
Open Curacubby and click Students
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Click the Student's Name
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Click the Profile tab
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Click Edit Student
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Scroll down and click + Add New Contact
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Enter the contact's Mobile Phone

Adding additional contacts for check-in/check-out
Ross Lugos

Dec 15, 2020 6 of 13



If the user already exists, you will be prompted to add that user as an additional contact. Click YES and 
the users' remaining fields will autofill. 
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If the contact does not already exist, enter the contact's Name and email address (optional).
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[Optional] Select the contact's Role.
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Type the contact's PIN if they will be using Curacubby's digital attendance (check in/out). This is a 4-
digit code the contact will use to check your student in and out. (The contact can set this themselves).
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Select whether the contact is an emergency contact, can check in/out or both. 
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Scroll down and click Save
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That's it. You're done. 
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