Online Enrollment/Registration

What parents will need

e Proof of residency for new families enrolling

e Signup for Parent Portal

e Computer, laptop, or tablet (not practical to complete with a phone)

e Chromebooks will be made available in the buildings for parents without internet
service available at their home.

How it works
For a new enrollment to the district:

e Families can go to any school in the district to enroll and can enroll all students at one location.

e Parents provide their proof of residency and sign up for parent portal with an email address.

e School secretaries and registrars complete a “quick enrollment” and then families follow the
same process for returning students.

For returning students and students whose parents/guardians have completed the “quick enrollment”:

1. Parent will log into Parent Portal as they usually do
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Did You Know...?
When logging on as a parent be sure to
click the "Parents” tab first (the tab should be light grey),
then enter your User Name and Password.
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2. From the home page of the parent portal, there will be a notification box for Online Registration
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3. Parents will get a menu of forms that need to be completed. These are separated by family forms
and student forms. The student forms that will appear will be based on the student’s grade level. For
example, some forms may be just for kindergarten students while some forms are used only for high
school students.

Click “Edit" on the first form to begin the Registration process

Actions Form Status

Household of John Test-Family

Edit Household Parents (System) Incomplete
Edit  Household Addresses (System) Incomplete
Edit  Student Information (System) Incomplete
Edit  Emergency Contacts (System) Incomplete
Edit  Non-resident Parents (System) Incomplete

Barb Test-Family
Edit  Emergency Procedure Incomplete
Frank Test-Family

Edit  Emergency Procedure Incomplete

4. The parent confirms the information or changes where needed. They will then click the box next to
“I have completed...” then the NEXT button in the bottom toolbar to move to the next document.

The people on this form are parents or legal guardians living in this household.
Other parents not in this household should be on the Non-resident Parents form.

If changes need to be made to information shown on this form which is not editable, please contact the district.

Household Parents

More First Name * Middle Name Last Name *
= John Test-Family
Phone - Work ‘ | Email Address sjackson3@hazelwoodschools.org
Phone - Cell ‘ | Email Address - Work
Employer
= lane Test-Family
Phone - Work Email Address ybruce@hazelwoodschools.org
Phone - Cell Email Address - Work
Employer

[ have completed this form and understand that checking this box is considered to be my
electronic signature of the form, certifying that the information above is true and accurate
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5. The parent will continue working through documents until all are completed. Speaking with parents

in other districts, the approximate time to complete all forms is 10-15 minutes.

Household Addresses

Primary Residence Preferred Mailing Address
House # 123 Address Line 1

Direction v Address Line 2

Street * Barrington Downs Address Line 3

Street Type * ‘tra\ - Trail V| City

Apt/Lot State

City * Florissant 7ZIP Code

State * [mo |

ZIP Code

Home Phone 1 ‘ |

Home Phone 2 ‘ |

Language Spoken at Home

[T have completed this form and understand that checking this box is considered to be my
electronic signature of the form, certifying that the infarmation above is true and accurate.
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6. When parent has completed all forms, a pop-up box will appear asking if they want to submit the
forms. By clicking OK, registration is complete and information is posted in the Student Information
System.

Submit Forms?

All forms are marked completed but have not yet been
submitted to the schools.

Do you want to submit the forms now?

@ ®

QK Cancel

7. Parent will receive a confirmation email stating that they have successfully submitted registration
forms for the school year.
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