
Online Registration (Custom Development)
February 2012



This document is intended for restricted use only. 

Infinite Campus asserts that this document contains proprietary information that would give
our competitors undue advantage should they come into possession of any part or all of it. As
such, this document cannot be publicly disclosed unless so ordered by a court of competent
jurisdiction.

©2012 Infinite Campus, Inc. All rights reserved.

INFINITE CAMPUS and Transforming K12 Education are registered trademarks of Infinite
Campus, Inc. The INFINITE CAMPUS logo is a trademark of Infinite Campus, Inc. This
publication, or any part thereof, may not be reproduced or transmitted in any form or any
means, electronic or mechanical, including photocopying, recording, storage in an information
retrieval system, or otherwise, by anyone other than Infinite Campus, Inc. without written
permission of Infinite Campus, Inc., 4321 109th Avenue NE, Blaine, MN 55449, tel. (651)
631-0000, email info@infinitecampus.com.



1.  Online Registration (Custom Development)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  4
1.1  New Student Registration (Online Registration)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  5
1.2  Returning Student Registration (Online Registration)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  28
1.3  Staff Processing (Online Registration)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  54
1.4  Student Online Registration (Online Registration)  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  60



Product Information - Online Registration (Custom Development)

 
4

Online Registration (Custom Development)
Overview |  | District Setup Online Registration

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

Overview

PATH: Portal > Online Registration

Online Registration allows the  processing of information for new and returning students that is entered
through the Campus Portal. Parents and guardians can update demographic information, contact information
and certain federally reported data elements.

Registration data entered by parents is submitted for review and verification by district personnel. Once
verification is complete, data entered in Online Registration is added to Infinite Campus.

Image 1: Portal - Online Registration

This documentation provides the standard functionality of the Online Registration process.
Customized functionality is available and would need to be discussed with Custom
Development.

District Setup

The following must be done before parents/guardians can enter data using Online Registration:

The Portal must be available to Parents/Guardians.
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Select the  Portal Display Option.Online Registration
Calendars for the next school year must be created.
Enrollments for the next school year must be created.

For new student registration, it is up to the district to determine the process for providing the parents with the
URL (by mass email, link on district website, etc.). 

Online Registration

Provide the following information to parents/guardians for Online Registration:

New Student Registration
Returning Student Registration

Once registrations have been completed on the Portal, district staff will need to approve the application using
the . An online Registration Summary Report is available in the Staff Processing Tool Student Information

 tool.Online Registration

New Student Registration (Online Registration)

Overview |  |  |  |  | Things to Know New Registration Household Information Parent Information Emergency
 |  |  | Contact Student Entry Confirmation Done

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: Portal > Online Registration

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.

https://wiki.infinitecampus.com/confluence/display/DOC/Display+Options
https://wiki.infinitecampus.com/confluence/display/DOC/Calendar+Wizard
https://wiki.infinitecampus.com/confluence/display/DOC/Enrollment+Roll+Forward


Product Information - Online Registration (Custom Development)

 
6

Image 1: Online Registration 

If you are a returning student and information needs to be reviewed, see the following:

Returning Student Registration

Things to Know

A parent/guardian must contact the district to receive the URL for registering through the Portal. A link
will be sent to that parent/guardian 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.
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.
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1.  
2.  

3.  
4.  

Image 2: Panel Navigation

New Registration

Click the link in the email sent from the district about Online Registration.
Enter the , ,  and  of the person who will beFirst Name Last Name Email Address Verify Email Address
entering the registration data.
Enter the two words that appear in the  box in the provided text field.CAPTCHA
Click the  button.Begin Registration

Image 3: Online Registration Name Entry
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A confirmation email will be sent to the entered email address. Click the link included in that email to begin
the registration process.

Image 4: Online Registration - Confirmation Message

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

English
French
Hmong
Spanish

Select the desired language and click the  button.Submit

A welcome panel displays. Enter your first and last name in the box. Click the  button.Submit
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1.  

2.  
3.  

1.  

2.  

Image 5: Online Registration - Welcome Panel

Household Information

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

Home Phone

Enter the 10-digit . If there is no home phone number, enter the parent/guardian'sHome Phone Number
contact phone number who is most likely to respond to calls from the school. 
Mark the  as desired. Definitions for each option are available.Contact Preferences
Click the  button when finished.Next

Image 6: Household Home Phone

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.

Enter the requested  fields. The entry is dynamic and the information entered will display at theAddress
same time it is being typed. Definitions for these fields are available in the  table.Address Fields
Click the  button to enter Mailing Address information.Next



Product Information - Online Registration (Custom Development)

 
10

Image 7: Home Address Entry
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Address Fields

Field Definition 

Post
Office Box

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

 Number House Number of the address, or Box number if the address is a P.O. Box address. 

In the address ,  is the number. Only enter7750 South Barstow Street NE, My Town MN 55555 7750
the number of the address. 

 Prefix Direction of the street in the address. 

In the address ,  is the prefix. 7750 South Barstow Street NE, MyTown MN 55555 South

 Street Name of the street. 

In the address ,  is the street name.7750 South Barstow Street NE, My Town MN 55555 Barstow
Enter only the name of the street.  

 Tag Label of the entered street - Avenue, Street, Blvd., etc. 

In the address ,  is the tag. Enter only the7750 South Barstow Street NE, My Town MN 55555 Street
tag in this field. 

 Direction Direction indicating the placement of the street within the city limits. 

In the address ,  is the direction. Enter only7750 South Barstow Street NE, MyTown MN 55555 NE
the direction in this field. 

 Apt Apartment number if this address is for an apartment building location. 

In the address ,  is the Apartment7750 South Barstow Street NE, Apt. 101 My Town MN 55555 101
number. 

 City Postal city for the address. 

 State Two-digit state code for the address. 

 Zip Code Postal zip code (plus 4 if available). 

 County County in which the address is located. 
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1.  

2.  

3.  

Mailing Address

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

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.
Click the e button when finished.Save/Continu

Image 8: Mailing Address Entry

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

Parent Information

Parents and guardians are those individuals that have legal authority and make decisions on behalf of the
student(s). Click the  button to begin.Add New Parent
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1.  

2.  

3.  

1.  
a.  
b.  
c.  

2.  

3.  

Demographics

Enter the following information for the parent:
First Name
Middle Name (optional)
Last Name 
Birth Date (optional)
Gender

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

Click the  button.Next

Image 9: Adding Parents/Guardians

Contact Information

Enter the following about the parent's contact information:
Cell Phone
Work Phone
Email (if no email, mark the  checkbox).Has No Email

Determine the  for each entered contact. Definitions are provided for each type ofContact Preferences
preference.
Click the  button.Next
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1.  
2.  

Image 10: Parent/Guardian Contact Information

Migrant Worker

If the parent is a migrant worker, mark the  checkbox.Migrant Worker
Click the  button.Next

 Image 11: Parent/Guardian - Migrant Worker



Product Information - Online Registration (Custom Development)

 
15

1.  
2.  

Impact Aid

If the parent is on active duty through the US Military, mark the  checkbox.Parent in Military
Click the  button. Data entry for this parent is complete. The screen will return to the first page ofSave
the Parent entry screens where additional parents/guardians can be entered.

 Image 12: Parent/Guardian - Impact Aid

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

Emergency Contact

Emergency contacts are those individuals who are not parents/guardians, may be 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 t button to begin.Add New Emergency Contac

At least two Emergency Contacts need to be added.
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1.  

2.  

3.  

1.  
a.  
b.  
c.  

2.  

Demographics

Enter the following information for the parent:
First Name
Middle Name (optional)
Last Name
Birth Date
Gender

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

Click the  button.Next

 Image 13: Emergency Contacts - Demographics

Contact Information

Enter the following about the parent's contact information:
Cell Phone
Work Phone
Email (if no email, mark the  checkbox).Has No Email

Click the  button.Next
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1.  
2.  

Image 14: Emergency Contact Information

Verification

Enter the  information for the emergency contact.Address
Click the  icon when finished. The screen will return to the first page of the Emergency ContactSave
entry screens where additional emergency contacts can be entered.

Image 15: Emergency Contact Demographics

To enter additional emergency contacts , click the  button. Repeat theAdd New Emergency Contact
instructions in the  for guidance. If no further parents/guardians need to be entered,Emergency Contact Entry
click the  button.Save/Continue
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1.  

2.  
3.  
4.  
5.  
6.  
7.  
8.  
9.  

Student Entry

After entering Parent information and Emergency Contact information, enter the Student(s) in the household.

Click the  button to begin.Add New Student

Demographics

Enter the following about the student:
First Name
Middle Name (optional)
Last Name
Suffix (optional)
Nickname (optional)

Select the student's  from the dropdown list.Gender
Enter the student's .Birth Date
Enter the .date the student entered the United States
Mark the  checkbox if the student is a foreign exchange student.Foreign Exchange
Mark the  if the student is homeless.Is the student homeless?
Select the appropriate answer for Is Hispanic/Latino?
Select the student's .race(s)/ethnicity(ies)
Click the  buttonNext

Image 16: Student Entry - Demographics
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1.  

2.  

3.  
4.  
5.  
6.  

7.  

1.  

2.  

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.

Select the  from the dropdown list. This is the language the student most often speaksStudent Language
at home.
Select the  from the dropdown list. This is the language the parent most often speaks atParent Language
home.
Select the  from the dropdown list.First Language Spoken by the student
Select the  from the dropdown list.Language most often spoken at home
Select the  with friends from the dropdown list.Language most often spoken by the student
Select  or  from the dropdown list if the student has ever received Yes No English as a Second Language

.(ESL/ELL) services
Click the  button when finished.Next

Image 17: Student Entry - Language Entry

Previous Schools

Enter the  and  (if applicable) for the student's previousName of the School, City, State Country
enrollments up to three years ago.
Click the  Next button when finished.
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1.  

Image 18: Student Entry - Previous Schools

Tribal Entry

If the student has an active enrollment within a United States Native American tribe, mark the checkbox. Click
the  button to continue.Next

Image 19: Student Entry - Tribal Entry

Relationships

Parent/Guardians
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1.  
2.  
3.  
4.  
5.  

1.  
2.  
3.  
4.  
5.  

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

Image 20: Student Entry - Parent/Guardian Entry

Emergency Contacts

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

Image 21: Student Entry - Emergency Contact Entry

Health Services

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

Emergency Information

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

Image 22: Student Entry - Emergency Information
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1.  

2.  
3.  
4.  
5.  
6.  

1.  
2.  
3.  
4.  
5.  
6.  

7.  
8.  

Medical or Mental Health Conditions

If the student does not have medical or mental health conditions, mark the No medical or mental health
 checkbox and click the  button. Doing this will remove the entry fields from panel. conditions Next

Select the  for the student from the dropdown list.Health Condition
Enter any  related to the health condition.Comments
If a second condition exists, select that  from the dropdown list.Health Condition
Enter any  related to the second health condition.Comments
Click the  button.Next

Image 23: Student Entry - Medical or Mental Health Conditions

Medications

Medications can be listed for Daily Medications, Emergency Medication or Medication as Needed.

If the student does not have any medications to list, mark the  checkbox.No Medication
Mark the  if the student takes a medication on a daily basis.Daily Medication
Enter .Daily Medication Instructions
Mark the  if the student takes a medication for emergency situations only.Emergency Medication
Enter Emergency Medication Instructions.
Mark the  checkbox to indicate the student takes medication only when neededMedication as Needed
(not for emergency, not daily).
Enter .Medication as Needed Instructions
Click the  button.Next
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1.  

2.  

Image 24: Student Entry - Medications

Release Agreement

The following release agreement items are available.

Media

Determine if the district can use the student's photograph, voice or name in the media. This includes
newspaper articles, district websites, videos promoting school projects, etc. Select the  or  radioYes No
buttons accordingly.
Click the  button.Next
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1.  

2.  

Image 25: Student Entry - Media Release Agreement

Field Trip

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

Image 26: Student Entry - Field Trip
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1.  
2.  

Technology

Mark the  checkbox.I agree to the Technology acceptable use policy
Click the  button.Save

Image 27: Student Entry - Technology Policy

Student entry is now complete. Upon clicking the  button, the  screen will display. IfSave Student Entry
additional students need to be entered, repeat the previous steps. If the entered student's name appears in
yellow, a required field is missing data. Clicking on the student's name will open the panel where the
information is needed.

If student entry is complete, click the  button.Save/Continue

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  button.Go to Submission Page
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Image 28: Confirmation Summary

Done

Once the registration process is completed and have confirmed all entered information is accurate, click the 
 button. This will send a notice to the district staff that an Online Registration Application needs to beSubmit

reviewed.

Clicking the  button removes the ability to modify data in the Online RegistrationSubmit
application.
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Image 29: Done

Download a copy of the entered information by clicking the . This is a receipt ofApplication Summary PDF
data entered. No further information is needed at this time. 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.

Returning Student Registration (Online Registration)

Overview |  |  |  | |  | Things to Know Accessing the Returning Family Registration Household Parent
 |  |  | Emergency Contact Student Entry Confirmation Done

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: Portal > Online Registration

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.
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1.  

2.  

3.  
4.  

Image 1: Online Registration - Returning Families

If you are a registering a student who has never before been enrolled in this district, see the
following:

New Student Registration

Things to Know

A parent/guardian must contact the district to receive the URL for registering through the Portal. A link
will be sent to that parent/guardian 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.
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.
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1.  

2.  

3.  

Image 2: Panel Navigation

Accessing the Returning Family Registration

From the Online Registration page (see Image 1), select the Existing Family Registrar. A Portal Login
page displays.
Enter the username and password given to you previously from the district that is used to access the
Portal.
Expand the Inbox. A link to the Online Registration displays. Click this link. Registration may begin.

Image 3: Existing Parent - Online Registration

A Welcome message displays, with a list of current students in the family. Click the  button.Begin Registration
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Image 4: Existing Parent - Online Registration

When the Begin Registration button is selected, the Online Registration panels display. Before modifying
student information, select the desired language to use for all Online Registration panels. All screens in the
Online Registration Progress are available in the following languages:

English
French
Hmong
Spanish

Image 5: Online Registration - Language Selection
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1.  
2.  

3.  

1.  
2.  

Household

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

Home Phone

Verify the existing 10-digit .Home Phone Number
Review the selected  and modify as needed. Definitions for each option areContact Preferences
available.
Click the  button when finished.Next

Image 6: Household Home Phone

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.

Review the entered .Address
If the home address is correct, click the  button to enter Mailing Address information.Next
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1.  
2.  

3.  

4.  

Image 7: Home Address Verification

If the home address is incorrect:

Mark the  checkbox. An address entry area displays.The home address listed is no longer current
Enter the date that the current address became inactive for the household. This is the date of the
household's move to the new location.
Enter the new address information in the appropriate fields. See the  section forAddress Fields
definitions of these items.
Click the  button when finished.Next
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Image 8: New Address Entry
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Address Fields

Field Definition 

Post
Office Box

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

 Number House Number of the address, or Box number if the address is a P.O. Box address. 

In the address ,  is the number. Only enter7750 South Barstow Street NE, My Town MN 55555 7750
the number of the address. 

 Prefix Direction of the street in the address. 

In the address ,  is the prefix. 7750 South Barstow Street NE, MyTown MN 55555 South

 Street Name of the street. 

In the address ,  is the street name.7750 South Barstow Street NE, My Town MN 55555 Barstow
Enter only the name of the street.  

 Tag Label of the entered street - Avenue, Street, Blvd., etc. 

In the address ,  is the tag. Enter only the7750 South Barstow Street NE, My Town MN 55555 Street
tag in this field. 

 Direction Direction indicating the placement of the street within the city limits. 

In the address ,  is the direction. Enter only7750 South Barstow Street NE, MyTown MN 55555 NE
the direction in this field. 

 Apt Apartment number if this address is for an apartment building location. 

In the address ,  is the Apartment7750 South Barstow Street NE, Apt. 101 My Town MN 55555 101
number. 

 City Postal city for the address. 

 State Two-digit state code for the address. 

 Zip Code Postal zip code (plus 4 if available). 

 County County in which the address is located. 
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1.  

2.  

3.  

Mailing Address

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

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.
Click the e button when finished.Save/Continu

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

Parent

Displayed are the current parents/guardians associated with the household. The following can be done:

Remove existing parents/guardians
Make no changes to existing parents/guardians
Make changes to existing parents/guardians
Add new parents

Making changes to parents/guardians includes changing contact information (cell phone, work
phone, email addresses, etc.), among other information. If any of these have been modified since
the last time this data was reviewed, select the parent's/guardian's name and move through the
panels to ensure the data is accurate.

Image 9: Existing Parents/Guardians
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1.  
2.  
3.  
4.  

Removing a Parent/Guardian

Select the name of the Parent/Guardian to remove by placing the cursor in the  column.Remove
The row of the parent will turn red.
Click the Remove . A confirmation message will display asking to confirm the removal.X
Click the  button to continue or the  button to ignore the removal.OK Cancel

Image 10: Removing Existing Parent/Guardian

Making No Changes to Existing Parents/Guardians

If no changes need to be made to the existing parents/guardians, click the  button.Save/Continue
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1.  

2.  

3.  

Image 11: No Changes Needed to Existing Parents/Guardians

Adding Parents/Guardians or Making Changes to Existing Parents/Guardians

To add a new Parent, click the  button. Follow the information below for entering data.Add New Parent

To make changes to existing parents/guardians, select the parent's name from the table and follow the
information below for entering data.

Demographics

Enter the following information for the parent:
First Name
Middle Name (optional)
Last Name
Birth Date
Gender

If this person lives at the previously entered address, mark the Please check this box if this person lives
 checkbox.at the same address listed below

Click the  button.Next

Image 12: Parent Demographic Data
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1.  
a.  
b.  
c.  

2.  

3.  

1.  
2.  

Contact Information

Enter the following about the parent's contact information:
Cell Phone
Work Phone
Email (if no email, mark the  checkbox).Has No Email

Determine the  for each entered contact. Definitions are provided for each type ofContact Preferences
preference.
Click the  button.Next

Image 13: Parent/Guardian Contact Information

Migrant Worker

If the parent is a migrant worker, mark the  checkbox.Migrant Worker
Click the  button.Next
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1.  
2.  

 Image 14: Parent/Guardian - Migrant Worker

Impact Aid

If the parent is on active duty through the US Military, mark the  checkbox.Parent in Military
Click the  button. Data entry for this parent is complete. The screen will return to the first page ofSave
the Parent entry screens where additional parents/guardians can be entered.

 Image 15: Parent/Guardian - Impact Aid
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1.  
2.  
3.  
4.  

Emergency Contact

Displayed are the current associated with the household. The following can be done:

Remove existing emergency contacts
Make no changes to existing emergency contacts
Make changes to existing emergency contacts
Add new emergency contacts

Making changes to emergency contacts includes changing contact information (cell phone, work
phone, email addresses, etc.), among other information. If any of these have been modified since
the last time this data was reviewed, select the emergency contacts name and move through the
panels to ensure the data is accurate.

Image 16: Existing Emergency Contacts

Emergency contacts are those individuals who are not parents/guardians, may be 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 t button to begin.Add New Emergency Contac

At least two Emergency Contacts need to be added.

Removing Existing Emergency Contacts

Select the name of the  to remove by placing the cursor in the  column.Emergency Contact Remove
The row of the emergency contact will turn red.
Click the . A confirmation message will display asking to confirm the removal.Remove X
Click the  button to continue or the  button to ignore the removal.OK Cancel



Product Information - Online Registration (Custom Development)

 
42

Image 17: Removing Existing Emergency Contacts

Making No Changes to Existing Emergency Contacts

If no changes need to be made to the existing emergency contacts, click the  button.Save/Continue

Image 18: No Changes Needed to Existing Emergency Contacts

Adding New Emergency Contacts or Making Changes to Existing Emergency Contacts

To add a new Emergency Contact click the  button. Follow the informationAdd New Emergency Contact
below for entering data.

To make changes to existing emergency contacts, select the emergency contact's name from the table and
follow the information below for entering data.
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1.  

2.  

1.  
a.  
b.  
c.  

2.  

Demographics

Enter the following information for the emergency contact:
First Name
Middle Name (optional)
Last Name
Birth Date
Gender

Click the  button.Next

 Image 19: Emergency Contacts - Demographics

Contact Information

Enter the following about the parent's contact information:
Cell Phone
Work Phone
Email (if no email, mark the  checkbox).Has No Email

Click the  button.Next
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1.  
2.  

Image 20: Emergency Contact Information

Verification

Enter the Address information for the emergency contact.
Click the  icon when finished. The screen will return to the first page of the Emergency ContactSave
entry screens where additional emergency contacts can be entered.

Image 21: Emergency Contact Demographics

To enter additional emergency contacts , click the  button. Repeat theAdd New Emergency Contact
instructions in the  for guidance. If no further parents/guardians need to be entered,Emergency Contact Entry
click the  button.Save/Continue
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1.  

2.  
3.  
4.  
5.  
6.  
7.  
8.  
9.  

Student Entry

After entering Parent information and Emergency Contact information, enter the Student(s) in the household.

Click the  button to begin.Add New Student

Demographics

Enter the following about the student:
First Name
Middle Name (optional)
Last Name
*Suffix (*optional)
Nickname (optional)

Select the student's Gender from the dropdown list.
Enter the student's .Birth Date
Enter the date the .student entered the United States
Mark the  checkbox if the student is a foreign exchange student.Foreign Exchange
Mark the  if the student is homeless.Is the student homeless?
Select the appropriate answer for Is Hispanic/Latino?
Select the student's .race(s)/ethnicity(ies)
Click the  buttonNext

Image 22: Student Entry - Demographics
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1.  

2.  

3.  

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.

Select the e from the dropdown list. This is the language the student most often speaksStudent Languag
at home.
Select the  from the dropdown list. This is the language the parent most often speaks atParent Language
home.
Click the  button when finished.Next

Image 23: Student Entry - Language Entry

Tribal Entry

If the student has an active enrollment within a United States Native American tribe, mark the checkbox. Click
the  button to continue.Next
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1.  
2.  
3.  
4.  
5.  

Image 24: Student Entry - Tribal Entry

Relationships

Parent/Guardians

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

1.  
2.  
3.  

Image 25: Student Entry - Parent/Guardian Entry

Emergency Contacts

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

Image 26: Student Entry - Emergency Contact Entry

Health Services

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

Emergency Information

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



Product Information - Online Registration (Custom Development)

 
49

1.  

2.  
3.  
4.  
5.  
6.  

Image 27: Student Entry - Emergency Information

Medical or Mental Health Conditions

If the student does not have medical or mental health conditions, mark the No medical or mental health
 checkbox and click the  button. Doing this will remove the entry fields from panel.conditions Next

Select the  for the student from the dropdown list.Health Condition
Enter any  related to the health condition.Comments
If a second condition exists, select that  from the dropdown list.Health Condition
Enter any  related to the second health condition.Comments
Click the  button.Next

 Image 28: Student Entry - Medical or Mental Health Conditions
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1.  
2.  
3.  
4.  
5.  
6.  

7.  
8.  

Medications

Medications can be listed for Daily Medications, Emergency Medication or Medication as Needed.

If the student does not have any medications to list, mark the  checkbox.No Medication
Mark the  if the student takes a medication on a daily basis.Daily Medication
Enter .Daily Medication Instructions
Mark the  if the student takes a medication for emergency situations only.Emergency Medication
Enter Emergency Medication Instructions.
Mark the  checkbox to indicate the student takes medication only when neededMedication as Needed
(not for emergency, not daily).
Enter .Medication as Needed Instructions
Click the  button.Next

Image 29: Student Entry - Medications

Release Agreement

The following release agreement items are available.
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1.  

2.  

1.  

2.  

Media

Determine if the district can use the student's photograph, voice or name in the media. This includes
newspaper articles, district websites, videos promoting school projects, etc. Select the  or  radioYes No
buttons accordingly.
Click the  button.Next

Image 30: Student Entry - Media Release Agreement

Field Trip

Determine if the student has parent permission to participate in school- or district-approved field trips.
Mark the  or  radio buttons accordingly.Yes No
Click the  button.Next
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1.  
2.  

Image 31: Student Entry - Field Trip

Technology

Mark the  checkbox.I agree to the Technology acceptable use policy
Click the  button.Save

Image 32: Student Entry - Technology Policy

Student entry is now complete. Upon clicking the  button, the  screen will display. IfSave Student Entry
additional students need to be entered, repeat the previous steps. If the entered student's name appears in
yellow, a required field is missing data. Clicking on the student's name will open the panel where the
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information is needed.

If student entry is complete, click the  button.Save/Continue

Confirmation

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

Image 33: Confirmation Summary

Done

Once the registration process is completed and have confirmed all entered information is accurate, click the 
 button. This will send a notice to the district staff that an Online Registration Application needs to beSubmit

reviewed.

Clicking the  button removes the ability to modify data in the Online RegistrationSubmit
application.
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Image 34: Done

Download a copy of the entered information by clicking the . This is a receipt ofApplication Summary PDF
data entered. No further information is needed at this time. A confirmation of processing will be sent once the
district has reviewed the application.

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.
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Image 1: Staff Processing Tool

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. 

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.



Product Information - Online Registration (Custom Development)

 
56

1.  

2.  

3.  
4.  

5.  

Using the Staff Processing Tool

Enter one or more of the following search options:
First Name
Last Name
Application Number
Email Address
Application Status

Mark the  to include applications that may still be inInclude unsubmitted applications checkbox
progress by the parent/guardian in the search.
Click the  button. A list of applications matching the search results will appear.Search Applications
Select the desired application from the  The names of the students inOnline Registration Applications.
that application will display next to the search options. 
Click the  to verify the entered household data and to approve (or reject) theReview Application
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  button.Delete Application

Reviewing Applications

After selecting the application and clicking the  button, a Campus Portal window displaysReview Application
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.

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  button.Next



Product Information - Online Registration (Custom Development)

 
57

Image 2: Staff Processing - Home Phone Review

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.

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  button.Save/Continue
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Image 4: Staff Processing - Mailing Address Review

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 

 and  editors using the  and Demographics, Contact Information, Migrant Worker Impact Aid Next Previous
buttons on the panels. When finished, click the  button. When finished reviewing all entered parents, clickSave
the  button.Save/Continue

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

 and  editors using the  and  buttons on the panels. When finished,Information,  Verification Next Previous
click the  button. When finished reviewing all entered emergency contacts, click the Save Save/Continue
button.
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Image 6: Staff Processing - Emergency Contacts

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

 and  editors using the  and  buttons on the panels. When finished,Services Release Agreement Next Previous
click the  button. When finished reviewing all students, click the  button.Save Save/Continue

Image 7: Staff Processing - Student

Staff Approval

On the Staff Approval editor, select the appropriate  from the dropdown list - Approved,Application Status
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  button.Save and Post
When the Application Status is Hold or Denied, click the  buttonSave

Click the  button when finished.Save
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Image 8: Staff Processing - Staff Approval

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.

At this time, enrollment records will need to be created for approved applications for new families. For
existing families, no further action is needed.

Student Online Registration (Online Registration)

Overview |  |  | Summary Health Miscellaneous

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: Student Information > Online Registration

The Student Online Registration tool provides school staff with the ability to review data entered for enrolled
students as entered in the Online Registration toolset. The following information can be reviewed:

Summary
Health
Miscellaneous

Changes to this information cannot be made here.

Summary

The Summary tab lists basic information about the student as entered in the Online Registration tool in the
Portal.
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Image 1: Student Information Online Registration Summary Data

Users can review data for the following:

Person Information
Home Address
Home Contact Preferences
Mailing Address
Parent/Guardians
Emergency Contacts

A PDF can be generated for this Summary data by selecting the  printOnline Registration Summary Report
icon.
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Image 2: Student Information Online Registration Summary Data - PDF

Health

The Health tab lists entered health information from the Online Registration tool in the Portal.

Image 3: Student Information Online Registration Health Data
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Users can review data for the following:

Primary Care Provider
Primary Care Phone
Health Conditions
Health Condition Comments
Daily Medication
Daily Medication Instructions
Emergency Medication
Emergency Medication Instructions
Medication as needed
Medication as needed instruction

A PDF can be generated for this Health data by selecting the Online Registration Health Summary Report
print icon.

Image 4: Student Information Online Registration Health Data - PDF

Miscellaneous

The Miscellaneous tab lists the entered information for Release Agreements and other general data available
on the Online Registration toolset.
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Image 5: Student Information Online Registration Miscellaneous

Users can review the following information:

Media Agreement
Field Trip Agreement
Technology Agreement
Homeless
Foreign Exchange
Tribal Enrollment
Language, Home Language, Primary Language, Friends Language, Parent Language
Previous School Information

A PDF can be generated for this Health data by selecting the  printOnline Registration Miscellaneous Report
icon.
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Image 6: Student Information Online Registration Miscellaneous - PDF
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