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How to Create a Parent PIN 
 

1. Login to myCI portal. 
• Dolphin Name and 

Password are case 
sensitive. 

• If you forgot your 
password, click on 
‘Forgot Password’. 

 
 

2. Locate and click on the ‘CI 
Records’ tile. You will be 
routed to your Student 
Dashboard. 

 

 
 

3. From the left-hand menu, go 
to the ‘Financial’ section 
and click on ‘What I Owe’. 

4. Select ‘Make a Payment’. 
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5. Select the ‘My Account’ link 
in the margin. 

 
 

6. Select the ‘Send a payer 
invitation’ link. 
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7. Enter ‘Payer Information’.  
8. Confirm email address, 

and accept terms and 
conditions. 

 
9. Select ‘Send Invitation’ to 

complete the request. 
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