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Knowledge Base - Staff Processing (Online Registration)

Staff Processing (Online Registration)

Overview | Staff Processing | Using the Staff Processing Tool | Reviewing Applications

® The information described in the following documentation is custom development for a specific
district. For more information on this tool or other Custom Development services, contact your
Client Executive or Project Manager.

Overview
PATH: Census > Online Registration > Staff Processing
The Online Registration Staff Processing tool provides a way for district staff to review the applications that

are entered in the Online Registration tool of the Campus Portal. District staff can review applications by status
or by person, or can enter an Application Number.

Index | Search | Help
Online Registration Search
Fi#) System Administrator
\Q% OLR2
5 OLR_existing First Name ||
! (#3 Student Information LasiN |
t% 'g::":ﬁi”" astame First Nam Last Name Middle DOB Calendar Grade  Addressl Ad
" 11y Data Application Jason Miller Dean 1972-10-108-09 Harrison Hi<10 500 Point Douglz St Paul
g Staff Request Processor Number
£ Peopie Email
m Households Address l—
%) Addresses Aopical
= Portal Request Processor pplication l—
= agd Persen Status 2l i
™ agd Household
£l (7] Online Registration Include L_msubmmed
—rr applications [1
=4 Add Address
3 staff Locator .
™ census Wizard Search Applications
# | Reports
= f3: Behavior
# g Heatth
:ﬂ ;‘“:”:ﬂ‘"ce Application First Name Last Name Email Status Comments applicatio
+%F:e: uine 53 Jessica Miller Jessica Miller submitted 938F3D45-EF
[ Graging & Standards 66 tony curtis tony.curtis1234€posted 154521DF-F2
Bl (7] Weicaid 91 Mary Smith momsouch@gma submitted 851C12B1-42
& (] Transcripts
e a2 lane Eomily clizaboth ploterbcyhmittod OgPcRECc.cg

Staff Processing

Once a parent or guardian has entered an online registration through the Portal, the designated staff person
(counselor, front office staff, etc.) can begin processing the application. Applications can be reviewed by status,
by first name/last name of the person who entered the registration, application number (assigned when the
application is submitted) or an email address of the person who entered the registration.

An Application will have one of the following statuses:

Option Description

Submitted Parent/guardian has entered all desired information and is done making changes.
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Approved District staff has already accepted the registration and marked the entered information as
approved. Users will still need to post the application.

Posted All data has been moved from Online Registration tool into the Campus application and no
further action is needed.

Hold District places the application on hold to verify the entered data.

Denied Application denied.

Staff can only search for applications associated with the calendar rights assigned to them. For example, a user
who has rights to the Middle School and not to the High School can only view and approve applications for
students at the middle school.

® When a staff person makes a status change, the parent/guardian will receive an email.
® If registration is family-based, whichever school approves the application for one student, all student
applications are approved.

Using the Staff Processing Tool

1. Enter one or more of the following search options:
® First Name

Last Name

Application Number

Email Address

Application Status

2. Mark the Include unsubmitted applications checkbox to include applications that may still be in
progress by the parent/guardian in the search.

3. Click the Search Applications button. A list of applications matching the search results will appear.

4. Select the desired application from the Online Registration Applications. The names of the students in
that application will display next to the search options.

5. Click the Review Application to verify the entered household data and to approve (or reject) the
application.

& Applications can also be deleted from this view by searching for the applications and selecting the
one that needs to be deleted, and then click the Delete Application button.

Reviewing Applications
After selecting the application and clicking the Review Application button, a Campus Portal window displays

the application. The staff person is required to walk through the screens reviewing the data and verifying
proper entry and accurate information, saving any necessary changes along the way.

The following information provides guidance on staff approval of the application.
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Household

The Household section displays three components:

® Home Phone
® Home Address
® Mailing Address

Home Phone

This phone number is the phone number of the household and is used in many Census reports and is needed
for proper sending of school and district messages. Review the phone number for accuracy of format and
determine if additional Contact Preferences should be selected. Click the Next button.

ONLINE REGISTRATION
Campus

~ Home Phone

Household
Parent Contact Preferences
Home Phone High Priority Attendance Behavior General
Emergency Contact (555 ) /889 - 6281 = O O
Student
Descriptien of Contact Preferences
Staff Approval High Priority - Marking this checkbox will use this method of centact for messages labeled as High Priority Netification.
Attendance - Marking this checkbox will use this method of contact for attendance messages, such as those sent by the Attendance Dialer
Wizard.
Behavior - Marking this checkbox will use this method of contact for behavior messages, such as those sent by the Behavior Messenger
Wizard.

General - Marking this checkbox will use this method of contact for general school messages, such as those sent by the school or district.

Next »

} Home Address

» Mailing Address

Save/Continue

Home Address
The Home Address is the physical location of the household. This may be a different address than the mailing

location of the household. Review the entered address for accuracy and click the Link Address to search
Campus to find a similar address using Soundex. Click the Next button when finished.
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ONLINE REGISTRATION

Campus

» Home Phone

Household
~ Home Address
Parent

Emergency Contact

gency Your address as listed in the portal
Student 500 Point Douglas RD 5§
St Paul, MN 55119

Staff Approval

[ The home address listed is no longer current

Link Address 1 Prev | Next b

» Mailing Address

Image 3: Staff Processing - Home Address Review
Mailing Address

The Mailing Address window displays a separate address if the previous Home Address is not the same as the
mailing address (P.O. Boxes, etc.). Review the entered information and click the Save/Continue button.

ONLINE REGISTRATION

Campus

» Home Phone
Household

» Home Address

~ Mailing Address
Emergency Contact

Student Please use address editor below to enter your address. You will see the formatted postal address below in the viewer. Once your
address appears as it should on U.5. Postal Mail, please dlick "Save’.
Staff Approval

[#IThe household has no separate Mailing Address

(inairese ] | « e |

ontinue

Image 4: Staff Processing - Mailing Address Review
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Parent

The Parent section displays the entered parents/guardians for the registering household. Review the entered
information by clicking on each name listed, including existing parents/guardians. Move through the
Demographics, Contact Information, Migrant Worker and Impact Aid editors using the Next and Previous
buttons on the panels. When finished, click the Save button. When finished reviewing all entered parents, click
the Save/Continue button.

ONLINE REGISTRATION Please click on each person to verify/add information needed to complete the registration process. Some
fields are required, show with a red *, and the system will not allow you to continue until all required fields C
are entered. All persons entered within this area will need ta be viewed prior to continuing. ampus
Household First Name Last Name Gender Completed Record Type
Parent Jessica Miller F vy Existing
Emergency Contact Jude Miller M ¥ Existing
Student Jimmy Miller M " Existing
Staff Approval Sample Parent F v New

Add New Parent

Image 5: Staff Processing - Parents
Emergency Contact

There should be at least two emergency contacts per registration. Review the entered information by clicking
on each name listed, including existing emergency contacts. Move through the Demographics, Contact
Information, and Verification editors using the Next and Previous buttons on the panels. When finished,
click the Save button. When finished reviewing all entered emergency contacts, click the Save/Continue
button.

ONLINE REGISTRATION Please dlick on each person to verify/add information needed to complete the registration process. Some

fields are required, show with a red *, and the system will not allow you to continue until all required fields C

are entered. All persons entered within this area will need to be viewed prior to continuing. ampus
Household First Name Last Name Gender Completed Record Type
Parent Dee Howard F v Existing

Emergency Contact Tony Howard M Ve Existing
Student
Staff Approval

Image 6: Staff Processing - Emergency Contacts
JJ C .
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Student

The Student section lists the students who are requesting to be enrolled in the school. Review the entered
information by clicking on each name listed, including existing emergency contacts. Move through the
Demographics, Language Information, Previous Schools, Tribal Enrollment, Relationships, Health
Services and Release Agreement editors using the Next and Previous buttons on the panels. When finished,
click the Save button. When finished reviewing all students, click the Save/Continue button.

ONLINE REGISTRATION Please click on each student to verify/add information needed to complete the registration process. Some
fields are required, show with a red *, and the system wil not allow you to continue until all required fields C
are entered. All persons entered within this area wil need to be viewed prior to continuing. ampus
Household First Name Last Name Gender Completed Record Type
Parent Jason Miller M ¥ Existing

Student
Staff Approval

Staff Approval

On the Staff Approval editor, select the appropriate Application Status from the dropdown list - Approved,
Hold or Denied. Enter any comments related to the processing of this application - maybe who approved it
and when.

® When the Application Status is Approved, click the Save and Post button.
® When the Application Status is Hold or Denied, click the Save button

Click the Save button when finished.

ONLINE REGISTRATION Please click on each student to verify/add information needed to complete the registration process. Some
fields are required, show with a red *, and the system wil not allow you to continue until all required fields
are entered. All persons entered within this area will need to be viewed prior to continuing. CamPUS
Household
Parent Appicat
pplication
Stawe  PPPrOved ¥

Emergency Contact

Comments |sn‘|e ‘

Student

When the application has been marked as Approved, an Application Summary receipt link will display. Click
this option to view the entered application in PDF form.
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At this time, enrollment records will need to be created for approved applications for new families. For
existing families, no further action is needed.
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