
Waco ISD Student Transfer Request
ATLAS Academy, Hillcrest PDS, & Lake Air Montessori

The instructions below are for students who are requesting to participate in the ATLAS
Academy Program or enter the lottery selection process for Hillcrest PDS and/or Lake Air
Montessori.

Accessing the Student Transfer Request for Parents with a Waco ISD Parent Self-Serve
Account
Instructional Video | https://www.youtube.com/watch?v=-ZaVmQKGFCE

1. Access the Waco ISD Online Registration website at
https://waco.teams.hosting/registration.

2. Parents with students already attending Waco ISD can log in using the same User ID
and Password information for your Parent Self Serve account. If you have forgotten
your password, use the ‘Forgot Password’ option at the bottom of the window to
retrieve your password.
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3. If you have forgotten your User ID, you can access the Parent Self Serve website at
https://waco.teams.hosting/selfserve/parent. At the bottom of the window select the
‘Forgot User ID’ option.

4. You will be prompted to enter your Email and Last Name to recover your User ID. Your
information must match the information in the Waco ISD database to retrieve. If you
are unable to retrieve your User ID or Password, please email registration@wacoisd.org
for support.
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Accessing the Student Transfer Request for Parents New to Waco ISD
Instructional Video | https://www.youtube.com/watch?v=-ZaVmQKGFCE

1. Access the Waco ISD Online Registration website at
https://waco.teams.hosting/registration. Select the ‘Register New User’ option at the
bottom of the screen.

2. Enter all requested information. Information marked with a red asterisk must be
completed to submit the new user registration.
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3. If the information provided closely matches an existing person in the Waco ISD system,
you will receive a pop-up notification shown below. If you have ever been listed as a
contact for a student in Waco ISD, or have had a student previously enrolled in Waco
ISD, please select the ‘Jump to Online Sign-on’ option and do not create a new user
account. Otherwise, continue to create a new user sign-on.

4. Complete the information in the ‘Create User’ screen. This will be the same
information you can use to access your Parent Self Serve account to track your
students academic progress. https://waco.teams.hosting/selfserve/parent

5. You can now log in to the Waco ISD Online Registration and begin the transfer
application process.

Completing the Student Transfer Request

1. Once you are logged in to the Waco ISD Online Registration website, select a student
from the drop-down menu to start the transfer request process for a current student or
select ‘Create New Student’ to build a new student account. **If you are requesting
transfers for more than one student, you must complete this process for each student
to be eligible for transfer. Click ‘Next’ in the top right-hand corner of the screen to
move to the next step.
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2. Make sure the ‘Enrollment Request School Year’ is set to 2022-2023. Select the Transfer
Request option for the ‘Enrollment Request Campus’. Please verify all student
information before clicking ‘Next’ to move to the next step.

3. On the Transfer Request window, set the ‘Placement Request Reason’ to the
appropriate option.

a. ATLAS Academy will be selected if you are requesting participation in the ATLAS
program housed at Tennyson Middle School

b. Lottery Selection will be selected if you are requesting the opportunity to attend
either Hillcrest PDS or Lake Air Montessori School
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6. Review your Parent/Guardian information for accuracy. Please update any contact
information including address, phone and email address. Click ‘Next’ to move to the
next step.

7. Review and update the Emergency Contacts for the student. You can also add or
remove Emergency Contacts at this time. Click ‘Next’ to move to the next step.
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8. Complete the Medical History tab for the student and sign the form at the bottom of
the window. Click ‘Next’ to move to the next step.

9. Your completed transfer request has now been submitted to the Waco ISD Student
Services Office for review. Transfer request will be approved or denied based on
lottery selection or ATLAS requirements and parent(s)/guardian(s) will be notified.
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