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Step 1. Navigate to http://www.parentsportal.scot and sign in:
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Step 2. Select Annual Data Check service once signed into ParentsPortal:
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Step 3. Once the parent/carer selects the Annual Data Check service, this will allow the
parent/carer to access this service for a specific child. All linked children for a specific
parent will show as below. The parent can click the name of the child to progress to the
next stage:
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Step 4. Once a child has been selected, the below screen will appear which details the
Annual Data Check process. By clicking ‘Start the process’ as circled below, this will
start the process for the parent to review and amend the information which is held for
their child:
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Step 5. The parent/carer will now be able to update the different sections of the Annual
Data Check process. The parent/carer will be asked to update Pupil Details:
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Step 6. The parent/carer will then be asked to update Pupil Address:
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Step 7. The parent/carer will then be asked to update Contact Details:
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Step 8. The parent/carer will then be asked to update the pupils Pupil’s Religion, Ethnic
Origin, Asylum Status and National Identity details:
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Step 9. The parent/carer will then be asked to update Armed Forces Details (if
applicable):
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Step 10. The parent/carer will then be asked to update Pupil’s Language Section:
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Step 11. And finally, the parent/carer will be asked to update Pupil’s Medical Details:
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Please Note: As circled in the last screenshot, When the parent/carer is satisfied with
the information submitted, the process will finalise after selecting "Complete Annual
Data Check" button at the bottom of the page. The parent/carer will receive confirmation
that updated child details have been accepted by the school:

Hello,

UPDATE TOSTUDENT'S CONTACT DETAILS

Your child's school has now APPROVED the update you requested to the student’s contact details
If you have any queries relating to this, please contact the school directly

Once the school has approved any changes you have requested using the Annual Data Check service, you will need to sign in and complete the Annual Data Check, by clicking on
“Complete"” at the bottom of the Annual Data Check page.

Please Click Here to log into parentsportal scot if you wish to complete the Annual Data Check

Thank vou,

parentsportal scot Team




