Summer School Registration Process

This quick guide will help you to successfully register your students for Summer
School at BOCES. When completing the process, make sure to complete ALL
fields.

1) Search for the student thru the Census Module in order for the Transfer
Student Data icon to show.
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2) Click the Transfer Student Data icon to start the registration process.
Transmit to District screen will appear. Make sure it says Oneida Herkimer
Madison BOCES (Summer School) and click Transmit.

Transmit to District

District: , Oneida Herkimer Madison Boces (Summer School)  w

TRANSMIT




3) Once you click Transmit, the "Additional Information Requested” screen will
appear. The Course Selection box will automatically be checked with a blue
checkmark. You will need to check the Regional Summer School Intake Form
box. The Course Selection AREA/BOX NEEDS TO BE COMPLETED.

% School Level: choose the appropriate school level appropriate
for your student when clicking on the drop-down arrow.
% Course Selections: MAKE SURE TO CHOOSE A COURSE

ROM THE DROP AND THEN CLICK THE % . THIS
ILL SHOW THE COURSE SELECTION CHOOSEN. IF TH
COURSE DOESN'T APPEAR, MAKE SURE TO 60 BACK AND

CLICK THE ¥ .
& YOU WILL NEED TO CLICK THE GREEN PLUS AFTER EACH
COURSE CHOSEN.

Additional Information Requested

—Additional Information for BI
Course Selection [_] Bridges Summer Application Regional Summer School Intake Form

jﬁe Selection

School Level: Summer School High V
Course Selections: T Exrth Science Tutorial v «
b Summer School High :C English 09 (HS001)
x Summer School High :C Participation in Governmeni (HS103)
cal
4 Summer School High P Health PLATO (HSP490)
x Summer School High :T Earth Science Tutorial (TUZ20)

Note: if a student is registered and the course selection is left blank, the student
will be deleted, you will be notified and will have to resubmit a new registration for
the student.



Completing the Registration Form

It's imperative that you complete as much of the Regional Summer
School Intake Form as possible that pertains to your students.

The fields that have an * next to them are required fields.

—Regional Summer School Intake Form

Does student have conditions, requirements, medications or anything
else summer staff should know about?

Select | *

If Yes, please list them here:

Does student have any allergies?

Select w ®

If Yes, please list any allergies the student has, placing a comma
between each.

School Counselor/Contact Name: Select (sorted by first name) v |

Does student have an IEP/504 Select W
Plan?

ESL?  gelect ~ | ¢

Current Grade Level:

Select »
Can register for up to 4:

None v
Can register for up to 4:

None v
Can register for up to 4:

None v
Can register for up to 4:

None v
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After you complete the registration form, click Transmit. This
information is then transmitted to OHM BOCES Summer School
SchoolTool.
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