
STEP-BY-STEP PRE-REGISTRATION 
 

GO TO:  https://st.edutech.org/Letchworth/onlinepreregistration 

First time select New User  
 
If you are returning to edit a session you 
previously started, select Returning User. 
 
Select Continue.  
 

 

 
 

ENTER STUDENT INFORMATION 
 
Select the number of children you are 
registering including pre-school children. 

Enter information for each child. 

Enter the year of birth as a 4 digit year 
(00/00/0000). 
 
Any fields with an * are required fields. 
 
 
 
 
 
 
 
Next Step select Contacts> 

 

 
 

ENTER CONTACT INFORMATION 
 
Select the number of contacts you will be 
adding. 

 



 

 
 
 
 
 
 
 
Enter information about each adult 
 
 
 
 
 
 
 
 
 
 
 
Next Step click Relationships> 

 

 
 

 
 
 
 
ENTER RELATIONSHIPS 
 
Select the Primary Contact 
 
Select the Student’s relationship to the 
contact. 
 
Check/Uncheck for Mail and Pickup. 
 
Repeat for each child. 
 
. 
 
 
 
 
 
Next Step click Addresses> 

 

 

 



 

ENTER ADDRESS INFORMATION 
 
 
Enter an address for each contact if they 
do not live together. 
 
 
 
 
 
 

 

OR 
 

 
 
 
If the contacts live together, enter 
address information for the first contact, 
click on Same address as another 
contact and then select the contact. 
 
 
 
 
 
 
 
 
Next Step click Additional Info> 

 

 

 



 

ADDITIONAL INFO 
 
Select Required Pre-registration 
Information box.  (Do this for each child.) 
 

 

Complete all information if applicable. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next Step click Contact Info> 

 

 
 



 

FINISH AND SAVE 
 
Complete the required fields, either an 
email address or phone number, and click 
Save> 

 

 
 

You will receive confirmation that you 
information has been saved. 
 

 
 

Contact Mrs. Lathan, School Registrar, at 585-493-5450 to schedule an appointment to finalize the registration.  
When you meet with Mrs. Lathan, you will be required to present: 

 Proof of Residency 

 Original Proof of student's birth 

 immunization records 

 custody agreements 

(see Enrollment Brochure for acceptable forms of documentation). 

If you cannot present this documentation at the meeting with the Registrar, you will be given 3 business days 
to provide the documentation 

 


