESPONDENCE" selected as “YES".
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