
Step one: 
Sign-in to the Charter School Office Portal 

Only One Person Per School 
 
 

 
 
 

Instructions for Log in Screen 
 
 
1.  First time users log-in here (again, only one person per school).  
 
2.  Next time you use the system, enter your e-mail and password here.  
 
 



Step Two: 
 

To add Additional  Members per School 
 
 

 
 
 
 
 
 
1.  Click the add member button 
 
  
 
 
 



Add Member(s), continued: 
 
 

 
 
 
 
2.  Complete this screen for each additional member.  
 




