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Overview  

Online Registration is available for new families moving to the district or new students living with a family in the district. 
Parents/guardians can enter information about members of the household, contact information and student data.  

 

Things to Know  

 Pop-Up windows should be enabled on your computer for the internet browser. 
 A parent/guardian must use the district URL link.  Another link will be sent to that parent/guardian to the 

provided email address with information on accessing the tool.  
 The registration process takes 10-15 minutes.  
 Applications can be saved if more data entry is needed, and reopened at a later time.  Just open the link sent to

you in the email and proceed as directed.  
 Required fields display with a red asterisk.  
 It is not possible to move to the next panel without using the Previous and Next buttons available on each panel.

A warning message displays if this is done.  
 



. 
 

 

New Registration 

1. Click the link in the email sent from the district about Online Registration.  
2. Enter the First and Last name of Parent/Guardian, and Verify Email Address of the person who will be 

completing the application (Parent/Guardian  
3. Enter the two words that appear in the CAPTCHA box in the provided text field.  
4. Click the Begin Registration button.  

 

A confirmation email will be sent to the entered email address. Click the link included in that email to begin the
registration process.  

 



 

 

 
When that link is selected, a language selection panel displays. All screens in the Online Registration process are
available in the following languages:  

. English  

. Spanish  

Select the desired language and click the Submit button.  

A welcome panel displays. Enter your first and last name in the box. Click the Submit button.  

 



 

 

Household Information  

Household data includes the home phone number, home address and mailing address (if different than the home
address).  

Home Phone  

1. Enter the 10-digit Home Phone Number. If there is no home phone number, enter the parent/guardian's 
contact phone number who is most likely to respond to calls from the school.  

2. Mark the Contact Preferences as desired. Definitions for each option are available.  
3. Click the Next button when finished.  

Home Address  

The Home Address is considered the location of the household. In some instances, the home address is not the mailing
address but only the physical location of where the family abides.  

1. Enter the requested Address fields. The entry is dynamic and the information entered will display at the same 
time it is being typed. Definitions for these fields are available in the Address Fields table.  

2. Click the Next button to enter Mailing Address information.  



 

 

Address Fields  

Mailing Address  

1. If the Home Address is a physical location only or not the permanent address of the household, enter the 
Mailing Address. See the Address Fields table for definitions of the address elements.  

2. If it is the same as the Home Address, mark the The household has no separate Mailing Address checkbox. 
This removes the address fields from the panel.  

3. Click the Save/Continue button when finished.  

Field  Definition  
Post Office 
Box  

Indicates the address is not a physical location but a mailing location. This is available for selection on the 
Mailing Address panel only.  

Number  House Number of the address, or Box number if the address is a P.O. Box address. In the address7750 
South Barstow Street NE, My Town MN 55555, 7750 is the number of the address.  Enter only the number. 

Prefix  Direction of the street in the address. In the address7750 South Barstow Street NE, My Town MN 55555 , 
South is the prefix.  Enter only the prefix.  

Street  Name of the street. In the address7750 South Barstow Street NE, My Town MN 55555, Barstow is the street 
name. Enter only the name of the street.  

Tag  Label of the entered street - Avenue, Street, Blvd., etc. In the address 7750 South Barstow Street NE, My 
Town MN 55555, Street, is the tag. Enter only the tag in this field.  

Direction  Direction indicating the placement of the street within the city limits. In the address 7750 South Barstow 
Street NE, MyTown MN 55555 , NE , is the direction. Enter only the direction in this field.  

Apt  Apartment number if this address is for an apartment building location. In the address7750 South Barstow 
Street NE, Apt. 101 My Town MN 55555, 101, is the Apartment number.  

City  Postal city for the address.  
State  Two-digit state code for the address.  
Zip Code  Postal zip code 
County  County in which the address is located.  
 



 

 

At this time, household information entry is complete. Next, Parent/Guardian information is entered.  

Migrant Family Information 

Migrant Family Information is collected for the Migrant Program.   

1. Click the checkbox on each question if the answer is” yes”.  
2. Click the Next button for Nutritional Services information. 

  

Nutritional Services Information 

1. Read the information and click the link to the application if you would like print.  
2. Click the Next button.  

Nutritional Services Information contains a link to the Free/Reduced Meal Application that can be printed, completed and
taken back to the school for consideration of free/reduced meal benefits.  These applications may also be picked up at the
schools. After approval of the application and receiving a Parent Portal account, these applications may be completed
online. 



 

Parent Information  
Parents and guardians are those individuals that have legal authority and make decisions on behalf of the student(s).
Click the Add New Parent button to begin.  

Demographics  

1. Enter the following information for the parent:  

 First Name  
 Middle Name 
 Last Name  
 Birth Date (optional)  
 Gender  

2.  If this person lives at the previously entered address, mark the Please check this box if this person lives at the 
same address as the student checkbox.  
3. Click the Next button.  

 

Contact Information  
1. Enter the following about the parent's contact information:  

 Cell 
 Work Phone 
 Email (if no email, mark the Has No Email checkbox).  

2. Determine the Contact Preferences for each entered contact. Definitions are provided for each type of 
preference. Indicate if Active Military and Employer name 
3. Click the Next button.  



 

 
 

To enter additional parents/guardians, click the Add New Parent button. Repeat the instructions in Parent Information
for guidance. If no further parents/guardians need to be entered, click the Save/Continue button.  

Household Members 

Household Members are those people who live in your home such as an older or younger sibling, grandparents, etc.   

1. To enter Household Members, click the Add New Household Member button. If no Household Members 
need to be entered, click the Save/Continue button.  

1. Enter the following information for the Household Member:  

 First Name  
 Middle Name 
 Last Name  
 Birth Date (optional)  
 Gender  

  

  

 

 

2. Click the Save button.  
3. To enter additional Household Members, click the Add New Household Member button. If no Household Members
need to be entered, click the Save/Continue button.  

 

Demographics  



 

 
Emergency Contact  
Emergency contacts are those individuals who are not parents/guardians, are NOT living in the same household as the
student, and should be contacted in case of an emergency and the parent/guardian is not available. Click the Add New
Emergency Contact button to begin.  

Demographics  

1. Enter the following information for the Emergency Contact:  
 First Name  
 Middle Name 
 Last Name  
 Birth Date (optional)  
 Gender  

1. Enter the following regarding the Emergency Contact’s contact information:  
 Home Phone 
 Cell Phone 
 Work Phone 
 Email Address or check Has No Email 

  2. Click the Next button.  

 

2. Click the Save button.  

Contact Information  



 
 

 

Verification 

Submitting the address of the Emergency Contact to verify the contact is not already in our system.  This helps to 
link existing people in our system to the correct relationships and avoid duplication of data.  These addresses will 
not be kept. 

1. Enter the address information of the Emergency Contact. If you do not know the address, please type
“unknown” in both the Address Line 1 and Address Line 2 fields. 

2.  Click the Save button.  The screen will return to the first page of the Emergency Contact entry 
screens where additional emergency contacts can be entered.  

  

To enter additional emergency contacts, click the Add New Emergency Contact button. Repeat the instructions 
in the Emergency Contact for guidance. If no further contacts need to be entered, click the Save/Continue button. 

 



 

 

Student Entry  

After entering Household, Parent/Guardian, Household Members, and Emergency Contact information, enter the 
Student(s) in the household. Click the Add New Student button to begin.  

Demographics  
1. Enter the following about the student:  

 First Name  
 Middle Name (NMN if no middle name) 
 Last Name  
 Suffix (optional)  
 Nickname (optional)  

2. Select the student's Gender from the dropdown list.  
3. Enter the student's Birth Date.  
4. Enter the date the student attended school in the United States (1st grade or later if applicable).  
5. Enter the date the student attended school in Colorado (1st grade or later if applicable).  
6. Mark the Foreign Exchange checkbox if the student is a foreign exchange student.  
7. Click the Next button. 

1. Choose Yes or No in the Student Ethnicity from the dropdown list. This indicates Hispanic ethnicity. 
2. Choose a Race. 
3. Click the Next button when finished.  

Race Ethnicity 



 
 

 

Language Information  

This information determines the student's knowledge of English and helps the district personnel determine if the student 
may need additional guidance and services in English language programs.  

1. Select Student Primary Language from the dropdown list which is the first language the student spoke/speaks.  
2. Select Other Language from the dropdown list. This is the language the family most often speaks at home.  
3. Select How Often the Other Language is spoken in the home from the dropdown list.  
4. Select Yes or No from the dropdown list if the student speaks or understands a language other than English. 
5. Select the frequency of the Language Spoken Other than English from the dropdown list, if any. 
6. Select the frequency of the Language Other than English from the dropdown list, if any. 
7. Click the Next button when finished.   

   Transitional Housing  

This information determines the student's housing situation and helps the district personnel determine if the student
may qualify for Homeless benefits.  

1. Check any boxes that may apply.  
2. Click the Next button when finished.  

 

 

Previous Schools  

1. Enter the Name of the School, City, State and Country (if applicable) for the student's previous 
enrollments up to three years ago.  

2. Click the Next button when finished.  



 

Previous Services  

1. Click the boxes that apply regarding previous student services.  
2. Click the Next button when finished.  

  

Relationships  
Parent/Guardians  

1. Select the Relationship option for the Parents/Guardians from the dropdown list.  
2. Select the Contact Preferences for this person. A Description of each type is provided on the panel.  
3. Enter the Contact Sequence for this person.  
4. If this person should not have a relationship with the student, mark the No Relationship checkbox.  
5. Click the Next button when finished.  



 

 

 

 
Emergency Contacts 

1. Select the Relationship option for the Emergency Contact from the dropdown list.  
2. Select the Contact Preferences for this person. A Description of each type is provided on the panel.  
3. Enter the Contact Sequence for this person.  
4. If this person should not have a relationship with the student, mark the Remove Contact checkbox.  
5. Click the Next button when finished.  

 

Household Members  

 

1. Select the Relationship option for the Household Members from the dropdown list.  
2. Select the Contact Preferences for this person. A Description of each type is provided on the panel.  
3. Enter the Contact Sequence for this person.  
4. If this person should not have a relationship with the student, mark the Remove Contact checkbox.  
5. Click the Next button when finished.  

Health Services  
The Health Services entry is entered on several panels that include information on medications, medication conditions
and doctor information.  
Emergency Information  

1. Enter the student's Primary Care Provider name (clinic name or doctor's name).  
2. Enter the Phone Number for the Primary Care Provider.  
3. Click the Next button.  



 

 
 

 

 

 
Health Services Information 

1. Please Read the Statement and check the box that you have read and understand the information. 
2. Click the Next button. 

 

Medical or Mental Health Conditions  

1. If the student does not have medical or mental health conditions, mark the No medical or mental health 
conditions checkbox. 

2. Check the box in front of any Health Condition if applicable for the student. 
3. Enter any Symptoms/Details related to the health condition.  
4. Enter the Last Episode Date related to the health condition.  
5. Enter any Medication related to the health condition.  
6. Click the Medications At School box if the student requires medication at school related to the condition. 
7. Click the Next button.  



 

Health Services Medical Information 

1. Please choose the appropriate box indicating the student’s health insurance. 
2. Enter the Insurance Plan name if applicable.  If no insurance, please read and mark consent if permission is 

given. 
3. Click the Next button. 

Student Accident Insurance 

MCSD does not provide Student Accident Insurance.  A link is provided to access the online application. 
 

1. Please review the information and check the box that you have read and understand the information. 
2. Click the Next button. 
 



 

Release Agreement  

Field Trip  

1. Determine if the student has parent permission to participate in school- or district-approved field trips. Mark 
the Yes or No radio buttons accordingly.  

2. Click the Save button.  
 

 

 
Confirmation  

 
Review the information in the Application Summary PDF. Return to the previous areas to modify entered data or to enter 
missing information. After reviewing the information, click the Go to Submission Page button.  
 
 

 
 
 
 
 



 

Image 28: Confirmation Summary   

Done  

Once the registration process is completed and the entered information has been confirmed accurate, click the Submit 
button. This will send a notice to the district staff that an Online Registration Application needs to be reviewed. 

  
Download a copy of the entered information by clicking the Application Summary PDF. This is a receipt of data entered.
No further information is needed at this time.  Please print the application and bring to the school during the scheduled
registration/enrollment dates.  A confirmation of processing will be sent once the district has reviewed the application. 
An email will be sent indicating the registration was received. At this time, the school will receive an indication of a new 
registration being available and will process the entered data accordingly.  
 

 


