
 
 

 
Parent Portal – Frequently Asked Questions 

 
1. How do I make changes to my household address? 

 Contact the clerk at the main office of your child’s school.   
 

2. What changes/updates can I make on my portal account? 

 All Non-Household contact information. 

 Your household phone number. 

 Your primary and secondary email address. 
 

3. I am trying to create my username for my account and it says, “This username already exists. “ 
What do I do? 

 Select another username and try again.  The username you selected is already in use by 
someone else.  There cannot be two users with the same username even if their 
passwords are different.  

 Your username should contain only numbers and/or letters.  

 When creating your password don’t forget that they are case-sensitive. 

 Must be at least 8 characters. 

 Must contain at least one special character (!@#$%) or a number (123456…). 

 Should not contain any parts of your name or username.  
 

4. How do I get access to the Portal? 

 You must be a legal parent/guardian of a student of Duncan Public Schools.  If you are 
not already indicated at the school as the legal parent/guardian, you must provide a 
valid ID with proof of guardianship.  Please contact the clerk at the main office of your 
child’s school.  Clerks can change the guardianship of students in Infinite Campus.  

 
5. When I put in my 32-digit Portal Activation Code, I get an error message.  

 You must enter the code exactly the way it is shown.  For example, if the “o” is in the 
code and you type in the number “0” instead of the letter, it will see it as incorrect.  

 
6. I forgot my username and/or password.  

 Contact Stacey Harris ext. 203 or Charla Grimes ext. 202 at Student Services 580-252-
6801.   

 
7. I have been locked out of the Portal and my account has been disabled.  What happened, and 

what do I do now? 

 After three (3) unsuccessful login attempts, your account will be disabled and you will 
be locked out of the Portal.  Please contact Stacey Harris (ext. 203) or Charla Grimes 
(ext. 202) at Student Services 580-252-6801 to get your account reset.  

 
 
 



8. What kind of software or computer is needed to use the Portal?  

 Computer: Any computer capable of running Google Chrome, Firefox or Internet 
Explorer 6.0 or higher-Macintosh or Windows.  

 Software: Google Chrome  https://www.google.com/chrome/browser/desktop/ 

 Firefox: 
 https://www.mozilla.org/en-US/firefox/new/?f=86 

 Internet Explorer:  
https://www.microsoft.com/en-us/download/internet-explorer.aspx 

 Internet Connection: A 56Kmodem speed or higher is recommended.  Dialup will result 
in slower connection/processing of the Web page.  

 Monitor: A monitor with at least 800X600 resolutions is recommended.  The higher you 
set the resolution, the more you will see on the screen.  

 If you have Windows XP or lower: Right-click on your desktop, and left-click on 
Properties.  Then click on the Settings tab to set your resolution.  

 Adobe Reader: To access reports in the portal, you will need the latest version which 
you can download here: 
 https://get.adobe.com/reader/ 
 

9. When I click on the back button, I get an error message.  

 The back button does not always work with Parent Portal.  Use the navigation pane on 
the left side of the Portal page instead to navigate around the Portal.  

 
10. When I type in my username and password to log in to the Portal and click submit, it says: 

“Page not Found.” 

 You may not be able to view the Portal if your browser settings for privacy and security 
are set too high.  Check these settings by going to Tools and then to Internet Options.  

 
 
 
 

 
School Telephone Numbers 

 
 

Duncan High School   580-255-0700 
 
Duncan Middle School   580-470-8106 
 
Emerson Elementary   580-255-7146 
 
Horace Mann Elementary  580-255-6530 
 
Mark Twain Elementary   580-255-1324 
 
Plato Elementary   580-255-6167 
 
Will Rogers Pre-K   580-255-9012 
 
Woodrow Wilson Elementary  580-255-8107 
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