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About This Manual
Edupoint Educational Systems, LLC. develops software with multiple release dates for the software
and related documentation. The documentation is released inmultiple volumes tomeet this
commitment.

This document serves as a reference for Edupoint's recommendations and Best Practices for
Synergy processes. Due to the complex nature andmyriad configurations possible within the
Synergy software, it is not feasible to include every possible scenario within this guide.

Conventions Used in This Manual

l Bold indicates user interactions such as a button or field on the screen.
l Italics indicate the option to select or text to enter.
l Notes, Tips, References, and Cautions appear in themargin to provide additional information.

Notes provide additional information
about the subject.

Tips suggest advanced options or
other ways of approaching the
subject.

References list another source of
information, such as another manual
or website.

Cautionswarn of potential problems.
Take special care when reading
these sections.

Before You Begin

Before installing any of the Edupoint family of software products, be sure to review the system
requirements andmake sure the district’s computer hardware and softwaremeet theminimum
requirements.

Online Registration Guide 3

Copyright 2015-2019 Edupoint Educational Systems, LLC



Software and Document History

Document
Version

Release
Date

Software
Release Description

7.0 May 2017 2018

Updates:

l Revised TOC and guide organization

l Added Caution under Registration Enabled option in Online
Registration Setup

l Added Mail Merge Name and Registration Accept Options to
Online Registration Setup

l Added Notify and Parent/Guardian Security sections in
Parent/Guardian module in Online Registration Setup

l Updated Parent/Guardian module minimum and maximum
contacts in Online Registration Setup

l Added new options for the School Selection module in Online
Registration Setup

l Added Parent Screen in Reviewing Registrations

l Added Custom Grids information and View Change limitations
note in Customizing Online Registration

l Added Customizing Module Pages

l Added Parent Limited Registration Rights

l Added Mail Merge Documents

l Added Verify Reenrollment

l Added Google Address Validation Opt Out

l Added Address Autocomplete

l Updated screen options in Google Maps API Key Setup and
Address Setup

8.0 Dec 2017 - l Updated images for quality and consistency

4 Online Registration Guide

Edupoint Proprietary and Confidential



Document
Version

Release
Date

Software
Release Description

9.0 Dec 2017 2018.01

Updates:

l Added Customizing Parent Registration Options

l Added Setting Visibility Based on Student Enrollment

l Added ParentVUE Account Creation Options

l Added Comparing Emergency Contacts

l Added Field Security

l Removed Translation screen setup information from
Translation Setup. This content is available in the System
Administration Guide.

l Updated Uploading Policy Documents with new options in
ParentVUE Setup

l Added Registering Parent Name to History tab section, Not
Returning icon in Reenroll column, and highlighted changes
to individuals in Registration Queue

l Added note for Document Visibility options, new Home
Address Verification validation options, Show Student Not
Returning option, and note for student Contact Info page in
Setting Up Registration Modules

l Added description of Immunization and Immunization Status
pages to Setting Up Registration Modules

l Added View Only for Reenrollment option to Address Setup

l Added note on label priority for fields in Customizing Online
Registration

l Added Creating Document Translations and Enabling Other
Languages in OLR to Translation Setup

l Added Prevent Acceptance for Inactive Students to
Registration Queue Setup

l Added signature match note, Primary Address note, and info
not required for new parents note to Create Account (see
Parent Instructions)

l Added Force Registration option, Reenroll Filter option, note
for Verification Process Enabled, Show Student Not Returning
Option, and Automatically exclude re-enrolling students on
registration option in Online Registration Setup

l Added Not Returning to District option to Verifying
Reenrollment

9.1 Mar 2018 -

Updates:

l Corrected navigation path to FRM Code in Lookup Table
Definitions

l Modified Lookup Table Values

Online Registration Guide 5

Copyright 2015-2019 Edupoint Educational Systems, LLC



Document
Version

Release
Date

Software
Release Description

10 Jun 2018 2019

Updates:

l Updated Setting Up Registration Modules:

l Added note regarding duplicate student/parent
relationship records in the Non-Student Enrollment
Modules section

l Added Required number of secondary forms for
address verification for the Family module in

l Added Maximum number of parent/guardians per
student, Allow Editing Other Parents, and Require an
Email Address for Parents for the Parent/Guardian
module

l Added the Demographics Continued page to the
Demographics module

l Updated ParentVUE Account Creation Options to reflect that
options moved to the Online Registration tab on the
ParentVUE and StudentVUE Configuration screen

l Added Disabling Links between OLR and ParentVUE

l Added Creating Person Notification Codes

l Added Emptying the Email Queue, Emailing Notification of
Missing Parent Email Address, Emailing Notification of Invalid
Parent Email Address, and Sample Email Content to Email
Setup

l Added Require Review Before Submit to Online Registration
Setup

l Added Do Not Show in Online Registration to the Uploading
Policy Documents section in ParentVUE Setup

l Added additional parent security rights in Parent Registration
Rights

l Added Open Online Registration from Parent

l Updated Managing the Registration Queue:

l Added note for queries and note for Disable validation
on accept

l Added Using Filters, Viewing Uploaded Documents,
Viewing Changes and Critical Changes, and updated
the registration flag types

l Added Viewing Registrations on the Parent Tab

l Added Viewing Data Imported from Online Registration

l Added Online Registration Security and moved all existing
and new Security Definition and PAD Security to this chapter

l Moved all security setting information for parents to Parent
Registration Rights

6 Online Registration Guide

Edupoint Proprietary and Confidential



Document
Version

Release
Date

Software
Release Description

11 Dec 2018 2019.01

Updates:

l Corrected Business Option in Reference Note in Managing the
Registration Queue

l Updated Google Maps API Key Setup

l Added Defining Emergency Contact Order

l Updated Setting Up Registration Modules for Military Status

l Updated Grade Validation Setup for excluding grades

l Added a note in Using School Setup for hiding the School
Selection Override section

l Updated Options Tab for Student Summary
l Added Defining Custom Condition Library

l Updated Adding Custom Documents and Setting Up
Registration Modules for Conditions

l Added Restrict Editing Existing Student Phone Numbers in
Setting Visibility Based on Student Enrollment Status

l Added Excluding Document Categories in Creating Custom
Student Documents

l Added steps and examples for changed data highlighted in
yellow and blue and tooltip for changes made by the enrolling
parent or registrar in Reviewing Online Registrations

l Added a note for accepting pending registrations that have
custom student documents attached in Accepting Online
Registrations

l Added a note for registration count in Registrations with No
Changes, Viewing the Registrations Tab, and History Tab in
Managing the Registration Queue, and Students Tab and
History Tab in Reviewing Registrations

l Updated Student-Specific Enrollment Modules and Security
Definition for Months Non-US School Attendance

l Updated Viewing Changes and Critical Changes for
Registration Flags

l Added Hide Emergency Contact Demographic in PAD
Security

l Added PVUE user Security Definition for Emergency Contact
fields and Parent Guardian Phone Numbers

l Added Hiding the Condition Snapshot in More Security
Definitions

Online Registration Guide 7

Copyright 2015-2019 Edupoint Educational Systems, LLC



Document
Version

Release
Date

Software
Release Description

12 Jun 2019 2020

Updates:

l Added Automatically Updating Task Notifications

l Added Defining Receiving Schools

l Added Using Synergy SIS Query to Create a Condition

l Added Setting Up Auto-Accept

l Added Setting Up Pathways for School Selection

l Added Require home address to be inside district boundary
and Require at least one row in the Military Status grid to
Non-Student Enrollment Modules

l Added Import/Export Online Registration Setup

l Added Overriding Account Information

l Added Using Mobile Devices for Online Registration

l Added Refreshing All Modules

l Added Hiding Buttons in OLR Student Health Module

l Added content for Focus Filter in Displaying Tasks for
OLR User Groups

8 Online Registration Guide

Edupoint Proprietary and Confidential



Table of Contents

About ThisManual 3

ConventionsUsed in ThisManual 3

Before You Begin 3

Software and Document History 4

Table of Contents 9

Chapter 1: Overview 15
Overview of SynergyOnline Registration (OLR) 16

Optional Functionality 16

Enrollment Options 16

ParentVUE Information 17

Implementation Considerations 18

Before Starting 19

Chapter 2: Setup 20
Lookup Table Setup 21

Add Values to Lookup Tables 22

Assign a State Reporting Code to an Existing Lookup Table Value 23

Deactivate a Lookup Table Value 23

Sort Lookup Values 24

Lookup Table Definitions 25

Country 27

Phone Type 28

State 29

User Groups 30

Define OLR User Groups 30

Displaying Tasks for OLR User Groups 30

Automatically Updating TaskNotifications 34

Defining Receiving Schools 35

Receiving Schools 35

Selecting Schools 38

GoogleMaps API Key Setup 40

Viewing School Selection Page with GoogleMapsDisabled 41

Creating Person Notification Codes 42

Adding Person Notification Codes 42

Online Registration Guide 9

Copyright 2015-2019 Edupoint Educational Systems, LLC



Assigning Student Notifications for Pending Registration 43

Chapter 3: District and School Setup 44
Disabling Links betweenOLR and ParentVUE 45

Defining EmergencyContact Order 47

District Setup 47

Example 1 – NoOption Selected 48

Example 2 – First Option Selected 49

Example 3 – First and SecondOption Selected 51

Grade Validation Setup 53

Online Registration 54

Grade Capacity 56

Address Setup 57

District Setup 57

AddressCompletion and Validation 57

Require Home Inside of District Boundary 58

Include Additional Schools to School Selection 59

AddressChange 62

No Show Setup 63

No Show Options for Re-registration 64

Excluding Schools fromOnline Registration 65

Using District Setup 65

Using School Setup 66

Chapter 4: Messaging and Document Setup 67
Email Setup 68

Online Registration Notifications 68

Upload Existing HTMLDocument 70

EditingMessages in the HTMLEditor 71

Upload Existing Text Document 72

AddMessages inMultiple Languages 73

New Account Email 75

Emptying the Email Queue 76

Application Change Email Settings 77

Sample Email Content 80

Mail Merge Documents 83

10 Online Registration Guide

Edupoint Proprietary and Confidential



Creating aMail Merge Definition 83

Linking aMail Merge Document 84

Online Registration Review/Submit 84

School SelectionMessage Setup 85

OLR Not Allowed for Students Inside School Boundary 85

OLR Not Allowed for Previous Attendance Reason Code 87

EstimatedMileage 89

Translation Setup 90

Enabling Other Languages in OLR 91

Creating Document Translations 92

Chapter 5: OLR Setup Options 95
Defining CustomCondition Library 96

Using Synergy SIS Query to Create a Condition 100

Enabling Online Registration 104

Online Registration Setup 105

Setting Up Auto-Accept 115

Selecting the User for Auto-Accept 116

Auto-Accept or DenyChanges 117

Auto-Accept Setup Example 120

Setting Up Pathways for School Selection 122

Lookup Table Setup 122

Changing Labels in Property Override 123

Adding Pathways in School Setup 124

Enabling PathwaySelection in Online Registration Setup 125

Selecting Pathways in Online Registration 126

Viewing School Selections in Registration Queue 129

Address Autocomplete 130

Online Registration Setup 130

Autocomplete Results 131

Google Address Validation Opt Out 134

Additional Setup for Districts not Using Grid Codes 135

Enabling Administrator Review 138

Chapter 6: Registration Modules Setup 140
Setting UpRegistrationModules 141

Online Registration Guide 11

Copyright 2015-2019 Edupoint Educational Systems, LLC



Non-Student Enrollment Modules 146

Student Specific Enrollment Modules 155

Customizing Online Registration 167

Customizing Grids 168

Adding CustomGrids to Non-Student Enrollment Modules 169

Adding CustomGrids to Student Modules 170

CustomizingModule Pages 172

Managing Pages 172

Adding CustomViews 175

Enrollment Visibility 176

Instructions 177

WarningMessages 178

Setting Visibility Based on Student Enrollment Status 179

Setting Visibility for Pages 179

Setting Document Visibility 180

Setting Visibility for Properties 181

Creating CustomStudent Documents 186

Mail Merge District Definition Setup 186

Online Registration Setup 188

Import/Export Online Registration Setup 189

Translation Setup 197

Viewing Documents in Online Registration 199

Viewing Documents in the Registration Queue 200

Chapter 7: ParentVUE Setup 201
ParentVUE Account Creation Options 202

Account Creation Questions 202

Email AddressDuplication Setup 205

Disable New Parent Creation Setup 208

ParentVUE Setup 209

Setting Up Future Year Extensions 209

ParentVUE Online RegistrationMessage 210

Uploading Policy Documents 211

Making Storage Available 213

Overriding Account Information 214

12 Online Registration Guide

Edupoint Proprietary and Confidential



Changing the Label Using Property Override 214

MyAccount Tab 215

Customizing Parent Registration Options 215

EditingMessages in Online Registration 215

Parent Registration Rights 217

Verify Security Relationship Attributes 218

Additional OLR Relationship Security 220

Parent/Guardian Relationships in OLR 221

Verifying Reenrollment 222

Online Registration Setup 222

Online Registration – Verify Enrollment Process 223

Synergy SIS – Verification Process 224

Student Enrollment Verification 225

OpenOnline Registration fromParent 226

UsingMobile Devices for Online Registration 228

OLR Menu Icon 228

Progress Bar 229

NoDocuments Page Displayed 230

Removed Phone Number of EmergencyContacts fromEmergencyContact Order Page232

Default Language Survey Page 232

Chapter 8: Managing Online Registration 234
Registration Queue Setup 235

Setting Review-OnlyMode 235

Prevent Acceptance for Inactive Students 236

Managing the Registration Queue 238

Viewing the Registrations Tab 238

Viewing Uploaded Documents 241

Viewing Changes and Critical Changes 244

Finding Duplicates 246

ReviewingOnline Registrations 248

Accepting Online Registrations 254

DenyingOnline Registrations 256

Retracting a Denied Registration 257

History Tab 258

Online Registration Guide 13

Copyright 2015-2019 Edupoint Educational Systems, LLC



Reviewing Registrations 259

Students Tab 259

History Tab 260

Parent Screen 261

Refreshing All Modules 262

Comparing EmergencyContacts 263

Viewing Registrations on the Parent Tab 268

Managing Registrations 268

Viewing Data Imported fromOnline Registration 271

Viewing Documents on the Student Screen 271

Viewing Parent Record Information 272

Viewing Student School Attended History 273

Chapter 9: Security 274
Security Overview 275

Online Registration Security 276

ParentVUE User 276

School or District Users 278

More Security Definitions 279

Hiding the Condition Snapshot 279

Hiding Buttons in OLR Student Health Module 280

PAD Security 284

Verify Enrollment Security 284

Online Registration Tab Security 285

14 Online Registration Guide

Edupoint Proprietary and Confidential



Chapter 1:
Overview

Overview of Synergy Online Registration (OLR) 16
Implementation Considerations 18
Before Starting 19



16 Online Registration Guide
Chapter 1: Overview

Overview of Synergy Online Registration (OLR)
This guide describes the setup and configuration of SynergyOnline Registration (OLR). TheOLR
module allows districts to control andmanage registration in Synergy, reducing processing times,
eliminating paper forms, and ensuring data accuracy.

With OLR, districts define amulti-lingual, self-service parent portal for online student registration.
OLR handles the registration events of students new to the district and the registration events of
already enrolled students, such as the annual updating of student information.

Optional Functionality

Optional functionality includes:

l Custom email messages to parents regarding registration
l Allowing a student to register in a different school than the one assigned during the New Year
Rollover process

l Address validation, including stopping registration if home is outside of boundary and showing
multiple schools for selection

l Showing tasks on the home screen for school personnel to review and approve registration
l Controlling the number of student's registered for a grade
l Excluding schools from selection

Enrollment Options

Online registration allows for the following enrollment options:

l Allow new enrollments and re-enrollments (Default)

l This is the default setting for Online Registration. The system uses this option if left
blank.

l Allows parents to re-enroll existing students and add new students.

l Do not allow new enrollments

l Allows parents to re-enroll existing students but not add new students. TheAdd New
Student option is hidden from view.

l Only allow new enrollments

l Allows parents to enroll new students but not register existing students.
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ParentVUE Information

When parents/guardians register their children using the SynergyOnline Registration process:

l Existing parents in the school district log on to their ParentVUE account to enroll their children
using online registration.

l New parents to the school district use the district site for online registration to enroll their
children. The online registration uses a different login screen. /Login_parent_OEN.aspx.

See the following for more information:

l Online Registration for Parents New to District
l Online Registration for Parents with ParentVUE Accounts
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Implementation Considerations
Online Registration Setup is district-wide setup with optional school settings. There are various
options to configure OLR to function appropriately for your district.

Setting up user groups

l Define a user group to control registration.
l Consider a separate user group for users assigned the tasks for online registration records
review.

l Use TaskDefinition to notify user groups of online registration tasks on the Synergy home
screen

Setting up schools for online registration

l Do you want to control grade capacity?
l Do you want to exclude some schools from selection during online registration?
l Do you want to include only a small number of schools that use online registration?

Notifying parents

l After parents submit a new account application, the system sends a system-default
confirmationmessage to their email account to complete account creation. See
OLR Registration Notifications and New Account Email to create a custommessage.

l Will parents receive a ParentVUEmessage to notify them that online registration is available?

Using addresses in online registration

l Do you want to use drop-downs for address selection?
l Do you want to authenticate addresses against address grid definitions?
l Do you want to allow multiple schools be listed for an address grid?
l Will online registration stop if the family lives outside of the school boundaries?

Limiting online registration based on student type

l Do you want to allow online registration for all new and existing students?
l Do you want to allow parents to edit, exclude, or delete existing students?
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Before Starting
l Youmust complete the set up process for ParentVUE.

See theParentVUE and StudentVUE Administrator Guide.

l Youmust enable Email in SystemConfiguration.

See theSynergy SIS – SystemAdministrator Guide.

Copyright 2015-2019 Edupoint Educational Systems, LLC



Chapter 2:
Setup

Lookup Table Setup 21
User Groups 30
Defining Receiving Schools 35
Google Maps API Key Setup 40
Creating Person Notification Codes 42



Online Registration Guide
Chapter 2: Setup 21

Lookup Table Setup
Some drop-downs and checkbox lists use values configured in lookup tables. Hover over a field to
view a tooltip icon that indicateswhich table controls the field.

Lookup Table ValuesExample

Product-owned lookup tables use hard-coded values that are core to the programming and cannot
be changed. You can customize other lookup tables tomatch district specifications and state
reporting needs.

Consult the list of lookup tables for your state in the appropriate State
Reporting Guide to identify tables that require a specific value.

TheName of the table is listed and theNamespace lists the business
object the table belongs to at the top of the table.The Locked value
indicates if the table is locked and product-owned.

Dwelling Type Lookup Table
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Add Values to Lookup Tables

Hover over the field and click the tooltip icon to open the Lookup Table
screen in a new window for editing. This allows you to quickly edit values.
Refresh the original Synergy SIS screen after modifying values in lookup
tables to view changes.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the desired table.

PAD Tree

Enter Code Lookup Table

3. ClickAdd in the Lookup Values section to add a new line.
4. Enter a ListOrder to display the list in a specific order, if needed.
5. Enter aCode. This valuemust be unique.
6. Enter aDescription. This information displays as an option in the drop-down.

The lookup values are sorted byListOrder first, then byCode, and
then byDescription.

7. Enter theOther SIS code to import data during the conversion process from another student
records system.

8. Enter theState Code, if assigned.
9. Enter theAlt Code 3 and Alt Code SIF if used for reporting or system interoperability

purposes, if needed.
10. Enter theEd-Fi Code if your district is part of the Ed-Fi Alliance, if needed.

See your State Reporting Guide to identify if there is a specific code
required.

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 2: Setup 23

11. Enter aYear Start and/or Year End date to activate or deactivate the code, if appropriate.

Inactive codes show in historical data but are not available for
selection for new records.

12. ClickSave.

Assign a State Reporting Code to an Existing Lookup Table Value

See your State Reporting Guide for more information.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the desired table.
3. Enter the appropriate state reportingCode, State Code, orAlt Code 3 on a populated

Lookup Value line.

Enter Code Lookup Table

4. ClickSave.

Deactivate a Lookup Table Value

This procedure describes how to deactivate a lookup table value containing codes that are no longer
valid. Deactivated values are no longer available for selection but remain in Synergy SIS for
historical reporting purposes.

Do not modify or delete lookup table values that contain outdated state
reporting codes. These are still used for historical reporting purposes.
Instead, deactivate the value and then add a new lookup table value that
contains the updated state reporting codes.

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Locate the desired table.
3. Remove the text inState Code on the lookup value line.
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4. Select the last year the lookup table value is valid in theStatus Year End field.

Enter Code Lookup Table

5. ClickSave.

Sort Lookup Values

Click the up and down arrows in any column heading to temporarily change the sort order of the
Lookup Values section.

Enter Code Lookup Table

Change the ListOrder to permanentlymodify the sort order.

Enter Code Lookup Table
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Lookup Table Definitions

* Indicates there are specific entries required for these lookup tables. Click the lookup table name to be redirected to
these specific entries.

^ Indicates theremight be state-specific entries required for these lookup tables. Reference your state reporting guide
for these values.

Lookup Table Purpose Screen Page Module Field
K12.Demographics

DenyPhoto Interview

Allowsparents/guardians to
denyphotosand/or
interviewsof the students to
be released

Online Registration Students Information Release
Allow for the release of

student photo or
interview

FamilyCode

Allowsparents/guardians to
indicate their family statusor
code. Online Registration
pulls the student data for
FamilyCode during
reenrollment. (Ex.Single-
parent family, Foster family)

Online Registration Students Demographics Family Code

Internet Authorization
Allowsparents/guardians to
denyaccess to internet sites
for students

Online Registration Students Information Release Authorization to use the
internet

Lookup Table Purpose Screen Page Module Field
K12.ProgramInfo

FrmCode

Allowsparents/guardians to
indicate eligibility for free or
reducedmeals. Online
Registration pulls the student
data for FRMCode during
reenrollment.

Online Registration Students Demographics Eligible for free or
reduced meals?

Lookup Table Purpose Screen Page Module Field
K12.TransportationInfo

Transportation Requirement

Allowsparents/guardians to
indicate special
transportation requirements
for students (Ex.Wheelchair
ramp,A/C)

Online Registration Students Transportation Special Transportation
Requirement
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Lookup Table Purpose Screen Page Module Field
Revelation

Attach DocCategory

Allowsparents/guardians to
select the category of
documentation for identity
and birth validation (Ex.Birth
certificate,Medical records)

NOTE: Youmust include
lookup entries for Birth
Certificate andSpecial
Education Documents.

Online Registration Students Demographics Birth verification
document type

Country^
Allowsparents/guardians to
indicate the student's country
of birth

Online Registration Students Demographics Student's birth country

Phone Type*

Allowsparents/guardians to
indicate the type of phone
number in contact
information

Online Registration Parent/Guardian Demographics>Contact Info Type

State ^
Allowsparents/guardians to
indicate the student's state of
birth

Online Registration Students Demographics Student's birth state
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Country

If the highlighted fields display after selecting another birth country in Online
Registration (OLR), they are required by your state and additional setup is
necessary.

Online Registration, StudentsTab, Additional Information Page

The Lookup Table is found atRevelation > Country.

Youmust include lookup entries forCanada andMexico if your state
requires additional information for students who were born in Canada or
Mexico.

Country Lookup Table
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Phone Type

The Lookup Table is found atRevelation > Phone Type.
Youmust set the phone types used for contact information.

Code Description

H Home

C Cell

W Work

M Message

While youmust useH,C,W, andM as theCode values, you can enter
other values for theDescription. For example,Hmust be used for home
phone, but the descriptionmay beHome orHomePhone.

Phone Type Lookup Table

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 2: Setup 29

State

The Lookup Table is found atRevelation > State.

Youmust include lookup entries for all provinces for Canada and all states
for Mexico if your state requires additional information for students who
were born in Canada or Mexico.

State Lookup Table
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User Groups

Define OLR User Groups

Define additional User Groups for specific users of the online registration process.

See theSynergy SIS – SystemAdministrator Guide for more information
on creating User Groups.

Displaying Tasks for OLR User Groups

1. Navigate toSynergy SIS > System > Setup > Task Definition.
a. Select theEnable option for the followingOLR modules:

l OEN Approval
l Registration

TaskDefinition Screen

b. Select a Focus Filter to indicate the organizations and years for the Online
Registrationswaiting for approval that display for the user.

l User Focus or Blank – Displays tasks that match the user's focus organization
and year

l All Organizations – Displays tasks for all organizations that match the user's
current focus year

l All Years – Displays tasks for all years that match the user's current focus
organization
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l All Organizations and Years – Displays all tasks, regardless of the user's current
focus, organization, or year

User Focus is used by default, if no option is selected.

This option is only available for theOEN –Registration
ApprovalModule.
The Registration Queue screen opens from the Tasks section
on the Synergy SIS screen and is not dependent on the
current focus.

TaskDefinition Screen

c. ClickSave.
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2. Navigate toSynergy SIS > System > User > User Groups.
a. Select thePOV tab.
b. SelectYes from theShow Task List to display new enrollment requests in Tasks on

the Synergy SIS homescreen.
c. Select the appropriate OLR TaskModule:

l OEN – Data Review – Select for user groups to be notified AFTER a student is
accepted. This is the user group for the User Group to Notify for modules.

l OEN – ELL Registration – Select to notify user groups of a new English
Language Learner student.

l OEN – Registration Approval – Select to notify user a new registration is in
the queue waiting for acceptance/denial.

d. ClickSave.

User GroupsScreen, POV Tab

e. Repeat the steps for each additional user group.
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3. Click to display all tasks related to theOEN –Registration Approval.

SynergyTitle Bar

Synergy SISHomeScreen

The Tasks count reflects the correct value only when you log back in
or refresh the page.

SynergyTitle Bar

SynergyTitle Bar

Copyright 2015-2019 Edupoint Educational Systems, LLC



34 Online Registration Guide
Chapter 2: Setup

Automatically Updating Task Notifications

Users need to be subscribed to the OLR Review Task on the Task
Definition screen to receive task notifications.

1. Navigate toSynergy SIS > System > Setup > Task Definition.
2. SelectEnabled andOn Start forOEN –Data Review.
3. ClickSave.

TaskDefinition Screen
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Defining Receiving Schools
TheReceiving Schools section in OLR allows a school district to define a central enrollment to
review and process (manually or through a custom program) all registrations to determine a
student's enrollment.

Online Registration Setup is year-specific. Focus to the school year that
the enrollment options affect.

Inadequate setup of School Selection and Receiving School may cause
the parent/guardian to receive an error upon Review/Submit if there is no
option for a student to automatically be automatically assigned to a school
or has an option for school selection. The error indicates that there is no
receiving school for that student.

If you do not want to display the central enrollment school option on the
School Selection screen in OLR, ensure that theExclude From Online
Registration option on the School Setup screen is selected.

Receiving Schools

Schoolsmust be Live in Synergy SIS andmust have the School Setup
complete, including the grade selection.

TheReceiving Schools section overrides the selectionsmade by the
parent/guardian on the School Selection screen in OLR.

The order of the receiving schools is important as each student is
processed in the order entered in theReceiving Schools section.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. ClickAdd in the Receiving Schools section.

3. Click to select an OLR condition or select to create a new OLR condition.
4. Select theReceiving School.

TheStudent’s School of Enrollment evaluates the student’s latest
enrollment school and grade level for that registration year and
displays it in the list ofReceiving Schools. This option
automatically places the re-enrolling student in their latest school of
enrollment.
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5. ClickSave.

Online Registration Setup Screen

School Selection

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select the Registration Module tab.
3. Select theSchool SelectionModule in the Student-Specific Enrollment Modules section.
4. ClickShow Detail.
5. Enter theMaximum number for school choices up to 999.
6. ClickSave.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail
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Hiding the School Selection Module

All student registration typesmust either have a receiving school or school
selection before hiding the school selection option in OLR.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select the Registration Modules tab.

3. Click inCondition to create anOLR section.

4. Click for theSchool SelectionModule to select theCondition.
5. ClickSave.

Online Registration Setup Screen, RegistrationModulesTab
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Selecting Schools

The School Selection(s) column displays the first school selection. Hover themouse on the column
to list additional school selections if there are any for that student.

1. Navigate to Synergy SIS > Online Registration > Registration Queue.

Registration Queue Screen

School Selection in Review/Submit

TheReview/Submit screen displaysmany schools for selection.

1. Log in to OLR.
2. SelectReview/Submit.
3. Click theShow All link in theSchool Selection(s) column to display all the schools selected

for that student.

This column initially lists the first five schools selected.

Online Registration, Review/Submit Screen
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4. Click theShow Fewer link to display the initial five schools selected.

Online Registration, Review/Submit Screen

The enrolling parent/guardianmay receive an error upon Review/Submit
indicating students who have no receiving school. This error cannot be
translated to another language.

Online Registration, Review/Submit Screen
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Status Screen

TheOLR Status screen displays differently to the parent/guardian depending on the setup
completed for Receiving Schools and School Selection. This screen currently displays only the
schools that are not overridden by the Receiving Schools, whichmakes the receiving school process
seamless to the enrolling parent/guardian.

Online Registration, Review/Submit Screen

Google Maps API Key Setup
You can useGoogleMaps to:

l Validate OLR address fields
l Provide amap of the route from the student’s home to the selected school on theOLR School
Selection page are already documented:

See the following sites for details on acquiring aGoogleMaps API key (Standard
or Premium) and usage limits:

l https://cloud.google.com/maps-platform/products/
l https://cloud.google.com/maps-platform/places/

1. Navigate toSynergy SIS > System > Setup > System Configuration.
2. Select theOptions tab.
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3. Clear theUse Google API for optional enhancements option in the API Configuration
section.

4. Clear theGoogle Maps API Key field.

SystemConfiguration Screen, OptionsTab

5. ClickSave.

Viewing School Selection Page with Google Maps Disabled

1. OpenOLR as a Parent.
2. Select the School Selection screen.With the option disabled:

l Themap no longer displays.
l Address fields in OLR are not autocompleted.
l Family Home Address can be autocompleted when the district usesAddress Grid
Definitions.

Online Registration, StudentsSchoolSelection Screen
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Creating Person Notification Codes
You can create a Person Notification Code to identify students with pending registrations in Online
Registration. These notifications display on student-specific screens and contain the school name
and school year for the pending registration. ClickingAccept orDeny on the Registration Queue
screen removes the notification.

Student Screen

Adding Person Notification Codes

1. Navigate toSynergy SIS > System > Setup > Person Notification Codes.
2. ClickAdd in the Notifications section to add a new line.
3. Enter theOrder, Short Description, andDescription.
4. Select theDisplay Icon to appear next to the notification. A sample image displays in the

Icon column.

Person Notification CodesScreen

5. ClickSave.

See theSynergy SIS – SystemAdministrator Guide for more
information on creating Person Notification Codes.
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Assigning Student Notifications for Pending Registration

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select the created person notification code created for Student Notification for Pending

Registration in the Registration Queue section.

District Setup Screen, System Tab

4. ClickSave.

The following example displays anOLR Pending Registration notification on the Student screen:

Student Screen
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Disabling Links between OLR and ParentVUE
Users can navigate betweenOnline Registration (OLR) and ParentVUE. The links between
applications display automatically for districts licensed for OLR that also use ParentVUE.
Synergy SIS enables these links by default, but you can disable them.

TheRegistration tab displays on the ParentVUE home screen for parents with enrolled children.
Parents automatically log in to OLR when selecting the tab.

l TheRegistration tab is hidden if OLR is not open for any school year.
l If the parent does not have any enrolled children, they automatically redirect to OLR after
logging in to ParentVUE so they can enroll a new student.

ParentVUE1.0 HomeScreen, Registration Tab

TheParentVUE tab displays on theOLR home screen for parents with enrolled children. Parents
automatically log in to ParentVUE when selecting the tab. TheParentVUE tab does not display in
OLR if the parent does not have any enrolled children.

Online Registration HomeScreen, ParentVUETab
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You can hide the tabs that link betweenOLR and ParentVUE on the District Setup screen.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectYes forHide OLR Link in ParentVUE in the Online Enrollment Options section to

disable the link to OLR fromParentVUE.

The option defaults toNo if left blank.

4. SelectYes forHide the link to PXP from within OLR to disable the link to ParentVUE from
OLR.

The option defaults toNo if left blank.

District Setup Screen, System Tab

5. ClickSave.
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Defining Emergency Contact Order
You can define what numbers display in the Order column in the Parent/Guardian, Emergency
Contacts, and EmergencyContact Order sections on the Student screen. The order is based on the
EmergencyContact Order fromOnline Registration (OLR).

District Setup

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select the options in the EmergencyContact and Parent/GuardianOrders section.

TheOrder does not change if no option is selected. The numbers
are as entered on the Student screen.

l On Accept, Synchronize Emergency Contact and Parent/Guardian Orders with
Emergency Call Order – The Contact Order for Parent/Guardian and Emergency
Contacts change tomatch the Contact Order entered by the parent in Online
Registration. The number in the Order column on theParent/Guardian tab and
Emergency Contacts tab is the Contact Order entered by the parent in Online
Registration.

l When Synchronizing, Renumber Emergency Contact and Parent/Guardian
Orders Beginning with 1 – The Contact Order for Parent/Guardian and Emergency
Contacts change tomatch the Contact Order entered by the parent in Online
Registration, but each section starts with the number 1.

You are required to select the first option for changes to occur.

District Setup Screen, System Tab

4. ClickSave.
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Example 1 – No Option Selected

The administrator does not select an option.

District Setup Screen, System Tab

Parent enters the EmergencyContact Order on the Students Relationships screen.

Online Registration, StudentsRelationshipsScreen

TheCall Order on theEmergency Contacts tab of the Student screen displays the order entered
by the parent during Online Registration.

Student Screen, EmergencyContactsTab
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TheOrder column does not change on theParent/Guardian tab.

Student Screen, Parent/Guardian Tab

TheOrder column does not change on theEmergency Contacts tab.

Student Screen, EmergencyContactsTab

Example 2 – First Option Selected

The administrator selects the first option.

District Setup Screen, System Tab
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Parent enters the EmergencyContact Order on the Students Relationships screen.

Online Registration, StudentsRelationshipsScreen

TheCall Order on theEmergency Contacts tab of the Student screen displays the order entered
by the parent during Online Registration.

Student Screen, EmergencyContactsTab

TheOrder on theParent/Guardian tab displays the order entered by the parent during Online
Registration.

Student Screen, Parent/Guardian Tab
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TheOrder on theEmergency Contacts tab displays the order entered by the parent during Online
Registration.

Student Screen, EmergencyContactsTab

Example 3 – First and Second Option Selected

The administrator selects the first and second option.

District Setup Screen, System Tab

Parent enters the EmergencyContact Order on the Students Relationships screen.

Online Registration, StudentsRelationshipsScreen
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TheCall Order on theEmergency Contacts tab of the Student screen displays the order entered
by the parent during Online Registration.

Student Screen, EmergencyContactsTab

TheOrder on theParent/Guardian tab changes and starts with the number 1.

Student Screen, Parent/Guardian Tab

TheOrder on the Emergency Contacts tab changes and starts with the number 1.

Student Screen, EmergencyContactsTab
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Grade Validation Setup
Select the grade levels or schools to be excluded for Online Registration (OLR) and define the age
restrictions for each grade level.

This setup affects Student Demographic Validation Options.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theGrade Setup tab.
3. Deselect theAvailable for Online Registration option for those grades you want to exclude

fromOnline Registration. Any grade level not selected forAvailable for Online
Registration no longer forces the parent into Online Registration.

4. Define the age limits in theAge for Online Registration column for each grade selected.

l Minimum Year – Enter theminimumage year.
l Minimum Month – Enter theminimumagemonth.
l Maximum Year – Enter themaximumage year.
l Maximum Month – Enter themaximumagemonth.

Validation does not occur for a selected grade level that has
no age restrictions defined.

5. ClickSave.

District Setup Screen, Grade Setup Tab
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Online Registration

Grade validation validates theEntering Grade andBirth Date based on the age restrictions set in
District Setup and the selectedAs Of date in Online Registration Setup. Validation occurs when
selecting theEntering Grade on the Demographics screen of Online Registration.

Synergy SIS pulls the options for Entering Grade from the grade levels
selected in the Grades section on the District Setup screen.

Invalid Age Message

Online Registration – DemographicsScreen
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Valid Age Message – Age Restriction Specified

Online Registration – DemographicsScreen

Valid Age Message – Age Restriction Not Specified

Online Registration – DemographicsScreen
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Grade Capacity
Complete the following setup to control themaximumnumber of students to allow for each grade.

Grade Capacity does not limit acceptance. It is a visual tool to show the
total enrollment to date for the grade level of the enrolling student.

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. ClickAdd.
3. Select aGrade.
4. Enter a number for theMax Grade Capacity.

SchoolSetup Screen

5. ClickSave.
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Address Setup

District Setup

Options you select when defining address options for enrolling students affect how online
registration works.

See theSynergy SIS – Student Management Administrator Guide for
more information.

Address Completion and Validation

Youmust set up AddressGrid Definitions.

l SelectNormal Address Validation as theAddress Validation
Type.

l SelectUse Street Ranges Instead of Individual Streets in
Grid Definition.

l Allow Alternate Schools, if needed.

See theSynergy SIS – Student Management Administrator Guide for
more information.

Online registration allows for address completion. During the registration process, the address
validates after the parent enters the home address and clicksSave and Continue. The parent
receives themessage defined in the Familymodule and selectsChange Address or Logout if the
address is outside of the district boundary.

Online Registration, FamilyScreen
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Require Home Inside of District Boundary

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. Select the FamilyModule clickShow Detail in the Non-Student Enrollment Modules section.
4. SelectRequire home address to be inside district boundary.
5. Enter aMessage to display if outside of district.

The address validates against the AddressGrid Definition in
the enrollment year withNormal Address Validation and
Require home address to be inside district boundary
selected.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

6. ClickSave.
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Include Additional Schools to School Selection

Allow parents to select more than one school for a grid by adding additional schools to the Address
Grid Definition and includingAnySchoolWithin District for the School Selection process in Online
Registration.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectEnable School Grid Code by Grade Level Override in the AddressOptions

section.

District Setup Screen, System Tab
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Selecting this option adds the 'Entries in the following grid will override
the entries above' section on the AddressGrid Definition screen.

AddressGrid Definition Screen

Navigate toSynergy SIS > System > Setup > Address Grid Definition.

d. ClickAdd to add a new line.

e. Click inOrganization Name to select the school.
f. Select theGrade level.

AddressGrid Definition Screen

g. Add additional schools and grades as desired.
h. ClickSave.
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Select the Additional Schools to Allow

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. ClickShow Detail for theSchool SelectionModule.

a. SelectAnySchool within District for Schools to allow.
b. ClickSave.

Online Registration Setup, RegistrationModulesTab, SchoolSelection Detail
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Address Change

You can choose to display anEffective Date andChange Date on the Student screen when the
address changed during reenrollment using Online Registration.

Synergy SIS updates theChange Date on the Student screen only if the
change date is required in Online Registration.

Student Screen

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectRequire address change date when student home address is changed.

District Setup Screen, System Tab

4. ClickSave.
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No Show Setup
The district can allow a student to register in a different school than the one assigned during the New
Year Rollover process using Online Registration. A setup option allows the student to No Show at
the school theywere assigned during New Year Rollover and enroll in the school they registered at
using Online Registration. The student is skipped at the original school during future New Year
Rollover processes for the year.

During the acceptance process, when a student ismarked asNo Show:

l TheNo Show Date is the current date if the date is prior to the start
of the school calendar.

l TheNo Show Date is calculated to one day prior to the start of the
school calendar if the date is after the start of the school calendar.
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No Show Options for Re-registration

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Make the following selections:

l Allow “No Show” – Select the option.
l Require Summer Withdrawal Code/Date for “No Show” – Select to display the
required Default SummerWithdrawal Code on theOnline Registration Setup screen, if
needed.

l Require Withdrawal Reason Code – Select to display the required Default Summer
Withdrawal Reason Code on theOnline Registration Setup screen, if needed.

A warning displays during the acceptance process if these options
are selected and no code is selected on theOnline Registration
Setup screen for the required fields.

District Setup Screen, System Tab

4. ClickSave.
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Excluding Schools from Online Registration
There a twomethods to use when excluding schools from online registration:

l District Setup – Use to exclude or include all schools in the district. For example, to include all
schools that were previously set to exclude.

l School Setup – Use to exclude or include a single school or limit grades available for online
registration.

Using District Setup

District Setup Screen, System Tab

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Click one of the following options in the Online Enrollment Options section:

l Exclude All Schools

SelectExclude All Schools to include a small number of
schools in online registration. Then set the schools to be
included on the School Setup screen.

l Include All Schools

Use to set all schools to be included after somewere set to be
excluded on the School Setup screen.

4. ClickSave.
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Using School Setup

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. Select one of the following:

l SelectExclude From Online Registration to exclude the whole school.

Selecting Exclude From Online Registration hides the
School Selection Override section.

l Select based on grade:

a. ClickAdd in the School Selection Override section to add a new line.
b. Select theGrade Level.
c. Select an option toExclude or Include:

l Exclude
l Include
l Include only if outside of district boundary

d. Enter additional information to display for the school in ParentVUE.

SchoolSetup Screen

3. ClickSave.
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Email Setup

Online Registration Notifications

Use the Email Content screen to create custom emails for an acceptance, denial, retraction, or
application change and to use a custom email that notifies parents/guardians that online registration
is available using ParentVUE.

1. Navigate toSynergy SIS > System > Setup > Email Content.
2. ClickAdd to open the Email Content (Add) screen.

EmailContent Screen

3. Enter theContent Namespace.

l Enter PXP for the acceptance, denial, or retraction email.
l EnterOLR for the application change email.

4. Enter theContent Key.

l Enter Accept or Acceptance for the acceptance email.
l EnterDeny orDenial for the denial email.
l EnterRetract Reason for the retraction email.
l Enter Application Change for the application change email.
l Use a term that specifically identifies this notification for the custom district notification
email.

Content Namespace andContent Key are used to identify
Email Content on other screens.

Synergy SIS supportsmultiple denial emails. For example,
out-of-boundary, not accepting new registrations, requires
school with unique programs, and so on.

5. Select theDefault Language.
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6. Select theContent Type.

l SelectOnline Registration – Accepted for the acceptance email.
l SelectOnline Registration – Denied for the denial email.
l SelectOnline Registration – Retract for the retraction email.
l SelectOnline Registration – Application Change for the application change email.
l SelectParentVUE for the custom district notification email.

EmailContent (Add) Screen

7. ClickSave.
8. ClickAdd in the Content Sections section to open the Email Content Detail screen.

You can configuremultiple languages for each type of email
message. The Student’sHome Language determines the
language used for email sent.

EmailContent Detail Screen

9. Select the Language.
10. Enter theEmail Subject. Anything similar to the example in the above screen is acceptable.
11. ClickSave.
12. Select a line and clickShow Detail to add amessage body.

TheMessage bodymay be uploaded from either an existing HTML document, or an existing text
document. An uploaded HTML document can be edited directly in Synergy SIS, using the built-in
HTML editor.
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Upload Existing HTML Document

EmailContent Screen, Content SectionsDetail

1. ClickAttach HTML Document to upload an existing HTML document.

l The document must be in an email HTML format, not web page format.
l Indicate beginning and ending of message with the tags !!BEGIN!! and !!END!!.
l The beginning and ending of a section that repeats, such as a table of attendance
information, must bemarked with !!REPEAT_BEGIN!! and !!REPEAT_END!!.

2. ClickBrowse.
3. Select the document to upload.
4. ClickUpload.
5. ClickOK.
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Editing Messages in the HTML Editor

1. Click the drop-down on the right side of the silver bar. The HTMLEditor tools display.
!!BEGIN!!...!!END!! tags are not shown inWYSIWYG (What You See IsWhat You
Get)editor window.

EmailContent Screen, Content SectionsDetail

2. Edit theMessage in HTMLCode.

Click to toggle between the HTML editor and the
WYSIWYGeditor.

The following is an example of HTML code for Email Content for an
application change email.
<p>Hello @PARENT_NAME@,</p>
<p>The OLR application for student @STUDENT_NAME@ has
changed.</p>
<p>!!REPEAT_BEGIN!! !!REPEAT_END!!</p>
<table border="1" cellpadding="1" cellspacing="1"
style="width:500px">
<tbody>
<tr>
<td style="text-align: center;">Module</td>
<td style="text-align: center;">Page</td>
<td style="text-align: center;">Difference</td>
</tr>
<tr>
<td>@MODULE@</td>
<td>@PAGE@</td>
<td>@DETAILED_DESCRIPTION@</td>
</tr>
</tbody>
</table>
<p>For more info, please contact @SCHOOL_NAME@</p>
<p><br />

3. ClickSavewhen finished.
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Upload Existing Text Document

EmailContent Screen, Content SectionsDetail, Text Tab

1. Select the Text tab.
2. ClickAttach Text Document to upload existing text document to be sent in text format. The

Text Document screen displays.

l The document must be in text format.
l Indicate beginning and ending of message with tags !!BEGIN!! and !!END!!.
l Beginning and ending of a section that repeats, such as a table of attendance
information, must bemarked with !!REPEAT_BEGIN!! and !!REPEAT_END!!.

3. ClickBrowse.
4. Select the document to upload.
5. ClickUpload.
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Add Messages in Multiple Languages

1. ClickAdd in the Content Sections section to open the Email Content Detail screen.

EmailContent Screen

2. Select the desired Language.
3. Enter theEmail Subject.

EmailContent Detail Screen

4. ClickSave.
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5. Select the line and clickShow Detail to add amessage body.

Upload theMessage body from either an existing HTML document
or an existing Text document. An uploaded HTML document can be
edited directly in Synergy SIS, using the built-in HTML editor.

Follow the instructions under Upload Existing HTMLDocument or
Upload Existing Text Document to complete the denial notification.

EmailContent Screen, Content SectionsDetail
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New Account Email

The system sends a confirmationmessage to the parent's email account that contains a link that
allows them to complete the account creation process after they submit a new account application.
Below is an example of the default email message. The district has the option to customize this
message. SeeOnline Registration Notifications to override the default confirmationmessage.

Account Creation ConfirmationMessage Example

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Select a new message from Email Content for Self Registration Notification.

District Setup Screen, System Tab

4. ClickSave.
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Emptying the Email Queue

Records of the changes are automatically added to a database table when changes aremade to
OLR applications in the Registration Queue. Synergy SIS can send these past notifications after you
enable the option to send email application change notifications to parents in District Setup. The
Empty Email Queue option on the District Setup screen deletes all prior application change
notifications in the database.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. ClickEmpty Email Queue.

District Setup Screen, System Tab

4. ClickYes in the Confirmwindow.

ConfirmWindow

Synergy SIS displays amessage indicating the number of records deleted from the email queue.

DeletionMessage
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Application Change Email Settings

Synergy SIS can send email notifications automatically to parent/guardianswhen changes are
made to the Online Registration application in the Registration Queue.

ClickEmpty Email Queue before entering content in the Email Parent
Upon Application Change section and clickingSave orRestart Process.
This prevents Synergy SIS from sending past notification to parents. See
Emptying the Email Queue for more information.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. Enter the following required values in the Email Parent Upon Application Change section:

l Email Content – SelectApplication Change from the list.
l Process Run Interval – The number of minutes between sending email notifications.
l Minutes to Wait After the Last Change – The number of minutes to wait after the
last change to a specific application before creating another email notification.

l Email From Address – The email address that displays in the From field of the email
notification.

4. Enter theRead Receipt Email Address, if needed. The is the email address that a read
receipt email is sent to if the recipient of the email notification answers Yes to 'Do you want to
send a receipt?'.

Clearing the value from any of the required fields above
disables emailing of OLR application changes to
parent/guardians.

District Setup Screen, System Tab

5. ClickSave to start the clock for the ProcessRun Interval.

ClickRestart Process at any time to restart the ProcessRun
Interval clock.
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Sending Application Change Notifications

Synergy SIS automatically sends the email to the parent/guardian according to the schedule defined
in the District Setup.

Parent EmailNotification

A request for permission to send a read receipt displayswhen the parent/guardian closes the email.

ReadReceipt Request

The receipt email sends to theRead Receipt Email Address specified in District Setup when the
parent/guardian clicksYes.

ReadReceipt Email
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Synergy SIS removes theOLR application changes logged in the Email Queue when sending the
email.

Registration Queue Screen, RegistrationsWaiting To Be Processed Detail, EmailQueue Tab

Emailing Notification of Missing Parent Email Address

Synergy SIS sends application change notifications to parents/guardians using the first email
address found in Synergy SIS in the order shown below. Synergy SIS looks for one in the next field,
and so on if there is no email address in the first field.

1. Parent > Parent > Demographics tab > Email field
2. Parent > Parent > ParentVUE tab > Email 1 field
3. Parent > Parent > ParentVUE tab > Email 2 field
4. Parent > Parent > ParentVUE tab > Email 3 field
5. Parent > Parent > ParentVUE tab > Email 4 field
6. Parent > Parent > ParentVUE tab > Email 5 field

Synergy SIS sends a notification email to the address in theRead Receipt Email Address field in
District Setup if no email address is found for the parent/guardian in any of the six locations.

EmailNotification
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Emailing Notification of Invalid Parent Email Address

Synergy SIS sends an email to theRead Receipt Email Address indicating that the email address
attempted is invalid if the first email address found is invalid. Synergy SIS does not attempt to send
an email to a different email address if the first one it sends to is invalid.

EmailNotification

Sample Email Content

Certain email tokens are only available for specificmessage types.

Message Type Sample Message Content

K12.OEN/Application
Accepted

Dear @PARENT_NAME@,

Your student @STUDENT_FIRSTNAME@@STUDENT_
LASTNAME@ has been successfully enrolled in @SCHOOL_NAME@
for the @SCHOOL_YEAR@ school year. Please contact the school for
further information: @SCHOOL_NAME@ at@SCHOOL_PHONE@.

NOTE: The following email tokens are available for the Application
Accepted message:

@SCHOOL_NAME@
@SCHOOL_YEAR@
@SCHOOL_PHONE@
@SCHOOL_PHONE2@
@SCHOOL_EMAIL@
@STUDENT_NAME@
@STUDENT_FIRSTNAME@
@STUDENT_LASTNAME@
@STUDENT_PRONOUN@
@PARENT_NAME@
@URL@
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Message Type Sample Message Content

K12.OEN/Application
Denied

Dear @PARENT_NAME@,

We are unable to enroll @STUDENT_FIRSTNAME@@STUDENT_
LASTNAME@ in @SCHOOL_NAME@ for the @SCHOOL_YEAR@
school year. The application has been passed to the next preferred
school, @NEXT_SCHOOL_NAME@. Please contact the school for
further information: @SCHOOL_NAME@ at@SCHOOL_PHONE@.
You may review your application online at @URL@.

NOTE: The following email tokens are available for the Application
Denied message:

@SCHOOL_NAME@
@SCHOOL_YEAR@
@SCHOOL_PHONE@
@SCHOOL_PHONE2@
@SCHOOL_EMAIL@
@STUDENT_NAME@
@STUDENT_FIRSTNAME@
@STUDENT_LASTNAME@
@STUDENT_PRONOUN@
@PARENT_NAME@
@URL@
@NEXT_SCHOOL_NAME@

K12.OEN/Capacity
Exceeded

Dear @PARENT_NAME@,

Due to size constraints we are not able to enroll @STUDENT_
FIRSTNAME@@STUDENT_LASTNAME@ at@SCHOOL_NAME@
for the @SCHOOL_YEAR@ school year. You may review your
application online at @URL@

If you have any questions please call @SCHOOL_NAME@ at
@SCHOOL_PHONE@.

K12.OEN/Discipline

Dear @PARENT_NAME,

Due to the disciplinary action indicated on your registration, we are not
able to enroll @STUDENT_FIRSTNAME@@STUDENT_
LASTNAME@ at@SCHOOL_NAME@ for the @SCHOOL_YEAR@
school year. You may review your application online at @URL@

If you have any questions please call @SCHOOL_NAME@ at
@SCHOOL_PHONE@.

K12.OEN/Out of
Boundary

Dear @PARENT_NAME@,

We are unable to enroll @STUDENT_FIRSTNAME@@STUDENT_
LASTNAME@ in @SCHOOL_NAME@ for the @SCHOOL_YEAR@
school year. The address provided is outside of our school boundary.
You may review your application online at @URL@

If you have any questions please call @SCHOOL_NAME@ at
@SCHOOL_PHONE@.
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Message Type Sample Message Content

K12.OEN/Retract

Dear @PARENT_NAME@,

The registration for @STUDENT_FIRSTNAME@@STUDENT_
LASTNAME@ in @SCHOOL_NAME@ for the @SCHOOL_YEAR@
school year has been reopened for review by @RETRACT_SCHOOL_
NAME@. Please contact the school for further information:
@SCHOOL_NAME@ at@SCHOOL_PHONE@. You may review your
application online at @URL@

NOTE: The following email tokens are available for the Retract
message:

@SCHOOL_NAME@
@SCHOOL_YEAR@
@SCHOOL_PHONE@
@SCHOOL_PHONE2@
@SCHOOL_EMAIL@
@STUDENT_NAME@
@STUDENT_FIRSTNAME@
@STUDENT_LASTNAME@
@STUDENT_PRONOUN@
@PARENT_NAME@
@URL@
@CURRENT_SCHOOL_NAME@
@RETRACT_SCHOOL_NAME@

K12.OEN/Submit

Dear @PARENT_NAME@,

The registration(s) for @STUDENT_NAMES@ have been successfully
submitted for review. Please contact your student’s school if you have
any questions regarding the application review and approval process.

NOTE: The following email tokens are available for the Submit
message:

@PARENT_NAME@
@STUDENT_NAMES@
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Mail Merge Documents
You can define and use amail merge document with Online Registration. This allows the
Parent/Guardian to print a mail merge document containing registration information directly from the
Online Registration Review/Submit screen, sign it, and submit it to the district if necessary.

Creating a Mail Merge Definition

See the AddressOptions chapter in theSynergy SIS –Mail Merge 2.0
Guide for more information.

1. Navigate toSynergy SIS > System > Setup > Mail Merge District Definition.
2. ClickAdd to open theMail Merge District Definition (Add) window.
3. Enter theName, Type,Default Language, andMail Merge Version.

MailMerge District Definition (Add) Screen

4. ClickSave.
5. ClickAdd in theMail Merge Documents section to add a new line.
6. Select themail merge document created for Online Registration.
7. ClickOK on the Upload Successful message.
8. Select the Language for the document.

MailMerge District Definition Screen

9. ClickSave.
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Linking a Mail Merge Document

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Click in theMail Merge Name field and select the createdmail merge definition.

Online Registration Setup Screen

3. ClickSave.

Online Registration Review/Submit

ClickingReview on the Review/Submit screen displays the registration form for review. Clicking
Print on the registration form prints the registration in themail merge format selected in the Online
Registration Setup. ThePrint option prints the review document in its original format if nomail
merge definition is selected.

Online Registration, Review/Submit Screen
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School Selection Message Setup
You can customize themessages that display on theOLR School Selection screen.

OLR Not Allowed for Students Inside School Boundary

You can create amessage that indicatesOLR is not available for students with a home address
inside the school's boundary.

1. Navigate toSynergy SIS > System > Setup > Property Override.
2. Navigate toK12 > K12.OnlineEnrollmentInfo > K12.OnlineEnrollmentInfo.Setup >

OENYearStudentModuleSchoolSelection > Message_
OLRNotAllowedForStuInSchBoundary.

3. Enter the desiredmessage in Label. For example,OLR not allowed – homewithin school
boundary.

PropertyOverride Screen
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4. ClickSave. Themessage displays at the top of the School Selection screen andSchool
Selection list does not include the school as an option in OLR.

Online Registration – SchoolSelection Screen
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OLR Not Allowed for Previous Attendance Reason Code

Thismessage displays if a student is enrolled with anAttendance Reason Code (Reason for
Attendance) selected in the School Selectionmodule's Reenroll Options section.

1. Navigate toSynergy SIS > System > Setup > Property Override.
2. Navigate toK12 > K12.OnlineEnrollmentInfo > K12.OnlineEnrollmentInfo.Setup >

OENYearStudentModuleSchoolSelection > Message_
OLRNotAllowedForPrevAttReasCode.

3. Enter the desiredmessage in the Label field. (For example,.OLR is not allowed for this
student at [NAME] because of the Attendance Reason Code. Synergy SIS automatically
reenrolls the student at this school unless you change enrollment to a different school.)

PropertyOverride Screen
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4. ClickSave. Themessage displays at the top of the School Selection screen and theSchool
Selection list does not include the school as an option in OLR.

Online Registration – SchoolSelection Screen
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Estimated Mileage

You can customize themileagemessage through Property Override.

1. Navigate toSynergy SIS > System > Setup > Property Override.
2. Navigate toK12 > K12.OnlineEnrollmentInfo > K12.OnlineEnrollmentInfoSetup >

OENYearStudentModuleSchoolSelection > Message_EstimatedMileage.
3. Enter your customizedmessage in the Label field in the Override section.
4. ClickSave.

PropertyOverride Screen

The customizedmileagemessage displays on the School Selection screen in OLR.

Online Registration – SchoolSelection Screen
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Translation Setup
You can provide translated policy documents based on the preferred language that the user selects
within OLR. You can also translate text on theOLR screen, including field names, buttons, and drop-
down fields.

See theSynergy SIS – SystemAdministrator Guide for more information
on creating translations.

1. Navigate toSynergy SIS > System > Setup > Translation.
The following example displays setup for the Spanish translation of the Familymodule
screens.

Translation Screen, ViewsTab

Youmust manually translatemessages associated with someOLR
screens and fields. The text of themessage displays in OLR in the
language entered in Online Registration Setup nomatter what language
you select in OLR. Therefore, Edupoint recommends entering the
message in both English and Spanish if parents useOLR in Spanish. See
School SelectionMessage Setup for more information.
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Enabling Other Languages in OLR

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Select the Languages tab.

ParentVUEAnd StudentVUEConfiguration Screen, LanguagesTab

3. ClickAdd.
4. Select the Language users can select for OLR.
5. ClickSave.
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Creating Document Translations

You can save the text of an OLR Policy in multiple documents in a different language on the
ParentVUE and StudentVUE Configuration screen.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Select theAcknowledgements tab.
3. Select an existing acknowledgement in the Acknowledgements section or add a new

acknowledgement.

ParentVUEAnd StudentVUEConfiguration Screen, AcknowledgementsTab

4. Select an acknowledgement and clickShow Detail.
5. ClickAdd in Other Languages.
6. Upload the document written in another language.
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7. Select the Language.

Youmust create a separate document for each translation. You can
translate documents using Google Translate or some other
translation tool.

ParentVUEAnd StudentVUEConfiguration Screen, AcknowledgementsTab, AcknowledgementsDetail

8. ClickSave.
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Users can clickView on the Policies screen to see the policy document in their preferred language.

Youmust enable the Policymodule in Online Registration Setup to allow
users to view policy documents.

Online Registration, PoliciesScreen
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Defining Custom Condition Library
You can define, store, locate, and use conditions in Online Registration (OLR) using theOLR
Condition screen or in the Student-Specific Enrollment Modules on theOnline Registration Setup
screen.

You useOLR conditions to customize the content the parent sees during registration. Following are
a few examples to explain how conditions can be used:

l Display a page with questions related to a sport. For example, show a page with questions
related to football if the student is interested in football.

l Display amodule based on information in Synergy SIS. For example, display amodule with
military if the parent has amilitary status in Synergy SIS.

l Display different Demographics questions based on the student being registered. For
example, show a page with elementary school information if the student is registering for
elementary school.

l Ask the parent to upload different documents based on a condition. For example, ask for a
birth certificate if the student is registering for school for the first time.

Conditions created within OLR for modules and pages automatically
display on theOLR Condition screen.

Focus to the school year that affects the enrollment options for Online
Registration Setup.

1. Navigate toSynergy SIS > Online Registration > Setup > OLR Condition.

OLR Condition Screen
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2. ClickAdd to open theOLR Condition (Add) screen.

OLR Condition (Add) Screen

3. Enter aName for the condition.
4. Enter aDescription
5. ClickSave to display additional fields.
6. Perform the following in the Conditions section to define a new condition:

a. ClickAll are True in the Conditions section.
b. Change the Type, if needed.

l SelectAll are True for an AND condition.
l SelectAnyAre True for an OR condition.

c. Select an option in theActionsmenu to add additional condition info.

l AddContainer to… – Adds anAll are True/Any are True option to the conditions
tree
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l Add Property Condition to… – Adds a property condition to the Conditions tree.
For example, only students graduating in a certain class year.

Additional options display when selecting Parents or
EmergencyContacts for theBusiness Object of a
Property Condition. These additional options allow you to
define theEmergency Contact Type andParent Type.

PropertyCondition Screen

PropertyCondition Screen

l Add Special Condition to... – Adds a condition for AddressChanged or
Immunization Changed as theSpecial Condition Type

l Add Enrolling Status Condition to… – Adds a condition forNew,Reenrolling, or
Returning students to the Conditions tree
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d. ClickSimplify Conditions after entering all your conditions. Selecting this option
organizes the conditions so that you can easily read and verify the conditions set for the
custom document.

OLR Condition Screen

7. ClickSave. TheConditions XML tab displays the XML for the conditions. You can copy
these conditions and use them in theConditions XML tab for other documents.

OLR Condition Screen, XML Tab
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Using Synergy SIS Query to Create a Condition

When using theQuery Condition option, the current data in the
Synergy SIS database is referenced. These conditions include
(Query) in the name in the Conditions tree.

OLR Condition Screen

When using the other OLR condition types, the current registration
data in OLR is referenced.

1. Navigate toSynergy SIS > Online Registration > Setup > OLR Condition.
2. ClickAdd to create a new condition.
3. Enter theName.
4. ClickSave.
5. SelectAll are True in the Conditions tree.
6. Change the Type, if needed.

l SelectAll are True for an AND condition.
l SelectAny are True for an OR condition.

7. SelectAddQuery Condition to... fromActions....

OLR Condition Screen

8. Enter theName of the query in the Query Condition window.

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 5: OLR Setup Options 101

9. Copy and paste an existing Synergy SIS query intoQuery or clickQuery Designer to build a
new condition in the Query (Designer) window.

QueryCondition Builder

Query (Designer) Window

See theSynergy SIS –Query and Reporting Guide for information
onDefining the Content.
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The querymust contain a Student data object so the correct student
can be referenced in the database.

Query (Designer) Window

Enter a ParameterName from the listed OLR Parameter Tokens to
insert tokens into the query if you want to evaluate the students for
current OLR registration year. TheQuery checks all years if you do
not use one of these parameters. The parameters tokens are case
sensitive.

l SchoolYear – Use to search for a specific year (for example,
2018).

l YearExtension – Use to search for an extension (for example,
Regular).

l YearGU – Use to search for a specific year and extension (for
example, 2018 Regular).

Query (Designer) Window
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10. Save the query.
11. ClickValidate.

QueryCondition Screen

The tokens display if the query is used.

QueryCondition Screen

3. ClickSave. The Synergy SIS query displays as a condition.

OLR Condition Screen
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Enabling Online Registration

Do not selectRegistration Enabled until all of the information is
completed on both tabs of the Online Registration Setup screen.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.

Online Registration Setup Screen

2. SelectRegistration Enabled.
3. ClickSave.

The option automatically disables andmust be selected again if you
make any registration changes that result in an error inside
Synergy SIS after selectingRegistration Enabled.
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Online Registration Setup
TheOnline Registration Setup screen contains the configuration options for Online Registration
(OLR) enrollment andmessages.

Online Registration Setup is district-wide.

Select a user group for enrollment management.

Online Registration Setup is year-specific. Focus to the school year that the
enrollment options affect. This is typically the next school year after the current
year.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.

Online Registration Setup Screen

2. Ensure the appropriateSchool Year andExtension (Focus year and extension type)
display.

3. Enter the following in the Status section:

Do not selectRegistration Enabled until all of the information is
completed on both tabs of the Online Registration Setup screen.

l Registration Open Date – The first available date of registration. Online Registration
is not available prior to this date. Synergy SIS requires this date to enable registration.

l Registration Close Date – The last date available to start a new registration.
Synergy SIS requires this date to enable registration.

l Final Submit By Date – The last available date to submit a started registration.
Synergy SIS applies theRegistration Close Date as the Final Submit By Date if
you leave this field blank.
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l Force Registration – Forces ParentVUE users to complete online registration by a
Login Count orDate. After meeting this limit, users are redirected to the Online
Registration screen until an application for approval is submitted.

l The Login Threshold field displays after selecting Login Count. Enter a
numeric value.

l TheDate Threshold field displays after selectingDate. Enter the date.

The following image displays the warningmessage when
parents approach the force registration threshold.
Clicking Begin Registration opensOLR and clicking
Remind Me Later continues the parent to ParentVUE.

ParentVUE1.0 Screen

The following image displays the redirect message when
parentsmeet the force registration threshold. Clicking
Begin Registration opensOLR and clicking Logout
closes ParentVUE.

ParentVUE1.0 Screen

4. SelectVerification Process Enabled to verify reenrollment for students.

See Verifying Reenrollment for more information.
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5. Select the Default No Show Options if you enabled specific options in District Setup:

Online Registration Setup Screen

l Default Summer Withdrawal Code – Required ifRequire Summer Withdrawal
Code/Date for “No Show” is selected on the District Setup screen or if using the
Verify Reenrollment process.

l Default Summer Withdrawal Reason Code – Required ifRequire Withdrawal
Reason Code is selected on District Setup screen.

6. Complete the Student Summary section:

Online Registration Setup Screen

l Deselect theEnable Student Summary option to not display the students related to
enrolling parents on the Student Summary screen on the Introduction page of Online
Registration (OLR). This option is enabled by default.

l Enter text in theStudent Summary Message and theStudent Summary No
Students Message fields.

l TheStudent Summary Message displays for parents with students listed in the
summary.

l TheStudent Summary No Students Message displays for parents with no
students listed in the summary.
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The Student Summarymessage is included on theOLR Introduction
page prior to the Signature. This page is read-only.

Online Registration, Introduction Screen

You can translate the Student Summary fields andmessages through
Translation.
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7. Enter themessages that display in the parent portal during various stages of the registration in
theMessages shown to parent/guardian during various stages of registration section.

Online Registration Setup Screen

l Message Online Registration Introduction
Example:

Thank you for using the Edupoint School District online registration portal. You will
need to complete all of the required information throughout the information entry
process in order for the enrollment to be processed. The registration process is self-
guided and informs you of anymissing or incorrect information.

l Message Online Registration Successful Completion
Example:

Thank you for completing and submitting your registration online. Our site staff will
review the registration and update the status during the review process.

l Message Online Registration Incomplete Enrollment
Example:

The student information enteredmust be reviewed.
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l Message shown when registration is not enabled
Example:

The registration portal is not currently available. Please check back later.
l Show the OLR enabled schools page during introduction – Selecting this option
results in the following:

Youmust first identify the schools eligible for online enrollment
for the School Selectionmodule on theRegistration
Modules tab for this feature to work.

l Displays the schools in the School Category Include for Online Registration
l Identifies the schools in the School CategoryOnly Allow Students From Inside
School Boundary with the Restrictionsmessage: 'Must live within school
boundary.'

l Identifies the schools in the School CategoryOLR Not Allowed for Students
Inside School Boundary with the Restrictionsmessage: 'Must live outside school
boundary for Online Registration.'

Online Registration – Introduction Screen

l Message shown when OLR enabled school list page is shown
Example:

Schools open for online enrollment

8. Do the following in the Enrollment Management section:

a. Select the appropriateUser group that will be notified and control student
enrollment. This user group:

l Is notified of OLR tasks by emails and in the task bar
l Has the authority to approve or deny student enrollment in their assigned school
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b. SelectAllow Registration Queue to override the school to receive the
registration request if denying the enrollment request, and there are no
additional requested schools to forward a denied student's registration to another
school in the district.

c. SelectAllow new enrollments and re-enrollments (Default setting),Do not allow new
enrollments, orOnly allow new enrollments as theEnrollment Options.

d. Select theReenroll Filter:

l Only allow one online registration per school and year – Restricts online
registration of a student to only once per school and year. If a registration for the
student already exists in OLR at the current school, parents can only useOLR
again in the same year if the student transfers to a different school.

l Only allow one online registration per year – Excludes the student from
reenrollment for the same school year

l Unlimited (default) – Allows parents to reenroll the student any number of times
to any of the schools in the district defined in Online Registration Setup

e. Enter aMessage displayed above list of enrolling students.
f. Enter aMessage displayed above list of non-enrolling students.
g. SelectAllow ability to retract previously denied registrations, if needed. See

Retracting a Denied Registration and Email Content Notifications.

Online Registration Setup Screen
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h. SelectAutomatically exclude re-enrolling students on registration (only
without an enrollment record in the registration year), if needed to determine
how OLR handles inactive, no-showed, or graduated students:

l Exclude students that are not active in the OLR year allow parent to include
students – Any students that are re-enrolling and have no enrollment record in
the registration year display in the Students to exclude section in OLR. Parents
canView or Include these students.

Online Registration, StudentsScreen

l Exclude students that are not active in the OLR year do not allow parent to
include the student – Inactive students display in the Students to exclude section.
Parents can onlyView these students.

l Show all active and inactive students in the included grid (default) – All students
display in the Students to enroll section, except graduated or aged-out students.
These students display in the Students to exclude section. Parents canView or
Include graduated or aged-out students.

You can define the criteria for Graduated and Aged-out
students on theGrade Setup tab at Synergy SIS >
System > Setup > District Setup. SeeGrade
Validation Setup for more information.
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i. Select an option fromSelect action when a duplicate student is detected during
accept: to determine what Actions are available to all students on the Registration
Queue screen in the Duplicate Students section.

The option only checks the student being processed during
the Accept process.

Online Registration Setup Screen

l Nowarning and allow registration – Available Actions for all students in the
Registration Queue include:Review, Find, Accept, andDeny. Select to have no
warning display during Accept. Synergy SIS enrolls students with duplicates.

SynergyWindow

l Warning and allow registration – Available Actions for all students in the
Registration Queue include:Review, Find, andDeny. Select to have a warning
display for each duplicate student registered and accepted for enrollment. This
warning informs of possible duplication of students and allows the student
enrollment. This is the default option.

SynergyWindow
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l Warning and do not allow registration – Available Actions for all students in the
Registration Queue include:Review, Find, andDeny. Select to have a warning
display for each duplicate student registered. Synergy SIS does not permit
enrollment.

Job DetailsWindow

9. Click the link forMail Merge Name to link aMail Merge document with online registration.

SeeMail Merge Documents for more information.

10. DeselectRequire Review Before Submit, if necessary. Synergy SIS enables this by
default so that parentsmust review all information in their application before submitting the
registration.

The Review/Submit screen displays onlyReviewwithRequire
Review Before Submit enabled. This forces the enrolling parent to
review the registration prior to submission.

The Review/Submit screen displays onlyReviewwithRequire
Review Before Submit enabled andVerification Process
Enabled.
After reviewing, parentsmust select I have reviewed all
registration data and verified that it is correct at the bottom of
the review screen in order to displaySubmit.

Online Registration Review/Submit Screen

11. Enter theRegistration Accept Option.

l Clear settings after accept – TheEnter Date, Enter Code, and FTE fields clear,
requiring the user to input these values for each Accept action in the Registration
Queue and when using the Find option.
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l Default to first day of school and default enter code and FTE – TheEnter Date defaults
to the first school day in the focus school year calendar. Selecting this option displays
theDefault Enter Code andDefault FTE options.

l Remember settings by user (default) – This option saves the Accepted Enrollment
Options set by each user. TheEnter Date, Enter Code, and FTE fields remain the
same as set by each user.

Online Registration Setup Screen

12. ClickSave.

Setting Up Auto-Accept
The auto-accept feature allows you to process registrations parents submit. TheModule Tree tab
allows you to select themodules for auto-accept and themodules that need to be processed
manually. You can also:

l Define the changes for auto-accept
l Define the changes that must be denied for eachmodule or page
l Access the options for eachmodule or page
l Access the Property Override read-only options
l View the properties on eachOLR page
l Drag and dropmodules and pages to change the display order

Online Registration Setup Screen, Module Tree Tab
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Selecting the User for Auto-Accept

Youmust select a user inUser for Auto-Accept for the auto-accept
feature to work.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystems tab.
3. Click inUser for Auto-Accept to select the Synergy SIS user's name that displays as

having processed the registration.

District Setup Screen, System Tab

The user selectedmust have the rights to update the OLR year and
OLR schools. If the user does not have the rights, auto-accept does
not work and the reason displays inNotes on the Registration
Queue screen.

Registration Queue Screen, RegistrationsWaiting To Be Processed Detail

2. ClickSave. The registrations processed using auto-accept display as processed by the
selected user on the JobQueue Admin Viewer window.

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 5: OLR Setup Options 117

Auto-Accept or Deny Changes

Online Registration Setup is year-specific. Focus to the school year that
the enrollment options affect.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.

Online Registration Setup Screen

2. Select theEnable Auto Accept option to enable auto-accept for re-enrolling students.
Additional fields display when this option is selected.

3. DeselectAllow Auto Accept For Returning Students to disable auto-accept for returning
students, if needed.

This option is selected by default.

4. DeselectAllow Auto Accept For New Students to disable auto-accept for new students, if
needed.

This option is selected by default.
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5. Select the default enter code for re-enrolling, returning, and new students depending on the
options selected in the above steps.

If the student already has an SSY record in the focus school or year,
the student’sEnter Code andEnter Date do not change.
TheEnter Date for auto-accept always defaults to the first day of
school. After the first day of school, the defaultEnter Date updates
to the date auto-accept processes the student’s registration.

Online Registration Setup Screen

6. Select theModule Tree tab.
7. Select the RegistrationModule you want to set auto-accept for.
8. Select an option forAuto Accept Changes.

a. Allow – Auto-accepts if changes aremade
b. Deny – Does not auto-accept if changes aremade

Online Registration Setup Screen, Module Tree Tab
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IfAuto Accept Changes is blank for any node, it defaults to the value
selected in the node above it.

TheAuto Accept Changes option also displays on theRegistration
Modules tab.

Online Registration Setup Screen, RegistrationModulesTab

l Parents who submit a registration that meets the defined criteria for auto-accept receive only
the ‘Online Registration – Accepted’ email content and not the 'Online Registration –
Submitted' email content.

l Duplicate students are processed with auto-accept unlessWarning and do not allow
registration is selected for theSelect action when a duplicate student is detected during
accept: option on theOptions tab.

Online Registration Setup Screen
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Auto-Accept Setup Example

In this example, auto-accept is set up to automatically accept re-enrolling and returning students
unless there was an address change, an additional parent added, or a change in the student’s
Demographic information. In that case, the registrationmust be processedmanually.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.

Verify that theEnable Auto Accept and Allow Auto Accept for
Returning Students options are selected and theAllow Auto
Accept for New Students option is not selected on theOptions
tab of the Online Registration screen.

Verify that the enter codes for re-enrolling and returning students
are selected.

Online Registration Setup Screen

2. Select theModule Tree tab.
3. Click theOnline Registrationmodule.
4. SelectAllow forAuto Accept Changes.

Online Registration Setup Screen, Module Tree Tab

5. Expand the Family module and select the Family Home Addressmodule.
6. SelectDeny forAuto Accept Changes to not auto-accept address changes.

Online Registration Setup Screen, Module Tree Tab
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7. SelectDeny forAuto Accept Changes for theParent/Guardianmodule to not auto-accept
the registration if a parent is added.

Online Registration Setup Screen, Module Tree Tab

If you want to accept any of the parent changes, you can individually
select the Parent page and selectAllow forAuto Accept
Changes. You can then select theAuto Accept Changes option
for individual fields.

8. Repeat the same for Emergency andStudents modules.

Registrations submitted by parents are automatically processed. If a
registration is not auto-accepted, the reason displays inNotes in the
‘Registrationswaiting to be processed’ detail on the Registration Queue
screen.

Registration Queue Screen, RegistrationsWaiting To Be Processed Detail
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Setting Up Pathways for School Selection
Parents/guardians can select a pathway for each school selection on the School Selection screen in
OLR.

Lookup Table Setup

1. Navigate toSynergy SIS > System > Setup > Lookup Table Definition.
2. Navigate to theK12.Enrollment > Pathway lookup table.
3. ClickAdd to add pathways used within the district.

PathwayLookup Table

4. ClickSave.
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Changing Labels in Property Override

You can change the label for thePathways column in the Grade Level Max Enrollment detail on the
School Setup screen using Property Override.

SchoolSetup Screen, Grade LevelMaxEnrollment Detail

1. Navigate toSynergy SIS > System > Setup > Property Override.
2. Navigate toK12 > K12.Setup > LanguagePathwayCap > LanguagePathway.
3. Enter the Label.

PropertyOverride Screen

4. ClickSave.
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Adding Pathways in School Setup

You can add pathways for each grade level defined in the Grade Level Max Enrollments detail in
School Setup.

School Setup is year specific. Focus to the school year the options affect.

1. Navigate toSynergy SIS > System > Setup > School Setup.
2. Select aGrade in the Grade Level Max Enrollments section.
3. ClickShow Detail.
4. ClickAdd in the Pathways section to add a new line.
5. Select thePathway.
6. Enter theMax Capacity up to 9999.

SchoolSetup Screen, Grade LevelMaxEnrollment Detail

7. ClickSave.
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Enabling Pathway Selection in Online Registration Setup

School Setup is year specific. Focus to the school year the options affect.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. Select theSchool Selection Module in the Student-Specific Enrollment Modules section.
4. ClickShow Detail.
5. SelectShow Pathways to enable the option in OLR.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail

6. ClickSave.
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Selecting Pathways in Online Registration

ThePathway option on the School Selection screen in OLR allows selecting pathways.

1. Log in to OLR.
2. Navigate to the School Selection screen.
3. Select thePathway.

Online Registration SchoolSelection Screen

This option displayswhen the option is selected in Online
Registration Setup and a school has pathways related to that school
and student grade level.

This is a required field.

Themap on the School Selection screen displays the school
location when highlighted if the GoogleMaps API Key is in use.

Online Registration SchoolSelection Screen
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Online Registration SchoolSelection Screen

4. SelectReview/Submit. The Review/Submit screen displays the pathway chosen for each
school selected.

The first five schools selected display inSchool Selection.
The pathways display below the selected school.

Online Registration Review/Submit Screen
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5. Click theShow All link in the School Selection column to display all the schools selected for
that student.

The Show All link displays if there aremore than five schools.

The column initially lists the first five schools selected.

Online Registration Review/Submit Screen

6. Click theShow Fewer link to display the initial five schools selected.

Online Registration Review/Submit Screen
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Viewing School Selections in Registration Queue

The School Selection(s) column displays the first school selection. The Pathway displays below
the selected school. Hover themouse on the column to list additional selectionswhen there are
additional school selections for that student.

1. Navigate toSynergy SIS > Online Registration > Registration Queue.

Registration Queue Screen
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Address Autocomplete
Address Autocomplete can use either AddressGrid Definitions or GoogleMaps to find andmap an
address to the appropriate Home, Mail, Work, or Transportation address fields in Online
Registration.

See Address Setup for more information on AddressGrid Definitions.
SeeGoogleMaps API Key Setup for more information onGoogleMaps.

Online Registration Setup

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.

Online Registration Setup Screen, RegistrationModulesTab

3. Select the FamilyModule in the Non-Student Enrollment Modules section and clickShow
Detail.

4. SelectRequire home address to be inside district boundary to use AddressGrid
Definitions for autocomplete.

The autocomplete address option usesGoogleMaps for
autocomplete instead of AddressGrid Definitions if not enabled.
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5. Enter amessage inMessage to display if outside of district to appear in Online
Registration if the address is outside of the boundary.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

6. ClickSave.

Autocomplete Results

The Address field lists a selection of addresseswhen entering information in Online Registration.
Users can click the correct address to complete the process.

Home Address

Online Registration, FamilyScreen
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Mail Address

Mail address information usesGoogleMaps.

Online Registration, FamilyScreen

Work Address

Online Registration, Parent/Guardian Screen
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Transportation Address

Online Registration, Transportation Screen
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Google Address Validation Opt Out
You can set Online Registration to opt out of using Google Address Validation. This option hides the
address validation indicator next to the addresses.

Online Registration, FamilyScreen

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.

Online Registration Setup Screen, RegistrationModulesTab

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 5: OLR Setup Options 135

3. Select the FamilyModule in the Non-Student Enrollment Modules section and clickShow
Detail.

4. SelectDo not use Google address validation.

Online Registration Setup Screen, RegistrationModulesTab

5. ClickSave.

Additional Setup for Districts not Using Grid Codes
To use online registration in school districts that do not have grid codes defined, the list of schools for
the Online Registration School Selection is based on theEntering Grade for the student along with
the list of schools in the district that have that grade selected in School Setup.

Online Registration, DemographicsSchoolSelection Screen
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School districts with noGrid Codes defined need to complete the followingOnline Registration
Setup:

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. Select the line for Family and clickShow Detail in the Non-Student Enrollment Modules

section.
4. Verify thatRequire home address to be inside district boundary is not selected.

Online Registration Setup Screen, RegistrationModulesTab

5. ClickSave.
6. Select the line for School Selection and clickShow Detail in Student-Specific Enrollment

Modules section.
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7. SelectAnySchool within District for theSchools to allow option.

Online Registration Setup Screen, RegistrationModulesTab

8. ClickSave. TheRegistration Enabled option becomes available on theOptions tab of the
Online Registration Setup screen.

Online Registration Setup Screen
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Enabling Administrator Review
TheChanges column on the Registration Queue screen indicateswhen parentsmake
modifications to a student’s registration record. You can require staff to review application changes
made before accepting the student's registration. Selecting this option affects all existing student
registrations currently in the Registration Queue. See Viewing Changes and Critical Changes for
more information.

Online Registration Setup is year-specific. Focus to the school year that
the enrollment options affect. This is typically the next school year after the
current year.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select an option forRequire Administrator Review Before Accept:

Online Registration Setup Screen
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l No – Registrations do not require review prior to acceptance. This is the default option.
l Only For Critical Changes – Administrators only need to review the registration prior to
acceptance if the parent made a critical change. A reminder message displays at the
top of the 'Registrationswaiting to be processed' section on the Registration Queue
screen.

Registration Queue Screen

l Yes – Administratorsmust review the registration prior to acceptance if the parent
made any change. A reminder message displays at the top of the 'Registrationswaiting
to be processed' section on the Registration Queue screen.

Registration Queue Screen

3. ClickSave.
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Setting Up Registration Modules
TheRegistration Modules tab on theOnline Registration Setup screen contains configuration
options for screens in OLR and determines how Synergy SIS processesmodule-specific
information.

Youmust list Online RegistrationModules in a specific order. Synergy SIS
disables registration and an error message displayswhen the setup
requirements are not met if themodule order is not correct.

Parentsmust complete the Non-Student Enrollment Modules prior to
Student Specific Enrollment modules.

Focus to the school year that affects the enrollment options for Online
Registration Setup.

1. Navigate toSynergy SIS > Setup > Online Registration > Online Registration Setup.
2. Select theRegistration Modules tab.

Online Registration Setup Screen, RegistrationModulesTab

3. SelectReset RegistrationModules to Default Settings from theMenu to display themodules
available for Non-Student Enrollment Modules and Student Specific Enrollment Modules.

Online Registration Setup Screen, RegistrationModulesTab
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4. SelectRequire user to review each page in theModules section to require parents to click
Save and Complete on every student and parent screen in OLR to submit an application.
Non-reviewed Students and Parents display as In Progress instead ofComplete.

Use this option to force users with reenrolling students or returning
students to review existing information.

5. Select theUser group to notifywhen parents submit information for thosemodules.

You can notify selected user groups through Tasks on the
homescreen and by email once the school accepts and enrolls the
student. These are typically users responsible for the information in
the selectedmodule.

6. Add conditions to student-specific enrollment modules.

l Click in theCondition column to find and select an existing condition.
l Click in theCondition column to open theOLR Condition window where you can
define a new condition.

Online Registration Setup Screen, RegistrationModulesTab
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a. ClickAll are True in the Conditions section.
b. Change the Type, if needed.

l SelectAll are True for an AND condition.
l SelectAnyAre True for an OR condition.

c. Select an option in theActionsmenu to add additional condition info.

l AddContainer to… – Adds anAll are True/Any are True option to the
conditions tree

l Add Property Condition to… – Adds a property condition to the Conditions
tree. For example, only students graduating in a certain class year.

Additional options display when selecting Parents or
EmergencyContacts for theBusiness Object of a
Property Condition. These additional options allow
you to define theEmergency Contact Type and
Parent Type.

PropertyCondition Screen

PropertyCondition Screen

l Add Special Condition to... – Adds a condition for AddressChanged or
Immunization Changed as theSpecial Condition Type

l Add Enrolling Status Condition to… – Adds a condition forNew,
Reenrolling, orReturning students to the Conditions tree
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d. ClickSimplify Conditions after entering all your conditions. Selecting this
option organizes the conditions so that you can easily read and verify the
conditions set for the custom document.

OLR Condition Screen

Hovering your mouse on theCondition column displays the
OLR Condition snapshot. The snapshot displays the condition
name, description, condition tree, and the usage count.

The condition snapshot displays by default. You can hide it on the
Security Definition screen.

Online Registration Setup Screen, RegistrationModulesTab
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7. ClickSave. TheConditions XML tab displays the XML for the conditions. You can copy
these conditions and use them in theConditions XML tab for other documents.

OLR Condition Screen, XML Tab
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Non-Student Enrollment Modules

Only one custom definedmodule is allowed under Non-Student
Enrollment Modules in addition to Family, Parent/Guardian, and
Emergencymodules.

1. ClickShow Detail.
2. Define the Family options in the Familymodule:

l In Boundary:

a. Select an option forRequire home address to be inside district boundary.

l Yes – Enrolling parent/guardianmust live within the district boundary.
Parents living outside the district boundary cannot proceed after the Home
Address page within OLR.

l Yes, unless enrolling parent/guardian has any active students – Enrolling
parent/guardianmust live within the district boundary unless the
parent/guardian has active students within the district.

l No (default) – Enrolling parent/guardian does not need to live within the
district boundary.

Active students are re-enrolling and returning students.

b. Enter aMessage to display if outside of district, if desired.

AddressGrid Definitionmust be setup and Normal Address
Validationmust be selected in District Setup for this option to
function. See theSynergy SIS – Student Management
Administrator Guide for more information.

Online Registration Setup Screen, RegistrationModulesTab
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l Documents – SelectDo not show document upload prompts to not include
documents in the registration process.

Do not select HomeAddress Verification options in later steps
if you select this option.

Online Registration Setup Screen, RegistrationModulesTab

l Student IEP Documents

l Do Not Show Student IEP Document Upload Prompts – Select this option
to not include documents specific to Special Education in the registration
process.

l Student IEP Document Category – Select a document category to identify the
uploaded document for Special Education.

Select the Special Educationmodule in Student Specific
Enrollment Modules. The option to upload the Student
IEP document only displays for those studentsmarked
as having an IEP in the Special Educationmodule
during Online Registration.

Online Registration Setup Screen, RegistrationModulesTab

l MiscellaneousDocuments

l Do Not Show Miscellaneous Document Upload Prompts – Select this
option to hidemiscellaneous documents from registration

l Add any document categories that can be uploaded in Online Registration.
l Do not include Birth Certificate in this grid.
l Add any additional Special Education documents.
l Use a Categorymultiple timeswith a different description.

To add documents:

a. ClickAdd to add a new line.
b. Select theCategory. This is the document category description from the

Lookup Table.
c. Enter theShort Description that displays in Online Registration and the

Doc Comment on theDocuments tab of the Student screen.
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d. Enter the Long Description.
e. Select theStudent Type, Visibility Type, andRequired Type to

indicate when users can view or update documents, as needed.

See Setting Document Visibility for more
information.

f. ClickSave.

Online Registration Setup Screen, RegistrationModulesTab

l HomeAddress Verification – Primary Document

l Require upload of primary document for validation of home address –
Select this option if a document is required for proof of address validation

l Do not require – Default option
l Always require – Usersmust upload this documentation every registration
year

l Require if address has changed – Users only need to upload this if their
address has changed

l Require if school has changed – Users only need to upload this if
submitting registration to a new school

l Require if school or address has changed

l Upload document types allowed for primary form of address validation –
Select the document types allowed for proof of address validation

Online Registration Setup Screen, RegistrationModulesTab
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l HomeAddress Verification – Secondary Documents

l Require upload of secondary document for validation of home address –
 Select this option if a secondary validation of home address is necessary

l Do not require (Default) – Not required
l Always require – Usersmust upload this documentation every registration
year

l Require if address has changed – Users only need to upload this if their
address has changed

l Require if school has changed – Users only need to upload this if
submitting registration to a new school

l Require if school or address has changed

l Required number of secondary forms for address verification – The
number of forms parentsmust upload for secondary address verification. There
is nominimum requirement if left blank.

IfRequired number of secondary forms for
address verification is blank, parentsmust still upload
at least one secondary verification document if the
Require upload of secondary document for
validation of home address option is any value
exceptDo not require (Default) or blank.

l Upload document types allowed for secondary form of address
validation – Select the document types allowed for proof of address validation

Online Registration Setup Screen, RegistrationModulesTab
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3. ClickSave.

Any documents deleted fromOnline Registration delete only from
Online Registration. Synergy SIS does not delete documents
uploaded and posted to the Student record.

TheDocuments tab on the Student screen contains the documents
uploaded for the family and for the individual student after the
parent/guardian clicksAccept in Online Enrollment. Click theDoc
Type icon to view the document.

4. Define the Parent/GuardianOptions in the Parent/Guardianmodule:

l Select the notification options, if necessary.
l Select theMaximum number of parents/guardians per student a parent can
enter. This limits the number of parents/guardians users can select as having a
relationship with the student on each student’s Parent/Guardian Relationships screen.

l An error message displays at the bottom of the screen and the parent cannot
proceed to the next screen until they remove the number of parents/guardians
over themaximumnumber allowed if users exceed that number.

l There is no limit if left blank.

l Select theAllow Editing Other Parents option to determine if parents canmake edits
to data for other parents/guardians of the student.

l Always – Allows parents to edit all parent/guardian information. Synergy SIS
does not secure this data from other parents/guardians. This is the default
option.

l If Home AddressMatches – Parents can edit existing parent/guardian data if the
individual shares the same home address as the enrolling parent. Other
parents/guardians display only aName, and parents cannot view or edit their
data.
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l Never – Parents cannot edit existing parent/guardian information, including
student address or relationship information, other than their own. This does not
include the Lives With option for the enrolling parent.

The parent/guardian who does not have security rights
to other parent/guardians can only view the parents’
First Name, Last Name, andGender on the
Parent/Guardian screen. These parents do not display
on the Review screen.

TheEdit andDelete options remain available for the
parents/guardians that the enrolling parent/guardian
has access rights to. These parents/guardians also
display on the Review screen.

Student data that pertains to the restricted
parent/guardian data, such as a home or mail
addresses, is hidden. This includes the Student
Demographics, School Selection, and Review screen.

l Select theRequire an Email Address for Parents option:

l Parent email addresses are optional (default) – Users can select
Parent/Guardian does not have an email address for any parent/guardian at
the time of registration.

l Enrolling parent must have an email address specified –OLR hides the
Parent/Guardian does not have an email address option for the enrolling
parent only.

l All parentsmust have an email address specified –OLR hides the
Parent/Guardian does not have an email address option for all
parent/guardians entered.

l SelectDo not show employment information if employment information should not
display.

l Select theRequire at least one row in the Military Status grid option to
automatically add a blank line to theMilitary Status section on the Parent/Guardian
Military Status screen in OLR if no line already exists.

l No line is added when the parent already has a line.

l Select anyUser Defined views to display, if needed.

l Select theNamespace.Name you created in the View Changes screen for the
Non-Student in the User Data screen – Internal Only list in the User Defined
section.

5. ClickSave.
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6. Select thePages tab tomap additional pages for the parent.
For example, you canmap theOLR Military Status screen in the Parent/Guardianmodule in
OLR to theMilitary Status section on theDemographics tab of the Synergy SIS Parent
screen.

a. ClickAdd in the Pages section.
b. Enter anOrder number.
c. SelectParent Military Status inPage.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

d. ClickSave.
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The values in theMilitary Status grid on theDemographics tab
of the Parent screenmap to theMilitary Status screen in OLR
when the registration starts.

The parent can add new rows, delete existing rows, and edit the
data in the cells when there are no restrictions on the grid. The
Military Status on theDemographics tab of the Parent screen
updateswhen the registration is accepted.

Online Registration, Parent/Guardian Screen

In this example,

l The existing values are grayed out and read-only.
l The delete line checkboxes are removed from those rows.
l The parent can edit theEnd Date on Line 2 because it has
no value.

l TheAdd New button is enabled so the parent can add
new rows to the grid.

Online Registration Screen, Parent/Guardian Screen

The parent cannot make any changes or additions to the grid
when theOverride ValueReadOnly is selected in OLR Setup.
All of the fields, including empty fields, are read-only and theAdd
New button does not display.
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e. Select theReenroll Property Override tab tomake existingMilitary Status, parent
and student phone numbers, and user-defined grid information read-only in OLR.

The Existing ReadOnly and ReadOnly override values
behave the same in User-Defined (UD) grids in OLR.

f. ClickAdd.
g. SelectGrid: Military Status (K12.ParentGuardianInfo.ParentMilitaryStatus) orGrid:

Phone Numbers (Revelation.RevPersonPhone) inProperty.
h. SelectExisting ReadOnly inOverride Value.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesSection,
Reenroll PropertyOverride Tab

i. ClickSave.

7. ClickSave.
8. Define the EmergencyContact Options from the Emergencymodule:

l SelectMinimum required Emergency Contacts per student. This is also the
minimum required for the parent's family.

An option allowing the parents or guardians to decline adding
emergency contacts displays if the value is set to 0 or Blank.

Online Registration, EmergencyScreen

l SelectMaximum amount of Emergency Contacts per student. Thismust be
larger than theminimum selection. Themaximumdefaults to 10 if left blank.
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l SelectMake gender an optional field, if desired.
l SelectDo not separate first and last name if you do not want them separated in the
grid.

See Comparing EmergencyContacts for more information on
how emergency contacts display in Synergy SIS.

Online Registration Setup Screen, RegistrationModulesTab

9. ClickSave.

Student Specific Enrollment Modules

TheDemographicsmodulemust be listed before the followingmodules:

l School Selection
l Relationships
l Immunizations
l Health Information

1. Select whichmodules to display:

l SelectX and clickSave to remove amodule andmake it unavailable for online
registration.

The followingmodules are required:

l Demographics
l Ethnicity and Race
l Relationships
l School Selection
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l Add additional modules:

Multiple custom definedmodules are allowed under Student
Enrollment Modules in addition to the providedmodules.

a. ClickAdd in the Student Specific Enrollment Modules section to display a new
line.

b. Enter theOrder to display themodule in the parent portal.
c. Select the desiredModule. Select theNamespace.Name you created in the

View Changes screen for the student if you created a custommodule.
d. Select theUser Group to Notify.
e. ClickSave.

2. ClickShow Detail.
3. Select theGrades for eachmodule.

Online Registration Setup Screen, RegistrationModulesTab

Only select the grades that your school accepts and uses in Online
Registration.

Selecting a grade ensures that themodule displayswhen
registering a student for that selected grade level.

Blank is the default. This selects all grade levels andmakes the
module visible for all student grade levels while registering.

Select all grades eligible for Online Registration in the School
Selectionmodule.
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4. Select the Demographics options:

l Enable grade level validation based on student's age andAs of: – Select to
enable grade-level validation based on student age for Online Registration. This
validation is based on the student's birth date as of a district selected date.

Online Registration Setup Screen, RegistrationModulesTab

SeeGrade Validation Setup for required setup.

l SelectShow Student Not Returning Option to allow parents to indicate if their
student is not returning to the district.

l Enter the Last date for student not returning option to be shown. This is
the No Show Date and defaults to the first day of the District Calendar.

Youmust change it to a date prior to the start of the District Calendar.
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l Select thePages tab and add Contact Info to allow student contact information to be
stored in OLR.

Online Registration, StudentsDemographicsScreen

l Select thePages tab and add the Demographics Continued page to display the
Student's birthplace andMonths Non-US School Attendance fields in OLR.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PagesTab

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 6: Registration Modules Setup 159

l Make theMonths Non-US School Attendance field mandatory.
a. Navigate toSynergy SIS > System > Setup > Property Override.
b. Navigate toK12 > K12.OnlineEnrollmentInfo >

K12.OnlineEnrollmentInfo.Setup >
OENYearStudentModuleDemographics >
MonthsNonUSAttendance.

c. SelectMandatory.

PropertyOverride Screen

d. ClickSave. The newMonths Non-US School Attendance field displays
on the Students Demographics, Additional Information screen only when
theStudent’s birth country is notUSA.

Online Registration, StudentsDemographicsScreen
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The parent can enter 0-9999.

The input is not validated in OLR when the parent makes the entry.
However, an error occurs if the value ismore than 4 digits when the
registration is accepted on the Registration Queue screen.

The Review screen in Online Registration displays the new field.

Online Registration, Review/Submit Screen

5. Select the Health Information options:

l Do not show Aspirin tab – Select to hide the Advil/Tylenol questions.

Online Registration, StudentsHealth Info Screen

Online Registration Setup Screen, RegistrationModulesTab
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6. Select the Language Survey options:

l No School Selection for non-English Language survey responses – Select to
deny school selection for non-English language survey students.

l School Designated to Receive all ELL Students – Select from the list the school
designated for ELL students.

l Special Instructions to Parents of ELL Students – Complete this only if you
selected the option ofNo School selection for non-English Language survey
responses above. Enter the instructions to parents.

l User Group to notify if no school selection is allowed – Select from the list the
user group to be notified for special processing due to ELL status.

Online Registration Setup, RegistrationModulesTab

7. Select the Immunization options:

l Click thePages tab to select which type of immunization screen displays.

l Immunization – Displays each immunization type with dates for each dose
received. Parents enter the date that the student received each dose.

l Immunization Status – Displays immunizations, dates, and status as read-only.
Parents indicate whether a student is compliant for each immunization type.

You can only add one of these screens. An error
displays if you attempt to add both.

8. Upload aPolicy document.

All policies and parent acknowledgments defined in ParentVUE and
StudentVUE Configuration are shown to the parent during the
online registration process. Synergy SIS stores responses on the
Parent screen in theParentVUE tab.

Online Registration skips the Policymodule if Synergy SIS does not
have a policy document defined.
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9. Select the School Selection options. Additional message options are available for this screen
aswell. The School Selection options display on the School Selection screen in Online
Registration.

l School Options grid

l Number of School Choices – Select the number of schools the parent can
choose from theMinimum andMaximum lists.

l Schools to Allow – Select from the list.
l Show "Mileage is Estimated" Message – Select to display the default
message: 'Mileage is estimated and transportation has the final say on bus
availability.'

You can customize thismessage.

l Add student's last enrolled school options – Allows the district to choose
the reenrollment option for theSchool Selection list in Online Registration.

l Blank – Does not include the student's school of attendance
l Add last enrolled school only if Reason for Attendance Code is set –
Includes the student's school of attendance if the Reason for Attendance
on the Student screen has a value

Student Screen

l Always add last enrolled school – Adds last enrolled school regardless of
the Reason for Attendance setting
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l Only show student's last enrolled school – Available only if you select a last
enrolled school option

TheSchool Selection list includes the student’s school
of residence regardless of which last enrolled school
option you select. No school of residence displays if the
student's home address has no grid assignment.

The student’s school of attendance is also included
when it is different from the school of residency if you
select an appropriate last enrolled school option.

When you select bothAdd last enrolled school only if
Reason For Attendance code is set andOnly show
student’s last enrolled schoolwhen no Reason For
Attendance value exists, the school of residence
displays in theSchool Selection list, if valid.

Online Registration Setup Screen, RegistrationModulesTab

l Reenroll Options – Select the Reason for Attendance codes to denyOnline
Registration reenrollment for, if necessary.

Online Registration Setup Screen, RegistrationModulesTab
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l School CategoryOptions section

Adding schools here enables you to indicate schools allowing
online registration, schools only accepting students living in
the school's boundary, schools not allowing students already
enrolled there to reenroll using OLR (Synergy SIS
automatically reenrolls the student), and Attendance Reason
Codes that prevent students who have it in their student
record from reenrolling at the same school via OLR.

You can also exclude schools and grade levels fromOnline
Registration.

a. ClickAdd to open the School Category Add screen.

Online Registration Setup Screen, RegistrationModulesTab

b. Select Include for Online Registration forCategory.

SchoolCategoryAdd Screen

c. Select all themagnet schools allowingOLR inSchools.
d. ClickSave.
e. ClickAdd in the School Category section.
f. SelectOnly Allow Students From Inside School Boundary forCategory.
g. Select all of themagnet schools in theSchools list that only allow the registration

of students whose home address is in the schools' boundaries (pairedmagnets)
to enroll.

h. ClickSave.
i. ClickAdd in the School Category section.
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j. SelectOLR Not Allowed for Students Inside School Boundary forCategory.
(Synergy automatically reenrolls students enrolled in thosemagnet schools who
live in the school boundary.)

k. Select all of themagnet schools that do not allow students whose home address
is in the schools' boundaries (neighborhoodmagnets) to enroll using OLR in the
Schools list.

l. ClickSave.

Online Registration Setup Screen

m. Select the desired attendance reason codes to restrict students from reenrolling
at the same school using OLR when they have a specialized Attendance Reason
Code in the Reenroll Options section in the School Selectionmodule.

Online Registration Setup Screen, RegistrationModulesTab
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TheReason for Attendance field displays on the
Student screen.

Student Screen

10. Add User Defined Data, if needed.

Multiple view change types are allowed, if needed.

See theSynergy SIS – SystemAdministrator Guide for more
information on adding user-defined data.

11. ClickSave.
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Customizing Online Registration
You can add custommodules (views) and fields to the online registration process.

Online Registration displays field labels with the following priority:

1. Translation
2. View Change
3. Property Override
4. User Defined Data

For example, if you use Property Override to change a field name that has
a translation in the user's preferred language, the translated field name
always displays.

1. Use the View Change screen in Synergy SIS to add custommodules.

l Online Enrollment Student –Multiple custommodules are allowed.
l Online Enrollment Non-Student –Only custommodules are allowed.
l Online Enrollment Non-Student Internal Only – Internal fields in the Parent/Guardian
module.

l Online Enrollment Student Internal Only – Internal fields in the Studentsmodule.

2. Set up the custommodule or fields on theRegistration Modules tab of the Online
Registration Setup screen.

The following options have specific limitations for Online Registration:

l Suppress Label suppresses all labels for the field, whether the
label is defined in View Change, Property Override, and/or specific
field definition. However, labels display on the Review/Submit
page.

l Label information uses the hierarchy of View Change, Property
Override, then field definition.

l Label Orientationworks only for Left and Top.
l Static Text displays on the specifiedmodule pages, but not on the
Review/Submit page.

See theSynergy SIS – SystemAdministrator Guide for more information
on using the View Change screen.
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Customizing Grids
Adding grids follows the same rules as adding other user defined fields.

Grids are only available for the K12.Student and
K12.ParentGuardianInfo Parent Object Relation properties.

You can add custom grids to Online Registrationmodules and existing Synergy SIS screens. The
following examples show grids added on theParent/Guardian tab of the Student screen and on the
Children tab of the Parent screen.

Student Screen, Parent/Guardian Tab

Parent Screen, Children Tab

See theSynergy SIS – SystemAdministrator Guide for more information.
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Adding Custom Grids to Non-Student Enrollment Modules

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab
3. SelectParent/Guardian in the Non-Student Enrollment Modules section and clickShow

Detail.

Online Registration Setup Screen, RegistrationModulesTab

4. Select the user-defined option forUser Data View.

Online Registration Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

5. ClickSave.
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The following image shows the user-defined grid in the Online Registration process.

Online Registration, Parent/Guardian Screen

Adding Custom Grids to Student Modules

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. ClickAdd in the Student Specific Enrollment Modules section to add a new line.

Online Registration Setup Screen, RegistrationModulesTab

4. Enter theOrder.
5. Select the user-defined option forModule.

Online Registration Setup Screen, RegistrationModulesTab
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6. Select any additional settings.

Online Registration Setup Screen, RegistrationModulesTab

7. ClickSave.

The following image shows the user-defined grid in the Online Registration process.

Online Registration, StudentsStudent SiblingsScreen

Copyright 2015-2019 Edupoint Educational Systems, LLC



172 Online Registration Guide
Chapter 6: Registration Modules Setup

Customizing Module Pages
Online Registrationmodules contain aPages tab in the detail view. You can edit existing pages or
add custom pages tomodules. You can also set the visibility based on the enrollment scenario and
include additional instructions or warningmessages.

ThePage tab is not available for user-definedmodules. However, you
can add user-defined content as a new page for an existingmodule.

Managing Pages

1. Navigate toSynergy SIS> Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.

Online Registration Setup Screen, RegistrationModulesTab

3. Select themodule tomodify.
4. ClickShow Detail.
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5. Select thePages tab.

Online Registration Setup Screen, RegistrationModulesTab, Student SpecificEnrollment ModulesDetail, PagesTab

Click theX to remove a page. You cannot remove pages that
contain information critical to adding a new student to Synergy SIS,
such as the Demographics screen.

6. ClickAdd.

The StudentPageAdd screen displays if adding to a Student
Specific Enrollment module. The NonStudentPageAdd screen
displays if adding to a Non-Student Enrollment module.

NonStudentPageAdd Screen

7. Enter theOrder. This is the order in which the view is ranked in themodule’s pages.
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8. Select thePage to add.

You can only add user defined pages to Student Specific Enrollment
modules, not to any other module type. User-defined pages begin
withUD.

Add Student Page Screen

If the user-defined page hasmultiple tabs, they display asmultiple
pages in OLR.

9. ClickSave after entering the necessary information.
10. Select a page and clickShow Detail to modify settings.
11. Rename the page by entering aPage Name. You can enter hyphens (-) and forward slashes

(/) in the name.

Online Registration Screen, RegistrationModulesTab, Student SpecificEnrollment ModulesDetail, PagesTab, PagesDetail

12. ClickSave.
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The following example shows theMilitary Status page added to the Parent/Guardianmodule.

Online Registration Screen, Parent/GuradianMilitaryStatusScreen

Adding Custom Views

Custom views allow you to add user defined pages to an existing page andmodule. Youmust add
fields to the custom views on the View Change screen for them to display on the page

1. Select a page and clickShow Detail.
2. Click inCustom Viewto locate the user defined view to add.

Online Registration Setup Screen, Student SpecificEnrollment ModulesDetail, PagesTab, PagesDetail

You can only add viewswith the Online Enrollment Student View
Change Type. See Customizing Online Registration for more
information.

3. Select theCustom View Position (Default is Below).

l Below Existing Fields – The user defined field displays below existing content. This is
the default option.

l Above Existing Fields – The user defined field displays above existing content

4. ClickSave.
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The user defined view added to an existing view seamlessly displays on the existing page. The
following example uses new fields on the Demographics page.

Online Registration, StudentsDemographicsPage

Enrollment Visibility

You can set Student Enrollment Module pages to display based on student enrollment. The pages
display for new students and re-enrolling students by default.

1. Select a page and clickShow Detail.
2. Select theVisibility Based on Enrollment option.

l Both re-enrolling and new students (Default) – Page displays for all students
being enrolled

l New students only – Page displays if the student is a new student
l Re-enrolling students only – Page displays if the student is re-enrolling

Online Registration Setup Screen, Student SpecificEnrollment ModulesDetail, PagesTab, PagesDetail

3. ClickSave.
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Instructions

First Instructions display at the top of the page and allow you to add instructions for the
parent/guardian. This text overwrites the default text displayed.

1. Select a page and clickShow Detail.
2. Click the arrow in First Instructions to display a text editor. This allowsHTML and various

font and formatting styles.

Online Registration Setup Screen, Student SpecificEnrollment ModulesDetail, PagesTab, PagesDetail

3. ClickSave.

The following example displays a First Instructionsmessage on the Policies page.

Online Registration, PoliciesScreen
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Warning Messages

Warningmessages display in the footer section aboveSave and Continue in Online Registration.
These provide anywarnings or additional notes to users before they proceed to the next page.

1. Select a page and clickShow Detail.
2. Click the arrow inWarning Message to display a text editor. This allowsHTML and various

font and formatting styles.

Online Registration Setup Screen, Student SpecificEnrollment ModulesDetail, PagesTab, PagesDetail

3. ClickSave.

The following example displays a warningmessage for address verification.

Online Registration,WarningMessage
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Setting Visibility Based on Student Enrollment Status
You can set visibility for student-specific pages in registrationmodules to exclude them for new, re-
enrolling, and/or returning students. You can also enter property override values for specific items on
pages tomake them be read-only for re-enrolling or returning students. You canmodify the settings
on theRegistration Modules tab of the Online Registration Status screen.

Setting Visibility for Pages

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup
screen.

2. Select theRegistration Modules tab.
3. ClickShow Detail for amodule in the Student-Specific Enrollment Modules section.
4. Select thePages tab.
5. ClickShow Detail for a page tomodify.
6. Select one or more of the following:

l Exclude for New Students – Hides the page for newly enrolling students
l Exclude for Reenrolling Students – Hides the page for reenrolling students with a
continuous enrollment record

l Exclude for Returning Students – Hides the page for returning students re-entering
the district after being previously inactive

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PagesTab

7. ClickSave.
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Setting Document Visibility

Documents previously uploaded in OLR for Family or Students pre-populate when reenrolling
students. You can set document visibility and requirements based on student enrollment type, when
addresses update, or when immunization records update. You can define these options for each
document type in the Familymodule on theOnline Registration Setup screen.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select theRegistration Modules tab.
3. Select the FamilyModule and clickShow Detail.
4. Select theStudent Type in theMiscellaneousDocuments section:

l All Students (default) – Upload prompt for the document displays for all students in the
registration process

l New Students – Upload prompt for the document only displays for new students
l Reenrolling Students – Upload prompt for the document only displays for reenrolling
students with a continuous enrollment record

l Returning Students – Upload prompt for the document only displays for students
reentering the district after being previously inactive

5. Select theVisibility Type:

l AddressChanged – Users can only see the upload prompt for the document if their
address has changed since the last registration

l Always – Users can always see the upload prompt for the document
l Immunization Changed – Users can only see the upload prompt for the document if
their student's immunization record has changed since the last registration

l Never – Users do not see the upload prompt

6. Select theRequired Type:

l AddressChanged – Users only need to upload the document if their address has
changed since the last registration

l Always – Usersmust always upload the document

Do not useNever as theVisibility Type if you select this
option.

l Immunization Changed – Users only need to upload the document if their student's
immunization record has changed since the last registration
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l Never – Users are not required to upload the document

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

7. ClickSave.

Setting Visibility for Properties

You can set specific visibility overrides for properties in both Non-Student Enrollment Modules and
Student-Specific Enrollment Modules on theOnline Registration Setup screen.

Editing Non-Student Enrollment Module Properties

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup
screen.

2. Select theRegistration Modules tab.
3. ClickShow Detail for amodule in the Non-Student Enrollment Modules section.
4. Select theReenroll Property Override tab.
5. ClickAdd to add a new line.
6. Select theProperty associated with themodule.
7. SelectReadOnly for theOverride Value to prevent users from changing the value when

reenrolling students. The default value allows users to update the value if left blank.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail, Reenroll Property
Override Tab

8. ClickSave.
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Editing Student-Specific Enrollment Module Properties

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup
screen.

2. Select theRegistration Modules tab.
3. ClickShow Detail for amodule in the Student-Specific Enrollment Modules section.
4. Select theProperty Override tab.
5. ClickAdd to add a new line.
6. Select theProperty associated with themodule.
7. SelectReadOnly forReenrolling Students to prevent users from changing the value when

reenrolling students. If left blank, the default value allows users to update the value.
8. SelectReadOnly forReturning Students to prevent users from changing the value for

reentering students. The default value allows users to update the value if left blank.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PropertyOverride
Tab

9. ClickSave.
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The reenroll properties set toReadOnly in Online Registration Setup display in Online Registration
as read-only.

Online Registration, StudentsDemographicsScreen

Restrict Editing Existing Student Phone Numbers

You canmake values in grids that map to existing values in Synergy SIS read-only. Parents can edit
the existing cells that have no value entered and create new rows that they can edit or delete.

1. Select theDemographicmodule in the Student-Specific Enrollment Modules section and
clickShow Detail.

2. Select theProperty Override tab.
3. ClickAdd.
4. SelectGrid: Phone Numbers (Revelation.RevPersonPhone) Property.
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5. SelectExisting ReadOnly inReenrolling Students and/orReturning Students.

Online Registration Setup Screen. RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PropertyOverride
Tab

6. ClickSave.

Configuration Examples
Hide Birth Verification Document Type and Uploads for Reenrolling and Returning
Students

Set theOENYearStudentModuleDemographics.BirthVerifyDocGU and
OENYearStudentModuleDemographics.DTBirthVerifyDocGU properties toReadOnly in the
Demographicsmodule.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PropertyOverride Tab

Hide Address Change Confirmation Option for Reenrolling Students

Set theOENYearModuleFamily.HasAddrChanged property toReadOnly in the Familymodule.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail, PropertyOverride Tab
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See Address Setup tomake address information view only.

Parent and Student Phone Numbers Example

They phone numbers are located in:

l Parent/Guardian Contact Information
l Student Contact Information

In these examples:

l The existing values are grayed out and read-only.
l The delete line checkboxes are removed from those rows.
l The parent can edit theExtension fields because they have no value.
l TheAdd New button is enabled so the parent can add new rows to the grid.

Online Registration, Parent Guardian Screen

Online Registration, DemographicsScreen
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Creating Custom Student Documents
You can create custom student documents usingmail merge. Synergy SIS generates the
documents using the data entered in Online Registration (OLR). Parents and guardians can review,
download, print, and submit these documents throughOLR. The School personnel can view these
documents in the Registration Queue. Synergy SIS posts these documents on theDocuments tab
of the Student screen after accepting the student’s registration. See Viewing Data Imported from
Online Registration for more information.

When you define custom student documents, Synergy SIS uses the data previously provided in the
registration process to update the student registrations currently in the Registration Queue by
adding these documents to the Review screen. Youmust createmail merge documents that display
system properties and user-defined properties used in Online Registration.

Mail Merge District Definition Setup

Youmust create and add amail merge document to theMail Merge District Definition screen for
every custom document.

1. Navigate toSynergy SIS > System > Setup > Mail Merge District Definition.
2. ClickAdd to open theMail Merge Definition (Add) screen.

MailMerge Definition Screen

3. Enter theName, Type,Default Language, andMail Merge Version.
4. ClickSave.

MailMerge Definition (Add) Screen

5. ClickAdd in theMail Merge Documents section to select themail merge document created
for Online Registration custom student documents.

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 6: Registration Modules Setup 187

6. Select the Language the document is in.

MailMerge District Definition Screen

7. ClickSave.
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Online Registration Setup

Online Registration is year specific. Focus to the school year the
enrollment options affect.

l Youmust define document categories for themail merge documents in the Revelation. Attach
DocCategory lookup table. See Lookup Table Definitions for more information.

l You can enable the option to require a parent/guardian to download each document.
l TheCustomStudent Documents section overrides the document options selected in the
Familymodule. TheDocuments tab in OLR displays only the documents defined in the
CustomStudent Documents section when you selectDo not show document upload
prompts.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail
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Import/Export Online Registration Setup

You can copy theOLR setup from one year to another and import/export the OLR setup from one
environment to another.

Export Online Registration Setup

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. SelectExport OLR Setup from theMenu to create a zip file containing theOLR Setup files for

your focus year.

Online Registration Setup Screen

Import Online Registration Setup

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Copy an existing setup or import from a file.

l Copy Existing Setup
This option copies the OLR setup from one school year to another school year within
the same environment.

No export is needed.

a. Change the focus to the school year to copy theOLR setup to.
b. Select Import OLR Setup from theMenu to open theOnline Registration Setup

Import window.

Online Registration Setup Screen
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c. Select theSchool Year to copy the setup from.
d. ClickCopy Setup.

Online Registration Setup ImportWindow

l Import from File
This option copies the OLR setup from one school year from one site or environment to
another.

Youmust first export the OLR setup file.

a. Log in to the website the OLR setup will be imported to.
b. Select Import OLR Setup from theMenu to open theOnline Registration Setup

Import window.
c. ClickSelect File to open the File Upload window.

Online Registration Setup ImportWindow
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d. ClickChose File and select the OLR Setup zip file.
e. ClickUpload.

File UploadWindow

f. Select Insert,Update, orReplace as theAction for lines in Views, Business
Objects, andMail Merge District Definition sections.

Online Registration Setup ImportWindow

This screen displays if there are Views, BusinessObjects, or Mail Merge
District Definitions that need to be imported. It displays detailed
information on the specific areas of data import and setup that you need to
review and select andAction for in the User Groups, Views, Business
Objects, andMail Merge Definitions sections.

The User Groups are created empty. You need to update themembers
and add them to the user groups associated in the OLR setup.
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Import Error Message
Missing data elements in the new environment stops the import and displays an error message with
detailed information on themissing data elements. Youmust address these to continue with the
import.

Error Message

Adding Custom Documents

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. ClickAdd in the CustomStudent Documents section.
3. Enter theOrder and document Title. The document Title displays in Online Registration and

on the Student screen.
4. Select theDistrict Mail Merge document.
5. Select theDocument Category.
6. SelectRequire Download to require the parent/guardian to download the document in the

Documentsmodule before submitting the student registration.
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7. Select the type of student enrollments that require the document in Include for Students:
New,Reenrolling, andReturning.

The document does not display in Online Registration if you do not
select a student enrollment option.

Online Registration Setup Screen

8. ClickSave.
9. ClickShow Detail to set conditions for specific students that require the document.

TheOptions section in the CustomStudent Documents detail
displays the same options available in the CustomStudent
Documents section. Selecting an option here is the same as
selecting the option in theRequire Download and Include for
Students columns.

10. Use the Conditions section to define specific data elements the student must meet in order to
require the custom student document.

a. ClickAll are True in the Conditions section.
b. Change the Type, if needed.

l SelectAll are True for an AND condition.
l SelectAnyAre True for an OR condition.

c. Select an option in theActionsmenu to add additional condition info.

l AddContainer to… – Adds anAll are True/Any are True option to the conditions
tree
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l Add Property Condition to… – Adds a property condition to the Conditions tree.
For example, only students graduating in a certain class year.

Additional options display when selecting Parents or
EmergencyContacts for theBusiness Object of a
Property Condition. These additional options allow you to
define theEmergency Contact Type andParent Type.

PropertyCondition Screen

PropertyCondition Screen

l Add Special Condition to... – Adds a condition for AddressChanged or
Immunization Changed as theSpecial Condition Type

l Add Enrolling Status Condition to… – Adds a condition forNew,Reenrolling, or
Returning students to the Conditions tree
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d. ClickSimplify Conditions after entering all your conditions. Selecting this option
organizes the conditions so that you can easily read and verify the conditions set for the
custom document.

OLR Condition Screen

11. ClickSave. TheConditions XML tab displays the XML for the conditions. You can copy
these conditions and use them in theConditions XML tab for other documents.

OLR Condition Screen, XML Tab
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Excluding Document Categories

You can exclude documents uploaded fromOnline Registration from saving on to theDocuments
tab of the Student screen. The excluded documents are available only when they are in theReview
with the Registration Queue tab, prior to being accepted. Once accepted, the excluded
documents are not available.

1. Focus to the school year that affects the enrollment options for Online Registration Setup.
2. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
3. ClickAdd.
4. Select aDocument Category.
5. SelectNew Students for a document category to exclude documents from saving on new

student’s records.
6. SelectReenrolling Students for a document category to exclude documents from saving on

reenrolling student’s records.
7. SelectReturning Students for a document category to exclude documents from saving on

returning student’s records.

Online Registration Setup Screen
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8. ClickSave. The documents not selected for exclusion display on theDocuments tab of the
Student screen. TheDoc Type is blank for theDocument Category excluded on theOnline
Registration Setup screen.

Student Screen, DocumentsTab

Translation Setup

You can translatemessages and titles for custom student documents.

1. Navigate toSynergy SIS > System > Setup > Translation.
2. Select theBusiness Objects tab.
3. Select the Translation Language.
4. Enter K12.onlineenrollmentinfo.setup for theNamespace.
5. Enter oenyear for theName.
6. Entermsg* for theProperty.
7. ClickFilter to display these items.

Translation Screen, BusinessObjectsTab
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8. ClickTranslate for each line in the BusinessObjects section.

Translation Screen, BusinessObjectsTab

9. ClickSave.
10. Select theMaster Data tab.
11. Select the Translation Language.
12. SelectK12.OnlineEnrollmentInfo.Setup for theNamespace.
13. SelectOLRCustomStudentDoc for theName.
14. Select Title for theProperty 1.
15. ClickFilter to display these items.

Translation Screen, Master Data Tab
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16. ClickTranslate for each line in the Data section.

Translation Screen, Master Data Tab

17. ClickSave.

Viewing Documents in Online Registration

TheCustomStudent Documents display by student and appear on the Documents screen. Click the
document name to download the document individually. You can also clickDownload All
Documents to include all documents in one file.

Online Registration, DocumentsScreen

Parentsmust download any documentsmarkedRequire Download before continuing in Online
Registration. The documents also display at the bottom of the Review screen.

Online Registration, DocumentsScreen
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Viewing Documents in the Registration Queue

Before you accept the registration, you can download and review the custom student documents by
clickingReview on the Registration Queue screen. The custom student documents display at the
bottom of the Review screen.

Review Screen
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ParentVUE Account Creation Options
Different options are available to prevent account duplication and duplicate email use. You can also
disable ParentVUE account creation.

Account Creation Questions

You can create questions that display during the account creation process to eliminate the creation
of duplicate Online Registration (OLR) accounts. These questions have accepted answers. Parents
are required to respond to these questions during the account creation process to determine if an
account should be created.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Select theOnline Registration tab.

ParentVUEAnd StudentVUEConfiguration Screen, Online RegistrationTab

3. ClickAdd in the Questions section.
4. Enter the question content:

l Order –Order of the questions as they appears in ParentVUE
l Question –Question the parent must answer
l Accepted Answer – Expected answer to question:Yes orNo
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5. Edit the defaultMessage When Registration is Rejected to customize themessage if
parents answer questions incorrectly.

ParentVUEAnd StudentVUEConfiguration Screen, Online Registration Tab

6. ClickSave.

The Parent Account Activation page displays the defined questions after the parent clicks the Create
New Account link.

Online Registration Account AccessScreen
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Parentsmust select answers and clickContinue orReturn to login.

Parent Account Activation Screen

l The definedmessage displays indicating that the parent cannot continue the process if the
answers do not match.

l The next page of Online Registration account creation opens if the answersmatch.

A parent must wait seven days after a failed attempt to create a new
OLR account before attempting it again.

Parent Account Activation Screen
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Email Address Duplication Setup

Monitoring email addresses is another option to prevent OLR account duplication. The system
validates email addresses prior to sending an account creation link to the parent. You can send an
email to the parent if the email is linked to an existing account. The parent cannot create a new OLR
account using that email. The parent receives the expected account creation email if the email
address does not match an existing account.

1. Navigate toSynergy SIS > System > Setup > Email Content.
2. ClickAdd to create a new email notification for duplicate email addresses.

See Email Setup for more information.

EmailContent Screen, Content SectionsDetail

3. ClickSave.
4. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE

Configuration.
5. Select theOnline Registration tab.
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6. Select the defined email content defined by clicking the link for Email Content When User
Email Address Already Exists.

ParentVUEAnd StudentVUEConfiguration Screen, Online Registration Tab

7. ClickSave.
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The parent submits their ParentVUE account information and receives an email after the system
verifies their email address.

Parent Account Creation Screen

l Parents receive the email selected in ParentVUE and StudentVUE Configuration and the
parent account is not created if the email address already exists.

l Parents receive the account creation email with the link to complete the account creation
process if the email address does not exist.

Duplicate Email Sample
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Disable New Parent Creation Setup

You can disable new OLR account creation on the ParentVUE and StudentVUE Configuration
screen.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Select theOnline Registration tab.
3. SelectDo not allow new parent creation in the Other Options section.

ParentVUEAnd StudentVUEConfiguration Screen, Online Registration Tab

4. ClickSave.

Parents cannot create a new Online Registration account. The link to create a new account does not
display on theOnline Registration Account Access screen.

Online Registration Account AccessScreen
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ParentVUE Setup

Setting Up Future Year Extensions

Online registration is only available forRegular year extensions.

The Year Extension Setup section on the ParentVUE and StudentVUE Configuration screen
determines the order of year extensions, as well as allowing future extension and the next school
year to be included.

1. Focus to the school year in which Online Student Registration is available.

SynergyHomeScreen

2. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

3. SelectRegular or Summer in theCurrent ParentVUE/StudentVUE Year Extension to
determine the active year for ParentVUE/StudentVUE in the Student Enrollment Information
section.

TheCurrent ParentVUE/StudentVUE Year Extension
cannot be blank.

4. ClickAdd in the Year Extension Setup section.
5. Define the extension:

ParentVUEAnd StudentVUEConfiguration Screen
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l Order – Enter a unique number that signifies the order of the extensions, current year
before future year.

l Year Extension – SelectRegular or Summer.
l Next Year – Select if the Year Extension is not a part of current year.

The Year Extension Setup is not used if the extension is not
found in the section.

The combination of Year Extension andNext Yearmust be
unique.

6. ClickSave.

ParentVUE Online Registration Message

Normally, a message displays in ParentVUE notifying the parent that online registration is available.
You can hide thismessage from displaying.

ParentVUE2.0, MessagesTab

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. SelectSuppress OEN Message.

ParentVUEAnd StudentVUE Configuration Screen

3. ClickSave.
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Uploading Policy Documents

All policies and parent acknowledgments defined in ParentVUE and
StudentVUE Configuration are shown to the parent during the online
registration process. Responses are stored on the Parent screen in the
ParentVUE tab.

The Policymodule is skipped when the parent is using online registration if
no document is provided.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and
StudentVUE Configuration.

2. Select theAcknowledgements tab.
3. ClickAdd in the Parent Acknowledgements section to upload the policy document.

ParentVUE And StudentVUE Configuration Screen, AcknowledgementsTab

4. Modify the document information:

l Name – Enter the file name.
l Content – Enter a description that the parent sees prior to reviewing the document.

5. ClickSave.
6. Select a document and clickShow Detail.
7. Select theApplicable Grade Levels that require acceptance of the policy.

ParentVUE And StudentVUE Configuration Screen, AcknowledgementsTab, Parent AcknowledgmentsDetail
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8. SelectRequire Download to prevent parents from clickingYeswithout downloading the
document.

9. SelectDo Not Show in Online Registration to have this acknowledgement display only in
ParentVUE and not in OLR.

ParentVUE And StudentVUE Configuration Screen, AcknowledgementsTab

10. Enter theYes Response Override to override the text that displays on theYes button when
asking parents to accept the policy.

11. Enter theNo Reponse Override to override the text that displays on theNo button.
12. Enter theSkip Override to override the text that displays on theSkip button.
13. SelectShow the "Signature" Button to require that the parent provides an electronic

signature to confirm acceptance. The signaturemust exactlymatch the name on the
ParentVUE account for theYes button to activate.

Parents do not need to enter a signature to clickSkip.

14. SelectHide the "Skip" Button to prevent parents from using this option.
15. SelectHide the "No" Button to prevent parents from using this option.

ParentVUE And StudentVUE Configuration Screen, AcknowledgementsTab

16. ClickSave.
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Making Storage Available

Make storage is available for document upload throughOnline Registration.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Enter a number for theDigital Locker Size Limit (in MB). Documents cannot exceed the
size listed.

3. ClickSave.

ParentVUEAnd StudentVUEConfiguration Screen
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Overriding Account Information
TheMyAccount tab cannot be used to update parent information to prevent adding conflicting
parent data in Synergy SIS and reverting the current parent data to older parent data.

Changing the Label Using Property Override

1. Navigate toSynergy SIS> System > Setup > Property Override.
2. Navigate toK12 > K12.PXP > PXPPublic > OEN_MyAccountInfoBoxMsg.
3. Enter the Label. This text overrides the current text on the Account Information page in OLR.

You can enter HTML code and the text displays accordingly.

PropertyOverride Screen

Online Registration, Account Information Screen
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My Account Tab

Parents only use theMyAccount tab in OLR to reset their password and view the login history.

1. Log in to OLR.
2. ClickMy Account.

The information displayed in the label next to helps parents navigate to
ParentVUE and update information there instead.

TheMyAccount tab in ParentVUE displays the original MyAccount
interface and the information can be updated fromParentVUE.

Online Registration, Account Information Screen

Customizing Parent Registration Options

Editing Messages in Online Registration

You can edit the default registrationmessage text available to parents on theMessages page of
ParentVUE.

DeselectSuppress OEN Message on the ParentVUE and StudentVUE
Configuration screen to use these options.

ParentVUEAnd StudentVUE Configuration Screen

1. Navigate to Synergy SIS > System > Setup > Property Override.
2. Navigate toK12 > K12.PXP > PXPPublic.
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3. Select one of the following properties:

l MsgOLRBeginRegistration –Message that appears for users beginning theOLR
process

l MsgOLRCheckRegistrationStatus –Message that appears for users checking the
status of their application

l MsgOLRCurrentlyOpen –Message sent to ParentVUE users informing them that
OLR is open

l MsgOLRResumeRegistration –Message that appears for users resuming an open
registration

4. Enter the new message in Label.

PropertyOverride Screen

5. Repeat this process for any other messages.
6. ClickSave.

Edupoint Proprietary and Confidential



Online Registration Guide
Chapter 7: ParentVUE Setup 217

Parent Registration Rights
The parent viewing options selected on the ParentVUE and StudentVUE Configuration screen
apply to online registration. A parent can view the Student, EmergencyContacts, and Parent data if
they do not have limited access.

SeeSynergy SIS – ParentVUE and StudentVUE Administrator Guide for
more information.

Parents with Registration Rights

Parents with full registration rights based on the selections on the ParentVUE and
StudentVUE Configuration screen and on theChildren tab have access to all Parent/Guardian
details, EmergencyContacts, and Student data.

Online Registration, StudentsScreen
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Parents with Limited Registration Rights

Parents with limited registration rights do not have access to the Parent, Student, and Emergency
Contacts data related to that student.

The student displays in the Students to exclude from section on the Students screen. Synergy SIS
also disables theView option.

Online Registration, StudentsScreen

Verify Security Relationship Attributes

Do not change parent/guardian security rights while the registration
process is active.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

2. Review theStudent Info Filter in the Student Information DisplayOptions section. This is
the security right required to view the student information in Online Registration.

ParentVUEAnd StudentVUEConfiguration Screen
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3. Review the option selected inEnable ParentVUE in Parent Relationship.
l DoNot Use ParentVUE Relationship Attribute (default) – Parentsmust haveContact
Allowed and Ed Rights selected to view information for the child in ParentVUE.

l Use ParentVUE Relationship Attribute – Parentsmust haveParentVUE andContact
Allowed to view information for a child in ParentVUE.

ParentVUEAnd Student VUEConfiguration Screen

4. ClickSave.
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Additional OLR Relationship Security

1. Navigate toSynergy SIS > Setup > Online Registration > Online Registration Setup.
2. Select theParent/Guardian tab.
3. Select the Relationship Security options to indicate which rights allow parents to view and edit

student information. These options are in addition to the ones selected on the ParentVUE and
StudentVUE Configuration screen.

Do not change parent/guardian security rights while the registration
process is active.

Only themost current record displays on the Parent/Guardian
Relationships screen if duplicate student/parent relationship records exist.
Any parental rights changesmade in OLR transfer on the Student screen
when the school accepts the registration, and Synergy SIS deletes the
older student/parent relationship records.

Online Registration Setup, RegistrationModulesTab

The above image displaysEducational Rights andHas Custody as
selected and they cannot bemodified. These options are selected on the
ParentVUE and StudentVUE Configuration screen.
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Parent/Guardian Relationships in OLR

The enrolling parent in OLR always has security rights to student information and has the
corresponding options automatically selected on theOnline Registration Setup screen on the
Parent/Guardian Relationships screen. Parents cannot modify their own options to prevent parents
from eliminating their own rights.

The Lives With option is automatically selected based on the Primary
Address for the student listed on the Student screen.

Online Registration, Parent/Guardian RelationshipsScreen

l Enrolling parentsmust select theRelationship for each Parent/Guardian listed and their
security rights for each student.

l Parent/Guardianswith the required Relationship Security rights only have access to that
student’s information and emergency contacts in OLR. These settings do not apply to student
information in ParentVUE.
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Verifying Reenrollment
The Verify Reenrollment process allows parents to skip the registration process by verifying existing
student registration.

You can only use theOnline Registration Verify Enrollment process in the
next school year after completing the New Year Rollover Process for the
new school year.

Youmust roll students into the new school year.

Youmust complete and enable Online Registration Setup for the next
school year.

The Verification Process is for existing students only and workswith the
followingEnrollment Options:

l Allow new enrollments and re-enrollments
l Do not allow new enrollments

Online Registration Setup

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. SelectVerification Process Enabled.

Online Registration Setup Screen

3. ClickSave.
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Online Registration – Verify Enrollment Process

Existing parents with students that have complete registration data skip the registrationmodules in
Online Registration and go directly to the Review/Submit screen to verify the registration. The parent
can go through themodules listed to edit data, clickReview to review and edit data, or selectVerify
and clickSubmit to verify enrollment.

Online Registration, Review/Submit Screen

Synergy SIS directs existing parents with students that have incomplete required registration data
through themodules in Online Registration to complete the necessary data. Once completed, the
parent submits their student registration.

Online Registration, Review/Submit Screen

TheNot Returning to District option displays on the Review/Submit screen if you have theShow
Student Not Returning Option enabled on the Demographicsmodule. Synergy SIS no-shows
the student with the date and summer withdrawl code assigned in Online Registration setup after
accepting this registration on the Registration Queue screen.

See Setting UpRegistrationModules for more information.

Online Registration, Review/Submit Screen
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Synergy SIS – Verification Process

Registrations with No Changes

Verified enrollments with no changesmade to the registration data display on theOEN Verification
List screen. No other process is necessary for these enrollments unless you want to change the
Current Enter Code.
TheOEN Verification List screen lists all students with enrollments verified throughOnline
Registration, Registration Queue, or Student screens.

The Total Verification List displays the verification count. The filter options
are not reflected in the count. Some processes such as accept or retract
may require you to refresh the screen to update the registration count.

1. Navigate toSynergy SIS > Online Registration > OEN Verification List.

OEN Verification List Screen

2. Modify theCurrent Enter Code, if needed.

Student Screen, Enrollment HistoryTab

3. ClickSave.
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Registrations with Changes

Registrations submitted with changesmade to registration data post to the Registration Queue
screen in Synergy SIS. The school/district assigned personnel review and process the data by
accepting or denying the registration. Accepted registrations post to the OEN Verification List.

Student Enrollment Verification

TheEnrollment tab on the Student screen indicates Enrollment Verification. You cannot manually
update the enrollment verification data. The information displayed depends on themethod used to
accept the registration.

l Registration accepted in Registration Queue:

l Verified Date displays the date the user accepted registration.
l Verified By displays the school/district personnel who accepted the registration.

l Enrollment verified and submitted throughOnline Registration:

l Verified Date displays the date the parent verified the enrollment throughOnline
Registration.

l Verified By displays the parent that logged in and verified the enrollment through
Online Registration.

l Enrollment verified by clickingVerify Enrollment on theEnrollment tab of the Student
screen:

l Verified Date displays the date the user verified enrollment.
l Verified By displays the school/district personnel who verified enrollment.
l Verified In Person indicates that the user verified enrollment in person.

Student Screen, Enrollment Tab
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Open Online Registration from Parent
Districts that haveOnline Registration can useOpen ParentVUE as Parent to open the parent's
OLR information.

1. Navigate toSynergy SIS > Parent > Parent.
2. Select theParentVUE tab.
3. ClickOpen ParentVUE as Parent.

Parent Screen, ParentVUETab

4. Select theRegistration tab or theOnline Registration tab in ParentVUE.

ParentVUE1.0 Screen, Registration Tab

ParentVUE2.0 Screen, Online Registration Tab
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You can view and edit the parent's OLR information.

Online Registration, StudentsScreen
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Using Mobile Devices for Online Registration
Registration using iOS and Androidmobile devices, including cell phones and tablet computers, is
user-friendly. Thismay also affect desktop computers, particularly when the screen size is reduced
to less than 1000 pixels wide.

Youmust have theminimum versions for ParentVUE and StudentVUE
applications.

l ParentVUE – Version 5.3.11
l StudentVUE – Version 5.3.12

OLR Menu Icon

When the screen width of a device is less than 1000 pixels, usually with mobile devices unless it is a
tablet held in landscapemode, the OLR menu usually displayed on the left side of the screen is
replaced with a three-bar icon on the top left of the screen. Tapping on the icon opens themenu.

Online Registration HomeScreen
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1. Log in to OLR.

2. Click .

Online Registration HomeScreen

This screen displays the OLR menu on the left side of the screen without
the icon when the width is greater than 1000 pixels on a tablet
computer in landscapemode.

Progress Bar

There is no progress bar shown at the top of the pages in OLR when the screen width of a device is
less than 1000 pixels.

l With the progress bar

Online Registration, Parent/Guardian Screen
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l Without the progress bar

Online Registration, Parent/Guardian Screen

No Documents Page Displayed

TheDocuments page does not display in OLR when there are no documents to upload. The
Document Upload option displays in OLR when theDemographics ContinuedPage is included for
theDemographicsModule in the Student-Specific Enrollment Modules section as a proof of birth is
required. The Documents page does not display in OLR when this page is not included, and no
document in the Non-Student Enrollment Modules can be uploaded.

This is not device-dependent.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Select the Registration Modules tab.
3. Select theDemographicsModule in the Student-Specific Enrollment Modules section.
4. ClickShow Detail.
5. Select thePages tab.
6. Click X for theDemographics ContinuedPage if it exists, to ensure that it is not included.

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PagesTab

7. ClickSave.
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Theremay not be any documents to upload in the FamilyModule in OLR. But if theDo not show
document upload prompts option in the Documents section is selected, the upload prompts
definitely do not display.

1. Select the FamilyModule in the Non-Student Enrollment Modules section.
2. ClickShow Detail.
3. SelectDo not show document upload prompts.
4. ClickSave.

Online Registration Setup Screen, RegistrationModulesTab, Non-Student Enrollment ModulesDetail

Copyright 2015-2019 Edupoint Educational Systems, LLC



232 Online Registration Guide
Chapter 7: ParentVUE Setup

Removed Phone Number of Emergency Contacts from Emergency
Contact Order Page

The phone numbers of the emergency contacts no longer display on the EmergencyContact Order
page.

This is not device-dependent.

Online Registration, StudentsEmergencyContact Order Screen

Default Language Survey Page

When theReset Registration Modules to Default Settingsmenu option is selected, theAZ
Language Survey page is selected as the default page for the Language SurveyModule for Arizona
districts. For all other states, the Language Survey is the default page.

This is not device-dependent.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. SelectReset RegistrationModules toDefault Settings from theMenu.

Online Registration Setup Screen

3. Select theRegistration Modules tab.
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4. Select the Language SurveyModule in the Student-Specific Enrollment Modules section.
5. ClickShow Detail.
6. Select thePages tab.

l For all AZ districts

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PagesTab

l For all non-AZ districts

Online Registration Setup Screen, RegistrationModulesTab, Student-SpecificEnrollment ModulesDetail, PagesTab
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Registration Queue Setup

Setting Review-Only Mode

You can set the Registration Queue to Review-OnlyMode for all users.

This option hides the Accept and Deny Actions in the Registration Queue,
allowing only review of registrations.

This option affects the Registration Queue for all school years.

1. Navigate toSynergy SIS > System > Setup > District Setup.
2. Select theSystem tab.
3. SelectReview-Only Mode in the Registration Queue section.

District Setup Screen, System Tab

4. ClickSave.

Registration Queue Screen
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Prevent Acceptance for Inactive Students

You can stop users from accepting online registrations for inactive students in the Online
Registration (OLR) school year. This option prevents the creation of an enrollment record for a
student that is not returning in that school year.

This option only affects students in the Registration Queue that previously
no-showed or are not active in the current OLR school year. Students with
enrollment records in the school year process normally.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. SelectDo not allow accept, do not email parent on deny forAction to perform when

student is not active in the OLR year.

Online Registration Setup Screen

3. ClickSave.
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An error message generates indicating that the student is inactive and the registration cannot be
completed when accepting the student on the Registration Queue screen. The registration remains
in the queue.

Job DetailsWindow

Select theHistory tab and view the record after denying the registration for a student. Click the
Office Comment link to view theComment that has (Student is not active in the registration year
and could not be accepted. No email was sent to the parent.) added to the end of the entry.

Registration Note Screen

Copyright 2015-2019 Edupoint Educational Systems, LLC



238 Online Registration Guide
Chapter 8: Managing Online Registration

Managing the Registration Queue
The user group designated as enrollment management uses the Registration Queue screen. They
are notified of a new registration application and control the approval of new student enrollment at a
given school. The screen has two tabs:

l TheRegistrations tab displays all the submitted online registration requests waiting for
processing.

l TheHistory tab provides a list of processed online registration applications for that given
year.

You can use theQuery screen to access data for submitted registrations
using theProgressData field of theK12.PXP.PXPOENProgressStudent
business object. TheStatus value determines if the data is for
registrationsWaiting in a registration queue, or for processed registrations
that areAccepted orDenied.

See theSynergy SIS –Query and Reporting Guide for more information
on running queries.

Viewing the Registrations Tab

1. Navigate toSynergy SIS > Online Registration > Registration Queue.

You can sort registration by certain values, such asRegistration
Date andGrade.
The Total Pending Registrations displays the pending registration
count. The filter options are not reflected in the count. Some
processes such as accept or retract may require you to refresh the
screen to update the registration count.

Registration Queue Screen

2. Review the registration information.

l Click to email the parent who completed the registration application directly from the
Parent Email column.
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l In the Boundary column:

l – Indicates the student home address is within the boundary of the school

l – Indicates the student’s home address is within the district boundary, but is
outside of the school boundary

l Blank – Indicates the student’s home address is outside of the district and school
boundary

l Registration Notes:

a. SelectEnter a Note to enter a note concerning the student’s registration. The
Registration Note screen displayswith two tabs.

l Use theOffice Comment tab to save in the Office Comment column on
the History tab.

l Use theRegistration Note tab to save in the Note column on the
Registrations tab.  

b. ClickSave. The registration note saves in the student registration.

These notes are for the Registration Queue and are not saved
to the student record, shared with other schools, or included in
parent emails.

TheNote remainswith the student registration record when
moved to theHistory tab after the student registration is
accepted or denied.

TheOffice Comment on the Registration Denial Confirmation
window saves on the History tab when denying a student
registration.

Click the link, delete the text, and clickSave to clear theOffice
Comment orNote.

l Registration Flags indicate that this enrollment contains information for review by the
user group designated for that area. For instance, the health office staff would review
health issues or the vice-principal might review discipline issues. Hover over the icon to
display amessage.

l Disc – Indicates that the student has a discipline incident in their history
l ELL – Indicates that the student has an ELL program in their history
l Health – Indicates that the student has a health condition
l SE – Indicates that the student has Special Education needs
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l Reenroll – Indicates that the student is reenrolling

l – Indicates the student was previously enrolled in the current school.
Hover over the icon to view the school year and school.

l – Indicates the student was previously enrolled in a different school.
Hover over the icon to view the school year and school.

l – Indicates a student not returning. ClickAccept to process the
student enrollment, which no-shows the student with the date and
summer withdrawal code selected in the Online Registration Setup.

l Duplicate – Indicates that the student might be a duplicate. See Finding
Duplicates.

l Documents – The left column indicates that you can download attached
documents. The right column indicates that documents will be delivered to the
school. See Viewing Uploaded Documents.

l Changes – The left column indicates that a normal change wasmade to the
student's application. The right column indicates that a critical change wasmade
to the student's application. See Viewing Changes and Critical Changes.

Registration Queue Screen, RegistrationsTab

3. Select an Action toReview, Find,Accept, orDeny the registration.

Your district selected Review-OnlyMode or modified your
permissions ifReview is the only action displayed here.
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Viewing Uploaded Documents

You can view uploaded documents on both the Registration Queue screen and when reviewing the
student's OLR application.

Viewing Documents in the Registration Queue

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. Select a registration with document flags and clickShow Detail.

Registration Queue Screen

3. Review the documentation information:

l Uploaded Documents – Includes the documents uploaded fromOLR by the
parent/guardian

TheNew option in the Uploaded Documents section indicates
it is the first time the parent/guardian uploaded the document
with this student registration, instead of the document
displaying due to re-enrollment.
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l Documents to be Delivered – Includes the documents the parent/guardian will hand-
deliver

Registration Queue Screen

4. Click theDownload icon in the Uploaded Documents section to open the document.

Viewing Documents in OLR

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. ClickReview to view a registration. The Review/Submit screen in OLR displays.

Registration Queue Screen

3. SelectDocuments.
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4. Review the documentation information:

l Click the link under theDocument Type to download the document uploaded by the
parent/guardian.

The uploaded documents display in theDocuments tab of
the Student screen after accepting the registration. See
Viewing Data Imported fromOnline Registration for more
information.

Online Registration, DocumentsScreen

l Documents with I will deliver a hard copy to the school instead of uploading it
indicate a document that the parent/guardian will deliver.

Online Registration, DocumentsScreen
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Viewing Changes and Critical Changes

You can view theChanges flags in the Registrations Flags section. TheChanges column displays
aChange flag for any of the following:

l TheChange flag only displays for changes to existing parent Demographics, HomeAddress,
Mail Address, Contact Information, and Relationship Rights.

l TheChange flag displays for new parents added to or existing parents removed from existing
students.

TheChanges column displays aCritical Change flag for any of the following:

l Changes to parent/guardian names
l Changes to student names

The Changes and Critical Change flags do not display for parents of
new students.

Registration changesmight require review by school staff before
you can accept the application depending on your school's settings.
See Enabling Administrator Review for more information.

The following example displays hovering over a normalChange:

Registration Queue Screen
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The following example displayswhen you hover over aCritical Change:

Registration Queue Screen

Recalculate Tool Tips Registration Flags

You only need to recalculate registration flagswhen you usedOLR in the past and the tool tips are
missing or do not contain information about what changed for the student.

Schools using OLR for the first time do not need to run this process. This process only needs to run
once and updates the Registration Queue for all schools within the focus year.

1. Navigate toSynergy SIS > Online Registration > Setup > Online Registration Setup.
2. Verify the focus year is to theSchool Year andExtension to ensure you are at the correct

focus.

Online Registration Setup Screen

3. Navigate toSynergy SIS > Online Registration > Registration Queue.
4. SelectRecalculate Registration Flags from theMenu.

Registration Queue Screen
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A report displays at the end of the process indicating if the Change flagswere turned on or off.

Recalculate Registration FlagsOutput

Finding Duplicates

The student is a possible duplicate in the school district, based on the student's name and date of
birth when a Duplicate Registration Flag displays for a student.

Registration Queue Screen
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TheRegistration Queue Duplicates screen can help you determine if the registering student is a
duplicate.

1. ClickFind in theActions column to open the Registration Queue Duplicates screen.

Registration Queue DuplicatesScreen

2. Compare theName,Birth Date,Grade, andAddress in the Registering Student
Information section to those in the Students with Matching Data section. Synergy SIS pulls
this information fromOnline Registration.

l The results in the Students with Matching Data section are the same results received
using the Student Add screen. It searches the entire school district database for active
and inactive students whomeet the search criteria.

l Click in theView column to open the Student screen.

You can edit the Last Name, First Name,Middle Name,Birth
Date, andPerm ID and clickFind to view other search results in the
Search Criteria section.

3. Change theEnter Date, Enter Code, or FTE values, if desired, in the Accepted Enrollment
Options section. Synergy SIS pulls these values from the Registration Queue. Changing the
data for these fields on this screen does not affect the options in the Registration Queue.
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4. ClickReview,Accept, orDeny in the Accepted Enrollment Options section.

l Review opens theOnline Registration Review/Submit screen to review the
registration.

l Accept starts the Online Registration Accept process.
l Deny opens the Registration Denial Confirmation screen. Select theDenial Reason
and additional information.

l ClickSave to continue the denial process.
l ClickCancel to cancel and close the screen.

Reviewing Online Registrations

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. ClickReview in the Actions column of the application you wish to review in the Registrations

waiting to be processed section.

Registration Queue

3. ClickReview in the Review/Submit screen to display the student's information.

Online Registration, Review/Submit Screen
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4. Review the application.

Online Registration, Review/Submit Screen

l Set Show Changes toON to highlight the changesmade to the student record for
reenrolling or returning students in yellow. Also, when hovering over the highlighted
field, a tooltip showswhat the previous information was and that the enrolling parent
changed the value.

l ClickPrevious Change orNext Change to navigate through the changes.
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In the following example, the tooltip shows that there was no
previous valuemapped from the Student screen and theMiddle
Namewas added by the enrolling parent.

Online Registration, Review/Submit Screen

Hovering over the highlighted Preferred language for written
materials field shows that the previous value fromSynergy SIS
wasEnglish and the enrolling parent changed it to the present
value.

Online Registration, Review/Submit Screen

l The row highlights in red when removed and displays the tooltip message, 'The entry
was removed' and the enrolling parent whomade the last change.

Online Registration, Review/Submit Screen
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l Changesmade to Parents/Guardians, EmergencyContacts, and Students display
highlighted for visibility.

l Existing individuals highlight in brown.

Online Registration, Parent/Guardian Screen

l Added individuals highlight in green.

Online Registration, Student Screen

l Deleted individuals highlight in red.

Online Registration, Student Screen

5. ClickEdit to modify the information.

Synergy SIS logs changesmade to anOLR application in the
Changeswaiting to be processed section on theEmail Queue tab
and in the Processed Changes section on theChanges History tab.

Registration Queue Screen, RegistrationsWaiting To Be Processed Detail

Synergy SIS deletes the log entries in Changeswaiting to be
processed when sending the email notification that includes the
application changes.
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6. The registrar can change and save values in the internal use only fields for the district/school
records for internal use without Synergy SIS notifying the parent/guardian. Synergy SIS
saves the values to the Student and Parent recordswhen you accept the application.

l The highlighted fields with tooltips display when the Registrar reviews the registration in
the Registration Queue if theShow Changes is set toON. Any changes or additions
made by the Registrar highlight in blue and the tooltip attributes the last change to the
Registrar. The history of changes display in the tooltip, including the original value from
Synergy SIS, the changemade by the enrolling parent, and the changemade by the
Registrar. For example:

l When a value is added to a field that previously had no value, it highlights in blue
and the tooltip states: No previous value, this is a new entry and shows the last
change asmade by the Registrar.

l The example below shows that if the Registrar makes a change to a field that
already had a value in Synergy SIS that was not changed by the enrolling parent,
the tooltip gives the Previous Value and indicates the Registrar made the last
change.

Online Registration, Review/Submit Screen

l In the example below, the changemade to thePreferred language for written
materials field by the Registrar was preceded by a change from the enrolling
parent. The field highlights in blue, indicating the Registrar made a change and
the tooltip gives the history of the prior values. The Previous Value is the original
value fromSynergy SIS (English), the enrolling parent changed it to
Czechoslovakian, and the current value on the screen is from the Registrar.

Online Registration, Review/Submit Screen
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l In the following example, theWork Phone number was added by the enrolling
parent and highlights in yellow, the Extension was added by the Registrar and
highlights in blue, the Cell Phone is white, whichmeans it displays fromSynergy
SIS, theMobile Phone was added by the Registrar and highlights in blue, and the
tooltip of the HomePhone indicates it was removed by the Registrar and
highlights in red.

Online Registration, Review/Submit Screen

When any field in an address is changed, all of the fields associated
with the address are highlighted.

When a registration that is pending in the Registration Queue is
reactivated on theOnline Registration tab of the Parent screen, all
of the changesmade by the enrolling parent and the Registrar show
asmade by the enrolling parent when the registration returns to
OLR. All of the changes highlight in yellow, even thosemade by the
Registrar, and the tooltips attribute the Registrar's changes to the
enrolling parent.

7. ClickPrint to print the record.
8. Click Done.
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Accepting Online Registrations

Synergy SIS validates all of the information entered in themodules for the
pending registration when you accept a registration. An error message
displays that indentifies themodules needing correction if incomplete
information exists in one or more locations.

Job DetailsWindow

You can selectDisable validation on accept on the District Setup
screen.

District Setup Screen, System Tab

Users can accept pending registrations in the Registration Queue that have
custom student documents attached to the student registration. These
documents display on theDocuments tab of the Student screen.

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. Select anEnter Date, Enter Code, and optional FTE.
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3. Enter aNote that displays on the student'sRegistration tab, if necessary.

Registration Queue Screen

4. ClickAccept. A confirmation webmessage displays.

Registration Queue Screen

5. ClickOK. TheHistory tab displays the status of the online registration application.

Registration Queue Screen, HistoryTab
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Denying Online Registrations

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. ClickDeny. The Registration Denial Confirmation screen displays.

Registration DenialScreen

3. Select theDenial Reason.
4. Enter anOffice Comment that displays on theHistory tab, if necessary.
5. Select the next school to receive the registration request from the list. Leave it blank if

no school exists.

This field displays if:

l This is the last school the parent selected and the previous
schools were denied.

l You selected the district optionAllow Registration Queue
to override the school to receive the registration
request if denying the enrollment request, and there
are no additional requested schools during setup. See
Enrollment Management.

6. ClickSave.
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Retracting a Denied Registration

Retract is an option that allows the school to rescind the denied registration and place the student
back into the Registration Queue with the status ofWaiting.

l The student registrationmoves from theHistory tab back to theRegistrations tab.
l Parents receive an email indicating that the retraction process completed for their student.
l The parents see the student registration Status changed fromDenied toWaiting in Online
Registration.

Accept overridesRetract when executing theAccept andRetract
options at the same time.

1. Navigate toSynergy SIS > Online Registration > Registration Queue.
2. Select theHistory tab.
3. ClickRetract in theActions column in the Registrationswaiting to be processed section. A

confirmation window displays.

l ClickNo to cancel the process. No further action required.
l ClickYes to activate the retract process to retract the denied registration. The
Registration Retract Confirmation window displays.

a. Enter aNote that appends to the Note in the student’sRegistration tab, if
needed.

This note does not append to the parent email.

b. Select theRetract Reason Email from the list.
c. ClickSave. The student moves to a status ofWaiting.

Registration Retract ConfirmationWindow
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History Tab

TheHistory tab provides a list of online registration applications that have been processed, along
with theRegistering Parent Name that submitted the application.

The Total Processed Registrations displays the processed registration
count. The filter options are not reflected in the count. Some processes
such as accept or retract may require you to refresh the screen to update
the registration count.

Registration Queue Screen, HistoryTab

l ClickRetract to rescind a denied registration.
l ClickReview to review and print the registration.
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Reviewing Registrations
The user groups selected for online registration records use the Review Registrations screen to
review registrations after accepting a student at a given school.

Navigate toSynergy SIS > Online Registration > Review Registrations.

Students Tab

TheStudents tab provides the list of the students pending review.

The Total Pending Students For FocusedModule displays the pending
registration count. The filter options are not reflected in the count. Some
processes such as accept or retract may require you to refresh the screen
to update the registration count.

Review RegistrationsScreen

l Filter the list by selecting aModule from the list.

l Click in theStudent column to open the Student screen for details on the enrollment
information.

l Click in theApproved column tomove the student to theHistory tab.
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History Tab

TheHistory tab provides a list of reviewed and approved online enrollment applications.

The Total History For FocusedModule displays the history registration
count. The filter options are not reflected in the count. Some processes
such as accept or retract may require you to refresh the screen to update
the registration count.

Review Registrations, HistoryTab

l Filter the list by selecting aModule from the list.

l Click in theStudent column to open the Student screen for details on the enrollment
information.

l Click in theApproved column tomove the student to theStudents tab.
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Parent Screen

You can review the registration status for submitted student registrations on theOnline
Registration tab of the Parent screen.
Navigate toSynergy SIS > Parent > Parent.

Parent Screen, Online Registration Tab
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Refreshing All Modules

You can refresh all modules and correct prior issues on the Review Registrations screen. This only
needs to be processed once.

1. Navigate toSynergy SIS > Online Registration > Review Registrations.
2. SelectRefresh All Modules from theMenu.

Review RegistrationsScreen

TheModule column indicateswhat condition is assigned to themodule in
Online Registration Setup.

Review RegistrationsScreen

Online Registration Screen, RegistrationModulesTab
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Comparing Emergency Contacts
EmergencyContacts of siblings are automatically compared in Online Registration (OLR) to identify
contacts that are probably the same person to reduce duplication on the Emergency screen.

The contact no longer showswhen reviewed from the Registration Queue
if parents selectNo Relationship for an emergency contact listed for the
student.

Synergy SIS considers emergency contacts to be the same person when the First Name, Last
Name, and first/best phone number are identical on theEmergency tab of the Student screen. The
first/best phone number of a student emergency contact is the first of the following to have a value:

1. Mobile Phone
2. Home Phone
3. Work Phone

The emergency contact displays only once on the Emergency screen for both students. The
information associated with the sibling emergency contactsmerges in OLR when it identifies sibling
emergency contacts as being the same person. Emergency contact information is defined as being
in one of the following Property Groups:

l First Name
l Last Name
l Gender
l Language
l Mobile Phone,Mobile Phone Accept Text
l Home Phone,Home Phone Extn,Home Phone Accept Text
l Work Phone,Work Phone Extn,Work Phone Accept Text
l Other Phone,Other Phone Extn,Other Phone Type,Other Phone Accept Text
l Address,City, State, Zip Code

OLR combines the information from the other property groups for the two sibling emergency
contacts. When only one sibling emergency contact contains information in fields associated with a
property group, that information populates the OLR emergency contact. Themost current
information of the two sibling emergency contact records populates the OLR emergency contact
when both sibling emergency contacts contain information in fields associated with a property group.

Parents can edit the information of each emergency contact to ensure that
the data is correct after combining.
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The EmergencyContact information entered in OLR updates to the corresponding fields on the
Demographics tab of the Student screen after accepting a student registration.
Example:

Christopher Johnson displays as an emergency contact for both Jane Aaron and Ian Aaron on the
Emergency tab of the Student screen.

l Jane Aaron's emergency contactChristopher Johnson displays anAddress andWork
Phone Extn.

Student Screen, EmergencyTab, EmergencyContactsDetail
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l Ian Aaron's emergency contactChristopher Johnson displays a Language andMobile
Phone.

Student Screen, EmergencyTab, EmergencyContactsDetail

l TheMobile Phone is not listed for Jane Aaron's contact, but theHome Phone is listed for
both Jane Aaron and Ian Aaron's contact ofChristopher Johnson.
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l Since both the name and best phone number match, OLR combines the two separate
contacts into one person on the Emergency screen.

Online Registration, EmergencyScreen

Online Registration, EmergencyScreen
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Online Registration, EmergencyScreen

l After submitting and accepting the online registration for both students, the information
combines and displays the Language,Address,Work Phone Extn, andMobile Phone for
the contact listed on theEmergency tab for both students.

Student Screen, EmergencyTab, EmergencyContactsDetail
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Viewing Registrations on the Parent Tab
You can view all current, pending, and previous registrations on theOnline Registration tab of the
Parent screen. You can view errors that the parent receiveswhile completing a registration, restart a
registration in progress, and review submitted registration information.

Parent Screen, Online Registration Tab

Managing Registrations

In-Progress Registrations

The In-ProgressRegistrations section contains registrations currently in progress by the enrolling
parent/guardian. There is one row per registration process. Synergy SIS removes the current
registration from the section once the registration is submitted.

l You can view a sample of the error in the In-ProgressRegistrations section if an enrolling
parent/guardian receives an error during the registration process. This information helps in
assisting with the error.

Parent Screen, Online Registration Tab
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l Synergy SIS removes it completely, requiring the enrolling parent/guardian to sign back into
OLR and start over with the registration process starting with the selection of the school year if
you delete an In-ProgressRegistration.

Parent Screen, Online Registration Tab

l ClickingRestart Registration keeps the in-progress registration in place for the school year.
The enrolling parent/guardian starts at the beginning of the school year registration when
logging back into OLR.

ConfirmWindow

Pending Registrations

Registrations submitted to the Registration Queue are listed in the Pending Registrations section.
Students display in individual lines in the section. Synergy SIS removes the pending registration
from the section once you accept or deny the registration.

l ClickReview on a registration in the Pending Registrations or PreviousRegistrations section
to review the student's application. This is the same information that displayswhen reviewing
applications on the Registration Queue screen.

Parent Screen, Online Registration Tab
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l ClickReactivate Registration to remove the pending registrations from the Registration
Queue. All student registrations related to that one registration application reactivate. The
enrolling parent/guardian can then log in to OLR to view/edit and resubmit the registrations.

Parent Screen, Online Registration Tab

l Students with registrations accepted prior to reactivating remain enrolled in that school.
However, they display as duplicate recordswhen the enrolling parent/guardian resubmits the
registration.

l Registrations denied prior to the reactivation roll back to Review status in OLR. Synergy SIS
removes the denied registration and the parent can resubmit it.

ConfirmWindow
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l The Pending Registrations and PreviousRegistrations sections contain the parent's
electronicSignature information, including theDate the parent provided an electronic
signature and the parent's IP Address. This information is view-only.

Parent Screen, Online Registration Tab

Viewing Data Imported from Online Registration
Synergy SIS automatically imports data entered by parents and guardians in OLR to specific
screens after accepting the student's application.

Viewing Documents on the Student Screen

All documents associated with the student display on theDocuments tab of the Student screen
after you accept the registration. Both the original document and the translated version are available
if parents uploaded any translated documents.

1. Navigate toSynergy SIS > Student > Student.
2. Select theDocuments tab.

Student Screen, DocumentsTab
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Viewing Parent Record Information

The Parent screen contains information imported fromOnline Registration.

1. Navigate toSynergy SIS > Parent > Parent.
2. Select theParentVUE tab.

l During re-enrollment, the parent/guardian Email Address on theOLR Demographics
screen populates the Email Address value from theDemographics tab on the Parent
screen. The email populates from the first available email address on theParentVUE
tab of the Parent screen if that field is blank.

l The date and time a user created a Parent record displays inDate Activation Key
Used on theParentVUE tab. If theActivated via Online Registration option
displays as enabled indicates that a user created the parent record using OLR.

Parent Screen, ParentVUETab
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Viewing Student School Attended History

Information entered on the Previous Schools Attended screen in OLR displays in the Previous
Schools FromOnline Enrollment section of the Student School Attended History screen. You can
edit this data after the import completes.

Navigate toSynergy SIS > Course History > Student School Attended History.

Student SchoolAttended HistoryScreen
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Security Overview
The PAD Security screen (Synergy SIS > System > Security > PAD Security) and the Security
Definition screen (Synergy SIS > System > Security > Security Definition) define security for
each of the screens discussed in this guide. This section outlines the security location for each of the
screenswithin Security Definition.

Edupoint recommends that users only secure reports through PAD
Security instead of the Security Definition screen.

See theSynergy SIS – Security Administrator Guide for more details
regarding security definitions.
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Online Registration Security

ParentVUE User

Change settings on theUser Property Access tab for the ParentVUE user to change what a parent sees on the screen.
Screen/Page Section Field Security Node Property Access Setting

Emergency N/A In Progress K12.OnlineEnrollmentInfo.Setup.OENYear EmergencyInProgressButton When set toNone, the
user cannot continue to
the next module without
clickingEdit to complete
all required data before
continuing.

Mobile Number K12.OnlineEnrollmentInfo.Setup.OENYear
StudentModuleEmergency

ContactPhoneMobile When set toNone,
prevent parents from
entering amobile
number asan
EmergencyContact
number

Gender

Address

Language

K12.OnlineEnrollmentInfo.Setup.OENYear
ModuleEmergency

AllAddressFields When set toNone, hides
the EmergencyContact
Demographic fields

Family N/A Add K12.OnlineEnrollmentInfo.Setup.OENYear ParentAddButton When set toNone, the
button is hidden

Delete K12.OnlineEnrollmentInfo.Setup.OENYear ParentDeleteButton When set toNone, the
button is hidden

HomeAddress

Mail Address

K12.OnlineEnrollmentInfo.Setup.OEN
YearModuleFamily

HomeAddress

MailAddress

If used, set toView for
reenrolling students only

HomeAddress Type to find an
address

K12.OnlineEnrollmentInfo.Setup.OENYear AddrAutocomplete When set toNone, the
field is hidden
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Screen/Page Section Field Security Node Property Access Setting
Parent/Guardian N/A HomeAddress

Mail Address

WorkAddress

K12.OnlineEnrollmentInfo.Setup.OENYearModule HomeAddress

MailAddress

WorkAddress

If used, set toView for
reenrolling students only

In Progress K12.OnlineEnrollmentInfo.Setup.OENYear ParentInProgressButton When set toNone, the
user cannot continue to
the next module without
clickingEdit to complete
all required data before
continuing.

Phone Numbers Add

Delete

Revelation.RevPersonPhone Parent When set toUpdate, the
parent can edit the field

When toAdd, the parent
add a line for phone
numbers.

When toDelete, the
parent can delete the
line for phone numbers.

Student N/A Birth Place K12.OnlineEnrollmentInfo.Setup.OENYear
StudentModuleDemographics

BirthPlace When set toNone, the
field is hidden

Delete K12.OnlineEnrollmentInfo.Setup.OENYear StudentDeleteButton When set toNone, the
button is hidden

FamilyCode K12.OnlineEnrollmentInfo.Setup.OENYear
StudentModuleDemographics

FamilyCode When set toNone, the
field is hidden

FRM K12.OnlineEnrollmentInfo.Setup.OENYear
StudentModuleDemographics

EligibleForFreeReduceMeals When set toNone, the
field is hidden

In Progress K12.OnlineEnrollmentInfo.Setup.OENYear StudentInProgressButton When set toNone, the
user cannot continue to
the next module without
clickingEdit to complete
all required data before
continuing.

Include/Exclude K12.OnlineEnrollmentInfo.Setup.OENYear StudentIncludeExcludeButtons When set toNone, the
buttonsare hidden

MonthsNon-
USSchool
Attendance

K12.OnlineEnrollmentInfo >Setup >
OENYearStudentModuleDemographics

MonthsNonUsAttendance When set toNone, the
field is hidden
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Screen/Page Section Field Security Node Property Access Setting
Student –

Information Release
N/A MilitaryOpt Out K12.OnlineEnrollmentInfo.Setup.OENYear

StudentModuleInfoRelease
OptOutMilitary When set toNone, hides

the option

Transportation N/A All K12.OnlineEnrollmentInfo.Setup.OENYear
StudentModuleTransportation

All When set toNone, the
fields are hidden

School or District Users

Change settings for the user/user groups to change what a school or district user sees.
Screen/Page Section Field Security Node Property Access Setting

Parent In-Progress
Registrations

Delete column K12.PXP.PXPOENProgress Delete WhenDelete is set to
No, hides theDelete
option.

Registration Queue RegistrationsWaiting
to be processed

Registration
Flag Columns

K12.PXP.PXPOENProgressStudent NoticeCriticalChanges

NoticeDiscipline

NoticeDocHardCopy

NoticeDuplicate

NoticeEll

NoticeGradeLvl

NoticeHealth

NoticeNewDocUpload

NoticeParentChanges

NoticeReenrollNoticeSE

When set toNone, the
columnsare hidden

Registration Queue
Duplicates

Studentswith
Matching Data

All K12.OnlineEnrollmentInfo.Setup.RegQueue
DuplicateGrid

When set toNone, the
grid is hidden
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More Security Definitions

Hiding the Condition Snapshot

1. Click on the Title Bar.
2. Verify that Show Snapshot Views is selected inOptions.
3. Navigate toSynergy SIS > System > Security > Security Definition.
4. Navigate toK12 > OnlineEnrollmentInfo > Setup > OENYearCondition.
5. Select theSnapshot Configuration tab.
6. Remove the selection ofOnline Registration Condition Snapshot (K12.OnlineEnrollmentInfo)

fromSnapshot View.

SecurityDefinition Screen, Snapshot Configuration Tab

7. ClickSave.
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Hiding Buttons in OLR Student Health Module

Setting Up User to Model BO Security

Youmust select a User to model BO security on the ParentVUE and
StudentVUE Configuration screen and add that user toUser Property
Access on the Security Definition screen to secure theAdd andDelete
buttons in Security Definition.

1. Navigate toSynergy SIS > System > ParentVUE > ParentVUE and StudentVUE
Configuration.

a. Click and locate a user inUser to model BO security.
b. ClickSave.

ParentVUEAnd StudentVUEConfiguration Screen

2. Navigate toSynergy SIS > System > Security > Security Definition.
a. Navigate toK12 > OnlineEnrollmentInfo > Setup >

OENYearStudentModuleHealthInfo.
b. Select theUser Property Access tab.
c. ClickAdd in the Permissions section.
d. Locate theUser Name selected inUser to model BO security.

SecurityDefinition Screen, User PropertyTab

e. ClickSave.
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Hiding the Add New Condition and/or Delete Button in OLR

TheAdd New Condition andDelete buttons on the Students Health
screen in OLR can be shown or hidden independent of each other as they
have separate properties.

TheDelete button displays for any condition added during the current OLR
session.

Online Registration, StudentsHealth Screen

1. Navigate toSynergy SIS > System > Security > Security Definition.
2. Navigate toK12 > OnlineEnrollmentInfo > Setup >

OENYearStudentModuleHealthInfo.
3. Select theUser Property Access tab.
4. Select the user and clickShow Detail.
5. SelectNone forHealthConditionAddButton.
6. SelectNone forHealthConditionDeleteButton.

SecurityDefinition Screen, BusinessObject Detail, User PropertyAccessTab, Permission Detail

7. ClickSave.
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Online Registration Screen, StudentsHealth Condition Screen

Hiding the Add New School/Home Medication and/or Delete Buttons in OLR

The school and homemedication cannot be shown or hidden
independently as they share the same property.

TheDelete button displays for anymedication added during the current
OLR session.

Online Registration, StudentsHealth MedicationsScreen

1. Navigate toSynergy SIS > System > Security > Security Definition.
2. Navigate toK12 > OnlineEnrollmentInfo > Setup >

OENYearStudentModuleHealthInfo.
3. Select theUser Property Access tab.
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4. Select the user and clickShow Detail.
5. SelectNone forMedicalAddButton.
6. SelectNone forMedicalDeleteButton.

SecurityDefinition Screen, BusinessObject Detail, User PropertyAccessTab, Permission Detail

7. ClickSave.

Online Registration, StudentsHealth Medication Screen
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PAD Security

Verify Enrollment Security

You can prevent theVerify Enrollment option from displaying on theEnrollment tab through PAD
Security.

1. Navigate toSynergy SIS > System > Security > PAD Security.
2. Navigate toSynergy SIS > Student > Student. The security access forK12.Student

displays.
3. ClickShow Detail.

PAD SecurityScreen

4. SelectNo forAccess next to…Verify Enrollment (Button) in the Tab Access section.

PAD SecurityScreen, AccessDetail

5. ClickSave.
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Online Registration Tab Security

You can hide theOnline Registration tab on the Parent screen or hide options in the In-Progress
Registrations and Pending Registrations sections.

Hide the Online Registration Tab from the Parent Screen

1. Navigate toSynergy SIS > System > Security > PAD Security.
2. Navigate toSynergy SIS > Parent > Parent in the Product Access definition Security tree.
3. Select theUser Group Name to hide the tab from.
4. ClickShow Detail.
5. SelectNo in the Access column for Tab: Online Registration.

PAD SecurityScreen, AccessDetail

6. ClickSave.
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Hide the Reactivate Registration Button from the In-Progress Registrations
Section

1. Navigate toSynergy SIS > System > Security > PAD Security.
2. Navigate toSynergy SIS > Parent > Parent in the Product AccessDefinition Security tree.
3. Select theUser Group Name to hide the option from.
4. ClickShow Detail.
5. SelectNo in theAccess column forReactivate Registration (Button).

PAD SecurityScreen, AccessDetail

6. ClickSave.
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Hide the Restart Registration Button from the In-Progress Registrations Section

1. Navigate toSynergy SIS > System > Security > PAD Security.
2. Navigate toSynergy SIS > Parent > Parent in the Product AccessDefinition Security tree.
3. Select theUser Group Name to hide the option from.
4. ClickShow Detail.
5. SelectNo in theAccess column forRestart Registration (Button).

PAD SecurityScreen, AccessDetail

6. ClickSave.
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Hide Emergency Contact Demographic

You can hide EmergencyContact Demographic fields in Online Registration (OLR).

1. Navigate toSynergy SIS > System > Security > Security Definition.
2. Navigate toK12 > OnlineEnrollmentInfo > Setup > OENYearModuleEmergency.
3. Select theUser Property Access tab.
4. ClickAdd in the Permissions section.
5. Locate the user to modify.

This is the same user listed under User to model BOSecurity on the
ParentVUE and StudentVUE Configuration screen.

ParentVUEAnd StudentVUEConfiguration Screen

6. ClickShow Detail.
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7. SelectNone for theProperty/Update next to the fields you want hidden.
l Gender –DemographicsGender
l Address (Address, City, State, Zip Code) –AllAddressFields
l Language –DemographicsLanguage

SecurityDefinition Screen, User PropertyAccessTab, PermissionsDetail

8. ClickSave.
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