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Enrollment: Enrolling a New Student 

This document will give step by step instructions for enrolling a new student in the district. 

 
Overview 
This document will cover the following process:  Enrolling a new student to the district. 
  

Step 1 Confirm the student has never attended a school within the District  
If a Student’s name is found at a school other than the school you wish to enroll them in, follow 
the documentation named: How to transfer a student to another school within the district and 
How to re-enroll an inactive student in PowerSchool.  
Step 2 Select the School you wish to enroll the student in 
Step 3 Enroll the New Student 
Step 4 Demographics Page 
Step 5 Contacts Page 
Step 6 Create Parent Access Accounts 
Step 7 Update Student Scheduling Setup Page 
Step 8 Update State Compliance Fields 
 

 

Enrolling a new student: 
 

1. Confirm the Student has never attended any school in the district.  

 From the Start Page Select DISTRICT SEARCH 

 
 

 Enter the Students Last Name and DOB if available.  
o Tip-When searching, do not type the entire last name and birth date, this is too 

restrictive. Just type a few letters of the last name. 

 Select SEARCH 



 

 

ENROLLING A STUDENT IN POWERSCHOOL 
ST – 10/16/2024  

PAGE 2 OF 13 

 

 

 If the student has been enrolled in the school previously they will appear in the search 
results with an indication of entry/exit dates and the school they were previously enrolled 
in. Proceed with one of the following: enrolling the student, activating the students old 
record or transferring the student in district to the correct school. See Documentation on 
How to transfer a student to Another School within District. 
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2. Navigate to the School you wish to enroll the student in: [Start Page>Select the correct school 
in the upper right of the Start Page] 
 

 
 

 
 

3. Enroll the New Student: [Start Page>School Enrollment>Enroll New Student]     
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 Fill in the correct information on the Enrollment Screen.  

 Please note that the Level Data Plugin will highlight recommended fields in red, yellow and 
green. District policy may require more information to be filled in than the Level Data 
plugin. Check with your Local Districts enrollment policy to ensure accurate information is 
entered. 

 Please ensure you enter the correct District Enrollment Date-This date should be the date 
the student will start to attend the school. If you are enrolling students during summer 
months-BE SURE TO USE THE FIRST DAY OF SCHOOL TO AVOID MI DATA HUB ISSUES. 
 

 
  

 Full-Time Equivalency-This is referring to the attendance for the student. If the student is a 
full time student, you would select Full Time Equivalency. However if the student attends a 
program such as BWMC or Dual Enrollment and does not have attendance taken every 
period of the day, you will need to select the correct Full Time Equivalency for the student’s 
schedule. 

 Track-Ensure that you assign students to the correct Track. Tracks are decided on by 
districts. Different Tracks represent different programs and /or Calendars. For example, a 
school that has GSRP and ECSE will decide as a District which track to assign to those 
students. Tracks are used in the Calendar to keep track of school days in attendance. The 
RESA recommends that all full time regular students are assigned to Track A.  For more 
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information or questions contact your administrators or the SIS department at 810-455-
1004. 

 Disregard the Family Match Area-These are Legacy Fields no longer used in PowerSchool. 

 Click on Submit to save the new student record. 
 
 

4. Fill out the students Demographic Page. Navigate to the Demographic page. You should still 
be on the student’s record. Student Profile>Demographics 

 

 Fill in the Demographics page **DO NOT FILL OUT PARENT CONTACT INFORMATION 
ON THIS PAGE** THESE ARE LEGACY FIELDS THAT SHOULD BE TURNED OFF** ALL 
PARENT/CONTACT INFORMATION MUST BE FILLED OUT ON THE CONTACT 
MANAGEMENT PAGE*** 

 

 
 

DO NOT ADD CONTACT INFORMATION ON THIS SCREEN 
 

  Validate the Address 

 Click SUBMIT 
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5. Fill out the Contacts Page. Navigate to the Contacts page.  Ensure you have selected the 

correct student: Student Profile>Contact Management 
 
 

 
 

 Select Add to Add new contact information for the student. 
 

 

 Once you select ADD: a flyout menu will appear. Fill in as much information as 
possible to search for the contact to see if they already exist in the system. Ensure 
the Include Inactive box is checked and ensure the Only Show Access Accounts is 
UNCHECKED this will give the best search results. 
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 Once you Search for the Contact in the system it will show you potential matches if 
there are any.  

 

 
 

 

 If the system returns a contact and it is the correct contact, check the box next to 
the contacts name and SUBMIT. This will create a relationship for the contact to 
the new student. The screen will flash a Changes were saved successfully in Green. 
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 If there are no matches or the matches are not the correct contact, Click NEW 
CONTACT to add a new contact. Enter the appropriate information. 

 If you wish to exit this screen, select CANCEL, or X in the upper right corner. 
 

 
 

*******ONCE YOU ENTER THE INFORMATION YOU MUST HIT SUBMIT TO GO ON******* 
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6. Create Parent Access Account: From the Contact Management Page Click on the Contacts 

Name:  

 
 

 Expand the Carrot next to Web Account Access 

 Click Add Account 
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 A flyout menu will appear 

 Fill in the Appropriate information  

 An Email Address is a requirement to have a parent Access Account. 

 Ensure you give the parent the username and password,  you will not have access 
to see the password once it is created. If it is misplaced or the parent has trouble 
logging into the public portal, they can select forgot password and reset it at that 
time. They will be forced to change the password upon their 1st login, so we 
recommend using something simple, for example Changeme1! You can also go in 
and reset the password and they will be forced to change the password when 
they login. 
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7. Add the Student Scheduling Settings. While the student is still selected, click on 

Student>Courses and Programs>Scheduling Settings 
 

 

 Fill in the required fields and click SUBMIT  

 Please Note: This page is required when a student is enrolled, skipping this step 
could cause critical errors in 3rd party interfaces that pull information from the 
system. Including but not limited to, Transportation systems, Food Service and 
more. 
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 Next Year grade 

 Priority: This is a standard number for each grade: The lower the number the 
higher the scheduling priority. (Note: 12th Grade will not be scheduled the following 
year so the priority can be left at 0) 

o 11th Grade=10 
o 10th Grade=20 
o 9th Grade=30 
o 8th Grade=40 
o 7th Grade=50 
o 6th Grade=60 

 Check the Box to Schedule this student 

 Year of Graduation should be filled in 

 Next School indicator must be selected. From the dropdown menu select the 
school the student will attend next year.  

 SUBMIT 
 

8. Update State Compliance Fields for State Reporting 

 Updating the Compliance Fields will allow the school to include the student in critical 
reports for State Funding 

 Navigate to the Compliance Area, with the student selected Student>Compliance>All 
Components 

 Once you are on the Michigan State Information Page you will need to click on the 
General Education FTE to add the students state reported FTE 
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 Next you will add the Membership information: 
 

 
 

 Add any appropriate information in this area for state reporting. Please keep in mind that 
student information needed in this area will vary from student to student, these are just 
the main components. 

 Click SUBMIT  
 
The student is now enrolled in PowerSchool with appropriate Contacts, Parent Access Accounts and 
Scheduling preferences set as well as State Compliance Fields entered. The student can now be scheduled. 
See Documentation on How to Manually Schedule Student’s in PowerSchool. 
 


