
PTA Council/PTSO Student Directory  
Troubleshooting FAQ 

 
1. No login email was received, or it was accidentally deleted. What do I do? 

 
-Your family used a primary email address when registering via      “BackToSchool” Online 
in August. That email was used to send your family the verification email with your Log In 
username and password. As long as the email is recognized by the system you should be 
able to get a resend by this method: 
 
-Go to schooldirectoryupdate.com.  On the Log In page, click the “Can’t Login?” button. It 
will take you to a new page with troubleshooting notes.   If all your entries were correct, 
click on "Click here to receive a password reminder via email.”   You will then see a 
window where you can fill in your primary email (the one you received the first verification 
email at) and a new verification email will be sent.   

 
2. Which is my “primary email”?  

 
- Unless you are the only parent in the household or you changed it during the “Back-to-

School” online registration,  the email of the first parent listed was the father’s email so 
in many cases that is the primary email.  As long as the email is recognized by the 
system, you should be able to get a resend by this method: 

- -Go to schooldirectoryupdate.com.  On the Log In page, click the “Can’t Login?” button. 
It will take you to a new page with troubleshooting notes.   If all your entries were 
correct, click on "Click here to receive a password reminder via email.”   You will then 
see a window where you can fill in your primary email (the one you received the first 
verification email at) and a new verification email will be sent.   
 

3. I have not received the verification email at my primary email… 
 
- Your primary email may no longer be valid or the primary email used to register was a 

professional or business email address. Many businesses are now blocking, bouncing 
or filtering personal email.  In this case you will need to change your primary email with 
the school district. In order to protect your sensitive information, the policy of the 
Directory committee is that directory administrators will not change any data without 
authorization – this is not safe or secure. Protection of the UCSD families privacy and 
information is a priority.  

- If you wish to authorize directory admins to change your primary email, email us at 
upperdirfix@gmail.com to receive a Primary Email Change Request Form.  After you 
return the signed form either by scanning and emailing it back (or by sending by regular 



mail) we will change your primary email in the system. Then you will be able to follow 
the directions according to question 1 in this FAQ.  

 
4. I was notified that I’m not in the database.  Why? 

 
- Either you did not complete the Infosnap/”Back-to-School” Online  registration back in 

August or you indicated during that process that you wanted to “Opt Out” from the 
Directory.  In either case, your information was omitted from the Directory. 

- If you have decided that you do want to be included in the directory, you can go to 
schooldirectoryupdate.com, click on “Join as a New Family” and fill out the form. This 
will send a request to join within the system – once we have confirmed your listing with 
the school district we can approve your addition and include you in the Directory. Then 
you can follow the directions according to question 1 in this FAQ. 

-  
5. I have completed the Verification process, but how do I access the directory? 

- To access the online directory on your computer, go to 
www.schooldirectoryupdate.com.  You can login with your Login name and password to 
be directed to the Home page of the directory which will show a series of tiles such as 
“view Students” or “view Parents”. You are in! 

-  
- To use the App version of the Directory on your smartphone, you must first download 

the app.  Go to www.schooldirectoryupdate.com on your smartphone or device’s web 
browser.  Log in with your username and password, and follow the prompts to install 
the AtoZ directory app onto your homescreen.   

• iPhone users:  While in the app, click the square-with-arrow icon in the 
middle bottom of the screen.  Then select “Add to Homescreen”.  That’s it! 

• Android users:  While in the app, press the menu button, then “Add 
Bookmark”.  Go to your homescreen.  Press and hold any blank spot. Select 
“Shortcut”, the “Bookmark”.  Select the bookmarked app page. 

• Blackberry users:  While in the app, press the Blackberry key.  From the pop-
up menu select “Add to Home Screen”.  Type in the name you would like.  
Press “Add” when you are finished specifying your preferences. 

- Now you can simply tap on the School Directory App icon from your homescreen 
without having to re-enter your login credentials. 

 
6. I have accessed the Directory, but my kids don’t appear in the same listing… 

 
- A number of families have children within their family who have different last names (a 

“blended family”).  The AtoZ program contains a glitch that prevents children of different 
last names to be included in the same listing.  In these cases, the Directory will show 



two or more listings with the same parent information but with the children with different 
last names on different data card. For example, a family who has three children – Tom 
Smith, Bob Smith and Jane Doe all living in one household – there would be two 
listings – one showing only Tom Smith and Bob Smith and their parents information, 
while the other shows the same parents but with only Jane Doe seen.  

- In this case, you received more than one request to verify.  You should do the 
verification for each request so all the children will be included in the Directory.  The 
children will all be in the directory, with the correct parent information – just on different 
lines/listings. 

 
7. I had a child missing from our listing and added him/her.  Now she’s listed, but with 

the wrong last name and no other information. 
 
- See #6.   
- In this case, you should have received more than one request to verify. You should do 

the verification for each request so all the children will be included in the Directory. The 
children will all be in the directory, with the correct parent information – just on different 
lines/listings. 

-  
- The AtoZ program does not allow a parent to change the last name of the child.  Is your 

child registered under the correct name with the school district? Directory 
administrators will have to do last name corrections manually in the system.  Please 
email upperdirfix@gmail.com to bring this need to our attention. 
 

 
8. My child’s last name is wrong in the Directory – and as a parent, I can’t correct it 

when I try to edit our information. 
 
The AtoZ program does not allow a parent to change the last name of the child.  Is your 
child registered under the correct name with the school district? Directory administrators 
will have to do last name corrections manually in the system.  Please email 
upperdirfix@gmail.com to bring this need to our attention. 
 

 
9. I clicked on my son’s name – but the data card showed information for our other 

child. Why is that happening? 
 
- In some instances when searching for one student, you are directed to the student data 

card of another sibling within the household.  This is a bug in the AtoZ software. AtoZ is 
aware of this issue and is working to resolve it.   



- If you search via “View Parents”, the correct members of the household should be 
shown in entirety unless it is a “blended family”.  See #6. 

 
10.  We are a two household family - our children live at two homes.  We would like the 

Directory to show information for both households.  Can you help us? 
 
- We understand that families want to see the children’s actual living situation accurately 

reflected in the Directory.  The directory administrators need to manually enter second 
family information for the family. This involves changing information in the system. In 
order to protect your sensitive information, the policy of the Directory committee is that 
directory administrators will not change any family’s data without authorization – this is 
not safe or secure. Protection of the UCSD families privacy and information is a priority. 
Administrators must be authorized by the school district to make such changes.  The 
Directory committee is working with the district to establish a policy and procedure that 
will ensure the privacy and security of all families involved.  

- In this case, until we can establish second households within our database, the parent 
from the primary household could choose to share the login information to give the 
second household access.  

 
11.  How can I view a class roster? 
-From the Directory homepage click on “View Students”. 
-Click the menu button at the top right of the app – a grade filter and teacher filter will appear. 
You may also select the number of listings per page. 
-Click on “Teacher Filter”.  You will see a class roster.  Please note that, as with the paper 
directory, some families may have chosen to either omit or suppress some family names and 
contact info resulting in an incomplete listing of students in any given classroom. 
 
12.   I have access to the app – but I don’t see any of my family’s information.  Why? 

- You may have clicked on the “omit from the app” box during the verification process.  
Access the directory from your computer and go to the “Edit My Info” tile.  When your 
family info comes up, click on the gray “edit” tab and you will have the ability to make 
any corrections to your data.  

 
13. Silly question – but how do I log out? 

- click on the “Menu” button at the top of the homepage (with all of the tiles).  The top will 
open up to show the logout button.  
 
 
 



The USCSD Student Directory is brought to you by the USC PTA Council/PTSO and their volunteers.  Any 
questions or issues about the directory process should be directed to uscdirectory@gmail.com - and not to the 

USC School District.   
 

Funding for this project is provided through the advertising support of various sponsors (check out the Sponsor 
Index for the listing of all our supporters) as well as each of the USC PTA/PTSO units.  

 
The Directory Committee appreciates the input regarding issues you may have 
experienced and ask your patience as we answer and address them.  Our goal is to have 
all district families be able to use the new directory while maintaining the privacy and 
security of our families to the best of our ability.  Thank you! 
 


