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Add a Ravenna 
Parent Record 
to Radius 
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Parent relationships are required in both Ravenna and Radius 

A Parent relationship is one of the fields required to successfully move a record from Ravenna to 

Radius.  If a record is not in Radius (Prospects | Approvals) after you complete the “Send Applicant 

Admitted” task in Ravenna, please review the required fields associated with the Ravenna record. 

A parent is required to enter a relationship in the Ravenna Hub.  If a relationship is blank, 

indicated by the empty set of parentheses, then we know the record was entered manually and 

the record will not successfully transfer to Radius. 

The best practice to ask the parents to complete required information in the Hub. If that is not 

practical you can remove the details in Ravenna, transfer the record to Radius and then correct 

the details in both Ravenna and Radius. 

 

  

Parent name, relationship and email are required in 

the Ravenna Hub and to transfer a record to Radius.  
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Adding a person record involves multiple steps to properly link the Parent to the Prospect 

1. Add a person 

2. Add name and email 

3. Add employment (optional) 

4. Add relationship 

5. Connect record to child’s Household 

6. Add Parent as signatory to child’s record 

7. Connect record to child’s Household 

  

1. Add a Person Record 

PEOPLE Menu 

• Select All People 

 

 

• Select Add button  
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• Enter the details for the parent. 

• Note the 1 possible duplicate note that pops up 

• Use the scroll bar to see list of names 

 
 

When you scroll down you will see a list of other people with same last name. In this instance we 

see the child’s name.   This is not a duplicate person.  

• Select Finish 
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2. Add Name Details  

Person | Name 

• Complete the details for the parent: name and email are required 

• Select Save 

 

 

3. Add Employment Details 

Person | Employment (Optional)  

• Complete details 

• Select Next 
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• Location Name is required 

• Select Finish 

 
 

• Select Save
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4. Add Relationships 
Person | Relationships 
a. Roles 

a. Select Student 

b. Deselect Other 

c. Enter child name 

d. Use scroll bar to see duplicates 

 

 

 

 

 

• Click on the child’s name that 

will appear in the list 

 

 

 

 

 

 

 

 

b. Define Relationships   

• Use the drop-down menu to select the relationship  

• Select Finish 
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5. Connect record to child’s Household 
• Select the child’s name on the relationship tab 

 
 

• Select View Full Record 

 
 

• Select Address form the Person menu 

o Turn Editing mode to ON 

o Scroll to bottom of screen 
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• Select Add Household Member 

 

• From the Add New Person Window   

o Select Parent 

o Deselect Other 

o Add Parent first and last name 

 
 

• Select the parent’s name from the possible duplicate list at bottom of window 
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• Define the relationships as prompted  

• Select Finish 

 
  

6. Assign the parent as a Signatory 
From Prospect Record: Billing | Financial Responsibility 

• Turn editing mode to on 

• Select the Add button 

 
 

• Select the parent’s name from the list 

• Select Add 
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7. Update Roles 

• Select the newly added parent name to complete the last step 

 

 

 

Person | Roles 

• Deselect Other 

• Select Save 

 


