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OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

New Student Registration 
Welcome to Round Lake School District 116! If your family is new to the district, or your children are 

new students in the district, the following registration process allows you to enter all the required 

information for enrolling your children for success! 

To begin, please click on the yellow icon outlined in red below. 

 

 

 

 

 

 

 

 

The following message and links will appear. Click on the parent portal link to be redirected to the online 

registration process. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

1. If you wish to change your preferred language for the registration process, you may click on the 

English or Spanish options shown below to switch between the two. 

 

 

 

2. Enter the following information for the parent/guardian who will be completing the registration 

process: 

▪ First Name 

▪ Last Name 

▪ Email Address 

▪ Verify Email Address 

 

3. Answer whether any student being entered has previously attended this district. 

4. Enter the characters displayed in the CAPTCHA field.  

5. Then, click Begin Registration.  
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An email containing a link to the Online Registration portal will then be sent to the provided 

email address. Please use that link to begin.  

NOTE: The email will come from InfiniteCampus NoReply (icnoreply@rlas-116.org) and will be 

titled Welcome to Online Registration. 

6. Once you have arrived at the portal, please select your preferred language for the application. 

7. Enter your first name & last name for authorization.  

8. Then, click Submit. 

 

 

 

 

 

 

 

 

9. Review and gather the following information: 

▪ Household Information – Address, Phone Numbers, Proof of Residency, etc. 

▪ Parent Information – Work/Cell Phone numbers, email addresses, etc. 

▪ Student Information – Demographics, Health/Medication Information, etc. 

▪ Emergency Contact Information – Addresses, and Phone Numbers. 

 

10. When ready, click Begin Registration. 

NOTE: Please write down your application number circled in red below for future reference.  
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Student(s) Primary Household 
11. Add a primary phone number. 

12. Then, click Next. 

13. Enter the house number and first few letters of the street name, and a listing of addresses to 

select from will appear below. Select your address from the results, and the remaining fields will 

be filled.  

NOTE: If your address does not appear, you will not be able to continue with registration. Contact the 

Welcome Center as indicated on this screen. 

14. Then, click Next. 
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15. Check the box if the mailing address is the same as the home address.  

16. If not, enter the mailing address information as you entered your home address. 

17. Then, click Next. 

18.  
Review the different payment options and select the option that best reflects your situation 

from the drop-down list.  
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19. If you select Option 4: Pending Fee Waiver, you will be asked to enter your Medicaid Direct 

Certification number.  

a. If you do not have a Medicaid Direct Certification Number, please use the link to apply 

for a Fee Waiver application.  

*Please turn in the completed application to the Business Office at 884 W Nippersink Rd, Round Lake, IL 

60073, or email the form to Diana Aguilar at daguilar@rlas-116.org. 

20. 
Then, click Next. 
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21. Review the residency documentation requirements by clicking the link outlined in red. 

22. Upload your proof of residency documents.  

23. Then, click Next. 

24. Identify the number of individuals living the household. 

25. Then select the annual income option that best represents your yearly income based upon all 

members within your household.  
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Parent/Legal Guardian 
26. Enter demographic information for the primary guardian.  

27. Then, click Next. 

28. Enter contact information for the primary guardian. 

29. Then, click Save/Continue. 
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30. Click Add New Parent/Legal Guardian if you wish to add another Parent/Legal Guardian. 

31. When finished, click Save/Continue.  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

Emergency Contact 
NOTE: Although emergency contacts are not required, it is recommended to have an additional contact 

person in addition to the parent/legal guardian(s) in the event you can’t be reached. If you wish to 

continue without the addition of an emergency contact, click Save/Continue. 

32. Please review and make note of the areas outlined in red below.  

33. When ready, click Add New Emergency Contact. 

34. Enter demographic information for the emergency contact - please do not list a parent/guardian 

as an emergency contact as they will be listed as the primary & secondary contacts. 

35. Then, click Next. 
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36. Enter contact information for the emergency contact. 

37. Then, click Next. 

38. If this person lives at the same address as the household, then click the checkbox.  

39. If not, enter the emergency contact’s address for verification purposes. 

40. Then, click Save/Continue. 

41. If you wish to add another Emergency Contact (maximum of 3), click Add New Emergency 

Contact.  

42. When ready, click Save/Continue. 

 



 

OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

Non-Enrolled Household Members 
NOTE: Please add household members who are not enrolled as students in the Round Lake Area School 

District including siblings and other family members who do not attend the district. 

43. When ready, click Add New Household Member. 

44. Enter demographic information for the household member. 

45. Then, click Save/Continue. 
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46. If you’d like to add another non-enrolled household member, click on Add New Household 

Member. 

47. When ready, click Save/Continue. 
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Student 
NOTE: In the next student tabs, you will be asked information regarding the student you are enrolling. 

You must complete all required information, before continuing on to the next screen. Please include all 

children who are to be enrolled in the district, rather than create separate applications for each child.  

48. Click Add New Student. 

49. Enter demographic information for the student. 

50. Then, click Next. 

  



 

OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

51. Enter birth information for the student. 

52. Upload the student’s birth certificate. 

53. Then, click Next. 

If you selected PK (Pre-K) as your student’s enrollment grade on the Demographics pleat, the Pre-K pleat 

will appear for the collection of additional information. If you did not select PK for your student, please 

continue on to Step 57. 

54. Please click the link to the Preschool Screener to begin the preschool screening process. This 

must be completed prior to completing the remaining pleats. Once the process is complete, you 

will be notified as to whether your child is eligible for enrollment.  

55. If you’ve completed the process and were notified that your child is eligible, select Yes from the 

drop-down list and enter the date you were notified and the additional required information. 

a. If you selected No, please click the link to complete the process and then return to this 

application. 

56. Once finished, click Next. 
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If you selected KG (Kindergarten) as your student’s enrollment grade on the Demographics pleat, 

the Kindergarten pleat will appear for the collection of additional information. If you did not select 

KG for your student, please continue on to Step 61 . 

57. Select your student’s preferred language. 

58. Indicate if your student participates in before and/or after school care by checking the box. 

59. If you need to request a change to your student’s transportation, please use the linked Bus 

Adjustment Form. 

60. If your student attended preschool, please check the box and complete the short survey about 

their experience. If they did not, then leave the box unchecked and continue to the next pleat. 
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61. Enter race/ethnicity information for the student.  

62. Then, click Next. 

63. Answer the Housing question. If yes, please make a selection from the options that appear. 

64. Then, click Next. 

65. Answer the Student Services questions. 

66. Then, click Next. 
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67. Complete the Language Information section. 

68. Then, click Next. 

69. Complete the Military Connected Families section.  

70. Then, click Next. 

71. Enter information about your child’s previous school. 

72. Answer whether your student is currently suspended or expelled from another school. If yes, 

please explain. 

73. Then, click Next. 
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74. Enter parent/legal guardian relationship information.  

75. Then, click Next. 

NOTE: Please make note of the highlighted text. 

76. Enter emergency contact relationship information. 

77. Then, click Next. 

NOTE: Please make note of the highlighted text. 
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78. Enter other household member relationship information. 

79. Then, click Next. 

 NOTE: Please make note of the highlighted text. 

80. If desired, check the box to allow the building nurse to contact your child’s health care provider, 

and then enter information regarding the student’s primary health care provider.  

81. Review the health requirements and dental waiver links, and then upload any health-related 

documents. 

82. Then, click Next. 
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83. Enter any medical or health conditions by clicking Add Condition, selecting a condition from the 

drop down, and leaving a comment/instructions if desired. If none, then check the No medical 

or mental health conditions box. 

84. Then, click Next. 

85. List any medications by entering the name of the medication, selecting where it is taken, the 

medication type, and any comments/instructions. If none, then check the No medications box. 

86. Then, click Next. 

NOTES: If your child requires medication to be given during the school day, you must complete the form 

linked below and have it signed by your health care professional. 

Medication must be dropped off by a parent/guardian to the nurse in the original, unopened packaging 

and/or original pharmacy container with label and the completed medication authorization form. 
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87. If you wish to give permission for your student’s information to be shared between the Round 

Lake Area Public Library and RLAS District 116 for the purpose of obtaining a Round Lake Area 

Public Library card for your student and allow them to use the library’s online resources through 

the school district’s website, check the box. 

  



 

OLR NEW STUDENT REGISTRATION INSTRUCTIONS 

88. If you wish to consent for your child to receive services at the Round Lake Health and Wellness 

Center, then select Yes from the drop down. Then, review the highlighted portion and enter the 

requested information. If not, then select No. 

89. Then, click Next. 

NOTE: You must view the Notice of Privacy Practices link before moving on. 
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90. If you selected 12th grade as your student’s enrollment grade on the Demographics pleat, the 

FAFSA Non-Participation Form pleat will appear. This form is for parents who wish to opt-out of 

the Finanial Aid Application graduation requirement for their student(s). If you did not select 

12th grade for your student, please continue on to Step 91. 
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91. Review the release agreements and required links.  

92. When finished, check the boxes and sign on the line below.  

93. Then, click Save/Continue. 

 

94. Click Add New Student if you have another student to add. Otherwise, click Save/Continue. 

Again, please include all children who are to be enrolled in the district, rather than create 

separate applications for each child. 
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95. You may now review and edit any data you’ve entered so far by clicking the green pleat names 

to navigate to that section.  

96. Once you’ve verified that all information is complete and accurate, click Submit on the 

Completed tab. 

NOTE: You will receive an email notification that your application was received after you click 

Submit. 

 A link to a summary of this application is available via PDF for your records. 

 

 

 

 


	New Student Registration
	Student(s) Primary Household
	Parent/Legal Guardian
	Emergency Contact
	Non-Enrolled Household Members
	Student

