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These directions will help you navigate through Vanguard School’s new nursing software.   
 
Getting Started  

• Login to Magnus 
• View a tutorial video 
• Access Front Desk section of the site 
• View and print your child’s emergency medical information 
• Access Magnus support through the Need help? link 

 
Student Health Tracker 

• This is your starting point 
• The directions below will guide you through each step 

 
You will then proceed through the following sections of the Student Health Tracker to complete all necessary 
documentation 

• Vital Health Record 
• Annual Physical Exam Form 

o Required for students new to Vanguard School and those entering 6th and 11th grades 
• Immunization Form 
• Over-The-Counter Medication Form 
• Asthma Action Plan Form 

o Only visible if you answered YES in Conditional Questions 
• Allergy Action Plan Form 

o Only visible if you answered YES in Conditional Questions 
• Diabetes Action Plan Form 

o Only visible if you answered YES in Conditional Questions 
• Seizure Action Plan Form 

o Only visible if you answered YES in Conditional Questions 
• Do you request that your child carry and self-administer their own prescribed medication? 
• Private Hearing Screening 
• Private Vision Screening Form 
• Private Dental Examination 

o Required for students new to Vanguard School and those entering 3rd and 7th grades 
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Getting Started 
1. Go to https://secure.magnushealthportal.com/ 
2. Enter your Username and Password.  Click Login. 

a. You will receive your username and password via email from service@magnushealthportal.com  

 
 

3. Once you are logged in to Magnus, you will see a tutorial video.  It is a short overview of the steps you 
need to complete.   

 
a. Once you’ve watched it and feel comfortable with the steps, you can click the box next to 

Don’t show this window again, and then click Close.  Leaving the box unchecked will open 
the video each time you login to Magnus. 

b. You can also click the three dots to the right and download a copy of the video to your computer 
to view later or as many times as you need. 

 
4. After viewing the video, you will see what Magnus calls the Front Desk.  This is your main screen. 

https://secure.magnushealthportal.com/
mailto:service@magnushealthportal.com
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a. Click Go to Front Desk at any time to return to this screen 
 

 
 

b. Hover your mouse over your name at the top, and you will see: 
 

i. Communications 
1. Shows messages and information sent to you 

from Vanguard School staff 
ii. Change Credentials 

1. Allows you to update your username and 
password 

iii. Logout 
1. Logs you out of Magnus 

 
 
 
 
 

5. Click on Print 911 Card to view your child’s emergency medical information 
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You will then see the emergency medical information in this format 
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6. Click Need Help? to receive assistance from Magnus support. 

 
 

a. You will then see this screen where you can type in your question or click on Contact Support 
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Student Health Tracker 
1. Click Complete Now (the first time you log in) to start the process of entering your child’s medical 

information. 

  
 

a. You will then see the Conditional Questions 
i. Click Yes or No for each question 

ii. Then, click Next 
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2. You will see the chart below. 
a. The options in the chart are dependent upon the answers provided in the Conditional 

Questions. 
i. For example: 

1. If your child has allergies requiring medication, you will see an Allergy Action 
Plan form 

2. If your child has seizures, you will see a Seizure Action Plan form 
ii. These forms will not be visible to you if you click No in the Conditional Questions 

 

(Chart continued on next page) 

Shows how many 
steps need to be 

completed 

Indicates 
that this 

step needs 
to be 

completed 

A quick way to 
download the form 

Click to view the 
information you entered 

Click the orange buttons 
to complete that step 
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b. Additional information will show in the chart as you begin completing the requirements 

 

Some of these 
requirements will 
only show if you 

answered Yes in the 
Conditional 
Questions 

Once you’ve 
completed some 

of the 
requirements, 

you will see a link 
to view your 

answer, as well as 
a note regarding 

status. Some 
forms need to be 

reviewed by a 
school nurse, or it 
will indicate that 

something is 
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c. If you need to edit your answers to the Conditional Questions, click the Edit button 

 
 

Vital Health Record 
 

1. Click the Fill it out button to start 

 
 

2. When you first start, all links will have a red X showing that it has not been completed.  Once that 
section is completed, you will see a green check mark. 

a. Click each link and complete the required steps 
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i. A red asterisk (*) indicates required information 

 
 

3. When you’ve completed each link in the Vital Health Record, click Submit for Approval.  If you are 
still working on parts of this, click Save and return to tracker.  Then, come back to this section when 
you have the information to complete it 

 
 
 
  



     Magnus – Parent Portal  
 

 
 
 Nicole Peditto, Educational Technology Specialist      
 Email: nipeditto@vfes.net  P a g e  | 11 

Steps for each of the following requirements are similar and outlined below 
• Annual Physical Exam Form 
• Immunization Form 
• Does your child take prescribed 

medications during the school day? 
• Do you request that your child 

carry and self-administer their 
own prescribed medication? 

• Asthma Action Plan Form 
• Allergy Action Plan Form 
• Diabetes Action Plan Form 
• Seizure Action Plan Form 
• Private Hearing Screening 
• Private Vision Screening Form 
• Private Dental Examination 

 
 
 

1. Take note if the form requires a physician’s signature.   
a. You will need to download and print the form, bring it to your child’s doctor to complete, then 

scan and either upload or fax the form (see steps below for how to upload or fax the form) 
i. You can also request a paper copy of this form from the school nurse 

 
 

2. There are two ways to download the form 
a. Click the paper icon next to Annual Physical Exam Form 
b. After clicking Turn it in (shown above), click No, download my form (shown below) 

 
  

Note the 
section 
title at 
each step 
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3. When the form opens, you will have the option to download it to save to your computer, or you can 
print it 

a. This is the view in Chrome (your internet browser may be a little different): 

 
 

4. Once you have completed the form and it is signed by your child’s doctor, you will need to scan and 
upload it, fax it to Magnus, or send it to school with your child to give to the school nurse. 

a. To upload, go back to the Annual Physical Exam Form, and click Yes, Submit 

 
b. Click either Upload or No, Fax 

 
 

Download  

Print  
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c. If uploading, click Choose File, locate the file on your computer, and click open 
i. Then, click Upload File(s) 

 
 

d. If faxing, click Yes, Download Coversheet 
i. This sheet will help Magnus send your child’s form to Vanguard School 

 
 

e. The cover sheet will look like this. 

 
 

f. Fax the cover page and form to the number listed on the cover page 
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Directions for the following requirement are different than above 
• Over the Counter Medication Form 

 
1. Click Fill it out to access the list of over-the-counter medications 

 
 

2. Click Yes or No for each over-the-counter medication 

 
 

3. Click Next 
 

4. A form will open for you to e-sign 
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