
Sapphire Community Portal – Athletic Form Instructions 
CREATING YOUR SAPPHIRE ACCOUNT: 

1. Visit: sapphire.mbgsd.org  

2. Select Community Portal 

3. Click Create a Sapphire Community Portal Account
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4. Select Continue  

 

5. Read the Portal User Agreement, click the checkbox and hit continue 
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6. Complete the Family Contact information and the Children Information sections. Create login information, select 

security questions and hit continue.  

7. Your information will be submitted to the district for review. Once approved, you will receive a confirmation email. 

 

FINDING THE ATHLETIC FORMS: 

1. Once you’ve logged into your portal account, find your student’s profile. The Athletic and Athletic Recertification 

Forms are available on the landing page*. *Forms may be unavailable if you have previously submitted your 

forms. Once submitted, edits are no longer able to be made.  

 

2. You can also access the forms by selecting “Student Data Forms” from the menu on the left. If you are accessing 

the forms through a cell phone, select the “hamburger” from the bottom of the screen and select “Student Data 

Forms”.   
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3. Complete all of the fields in the form.  

4. Upload your COMPLETED Physical to the form. 

a. Picture to PDF for iPhone: 

i. Open photos. Select the image you want to convert. 

ii. Tap Share (the box with an arrow through it on the bottom left of the screen) 

iii. Choose Print from the Share Screen 

iv. Using two fingers on the photo preview, pinch outwards to save the photo as a DPF (a message 

flashed that the image was now saved as a PDF) 

v. Email the image/PDF to yourself and then you should be able to upload it. 

b. Picture to PDF for Android: 

i. Find and launch Google Photos app on your Android device. Grant it the permission to access 

your media files if prompted. Find and open the image file you want to convert in the Photos 

app.  

ii. Tap on the MENU icon (three dots) at the top right corner to bring up the action menu with 

options to delete the current photo, use it in other aps, print it out to papers, etc.  

iii. Choose PRINT to open the printer settings and preview screen.  

iv. Click ALL PRINTERS to expand the drop-down menu. 

v. Instead of selecting an available printer, choose Save as PDF. 

vi. Tap on the PDF button to choose a folder on your mobile phone, give the PDF file a new name 

and save it.  

5. Please read all of the guidelines and codes and place an X to confirm you’ve reviewed the guidelines.  

6. Hit Submit. Please do not hit submit until you have uploaded your completed physical. The form is not accessible 

after you’ve submitted the information.  


