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www.vTrackbilling.com  

 
Parent Portal Tutorial 

 
1. Login to the Parent Portal site 

a. Type Username/Password 
b. Select –> Login 
 

 
 

2. Locating Timesheets 
a. Select –> Provider dropdown 
b. Select –> Parent/Guardian Timesheets 
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3. Timesheet Options - There are two sections under the timesheet page: 

a. Unsigned Timesheets – Timesheets waiting to be signed 
b. Signed Timesheets – Timesheets signed in the past 
c. Sign – This link will bring you to the live timesheet to sign 
d. View – This link will bring you to view the previous timesheet 

 

 
 
4. Signing the Unsigned Timesheet 

a. Select –> Sign
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b. Review the timesheet for accuracy 
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c. Complete the following fields: 
i. Parent/Guardian Signature 

ii. Enter your name 
iii. Enter date 

 

 
 

d. Select –> Save 
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5. Viewing Signed Timesheet 
a. Select –> View 

 
 
 

 
 
 

 
**For additional support, please contact us at vTrack@Vichra.com**  


