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MONTROSE & OLATHE SCHOOLS

ONLINE REGISTRATION (OLR) INFORMATION AND FAQs

What is the difference between Registration and Enrollment?

e Registration: Demographic information and intention of coming to MCSD. Parents register their students.

e Enrollment: School assighment, class scheduling, fee payment. MCSD Staff enroll students.

What is Online Registration?

e The OLR process uses an electronic system (computers) in which Parents input/change demographic information for ALL of
their students (elementary, secondary, etc.) at one time. This will work in a slightly different way for new and returning
students. New families will link to a system that is not tied to Parent Portal and Existing families will use Parent Portal for
updates.

How will MCSD get the work out about Online Registration?

e District Registration and Enrollment Information webpage will have link to the District Registration Information page that
will direct parents on how to proceed.

e Back to School Issue in newspaper will have this information printed.
e Schools can publicize Online Registration to parents/community through newsletters and website.
e Media will be contacted closer to the implementation of the system.

When is Online Registration going to be available?

e June - Testing is expected for the month of June. We will use the Infinite Campus Sandbox. Testers will be secretaries and
staff.
e End of July — The system is expected to go live for parents.

How will online registration work for new families during the summer?

Off-Site Entry (home computers etc.)

e Upon clicking the OLR link provided on the District Website, parents will be directed to put in name and email address
(email is to verify identity and provide a correspondence tool).

e An email will be sent to them that will link them to the OLR system.

e They will input information and receive confirmation back to their email account.

e District Office will send registration and enrollment information back to the email address and a reminder about what
documents need to be brought to the school (Birth Certificates, Immunization Record, Address Verification, Transcripts).

e Applications will sit on an outside serving during the summer. When new families come to a school for registration
completion, an approver (secretary) will verify the information for mistakes/accuracy. Upon Approval, the data will be
uploaded into corresponding Infinite Campus fields. After registration is completed, approved and populated into IC, staff
members can then create enrollments and schedules.

How will online registration work for returning families during the summer?

e Parents will login to Parent Portal and there will be a link that will take them into the OLR system. Only one parent will
receive this link. The parent who is specified in emergency priority as “1” will receive the link. Change the emergency
priority to “1” for the registering parent and the link will show up after an hour in their inbox.

e  They will update information and receive confirmation through the Portal Inbox.

e  District Office will send information back through the portal inbox.



For existing families, an approver (secretary) will verify the information for mistakes/accuracy and return appropriate
correspondence. The application can be Denied/Hold/Approved.

How will online registration work for families during registration at the schools?

Kiosk (District Computers) (POP-UPS NEED TO BE ENABLED ON THE INTERNET BROWSER — INTERNET EXPLORER OR FIREFOX)

Upon clicking an OLR link on the desktop (different from the off-site link), parents are directed to put in name and continue
through registration process. No email address is required.

Parent will need to write down their registration number in case they are interrupted and need to come back to the
application. The system will ask for this confirmation number.

What forms are included in the Online Registration system?

Enrollment Form (populates census, household and relationship information into IC)

Migrant Information Form (reviewed on OLR screen and then entered into IC by Migrant Coordinator)

Home Language Survey (reviewed on OLR screen and then entered into IC by ESL Coordinator)

Race/Ethnicity Form (populates into the census information on IC)

Health History Form (reviewed on OLR screen and then entered into IC by Health Techs)

Medical Insurance Form (populates Medical Insurance field in Permissions tab)

Student Accident Insurance Information and Acknowledgment (links to insurance site for enrollment) — populates the
checkbox in the Permissions tab as received information

Field Trip Permission form

What are some documents that are NOT included on the OLR system and may need to be completed and returned on paper or

just given to the parents for information?

Consent to Release Information (Student Information/Records Form)

Policies/Procedures Manual acceptance (Internet Use Policy included)

F/R Application (also now available for online submission through Parent Portal under “Family” heading and
“Application/Forms)

State Health Letter

Media Opt Out Form

Military Opt-Out Form (juniors only)

Are all parents, new and existing, going to have to use a computer to register their students?

Optimally, yes. The bottom line is to reduce paperwork and have the data directly input by parents into the system
(although it must be approved by us before being uploaded into Infinite Campus).

What about parents who do not have computers?

Computers will be available at the District Office (ESB Building) during the week(s) of registration. Dates/hours are still to
be determined. Look on the District Registration Information webpage for information at a later date.

Computers will need to be available at schools during registration. Plan on having parents coming (both new AND existing)
who have not input/updated students.

Do | need to keep my paper registration packets like last year?

Yes. Make new paper registration packets for this year that can be completed by pen. Use these only if we have a
technology malfunction or someone just will not or cannot use a computer.



Do parents of new families have to come in to the school?

e Yes. We want to put a face with that name! Also, they need to bring in birth certificates, immunization records, address
verification, transcripts etc. Students may also have to enroll in classes, pay fees, complete athletic forms etc.

Do parents of existing students have to come in to the school?

e Not necessarily. Documents may be sent home the first day of school to be returned.
e If secondary students, they will need to come in to pick up schedules/planners and pay fees or make class changes.

How are the schools going to organize registration?

e Some schools are splitting the week into new student registration days and existing student registration days, depending on
the volume of registrations they expect to have.
e Remember that computers need to be available for registration along with some paper packets (just in case).

Will everything also be in Spanish for our Spanish language families?

e Yes, Spanish will be available. The system allows users to choose a language.

Will extra staff be available at the building to monitor and help families for registration? Paid?

e No. We will need to use the resources you have in place. However, plan on someone (1-2) available to help with the
computer system.

Does the system allow for registering multiple students’ at one time?

e Yes. The system allows for District Registration of all students of a family at one time at any location (home, schools) via
computer. According to the instructions on the system, it should take 10-15 minutes to complete. | am guessing that it is
dependent upon their comfort level with a computer and keyboard.

Will there be a report that shows which returning students have not completed their registration?

e Yes. Areport available that will list students who have/have not registered for the New Year. Schools will contact these
students who have not registered prior to the start of school.

Will there be a report that shows which new students have not enroliment?

e Yes. Areport will be available that will list students who have registered but have not enrolled.

Do parents have to have an email address to register?

e Yes—IF THEY USE A COMPUTER THAT IS NOT IN A DISTRICT BUILDING
e NO-IF THEY USE A SCHOOL/DISTRICT COMPUTER.

There will be 2 different links for new families. The public link will be posted on the website and they will need an email address
to proceed through the system. The private link will be used in the schools as a KIOSK link that will let them proceed through
the system without an email address.



