Federal and State Compliance

HISD Connect Enrollment Process

Online Enrollment Process

This document outlines the technical and manual process for the HISD Connect Online
Enrolliment application.

1. Before logging onto HISD Connect, SIR will follow these steps to produce a list of school’'s
SmartChoice “Confirmed-YES” Applications. First SIR will log onto SmartChoice.

HISD

School Choice

EDUCATION. YOUR FUTURE, YOUR CHOICE.

Enter your email and password to continue:

parkertransfers@hisd.com

Forgot password? Lagin

2. Once logged in, from school dashboard SIR will select Application and fill in the following

criteria:
HlSD School Choice
EDUCATION. YOUR FUTURE. YOUR CHOIKCE -~ . ™~
- D 'A l’ v ©
"
1. Submitted - s S ———
2. Transfer type =), ol e ,e o :
with school Onprocesng — o o -
name Withgrawn: Ocher statux: Program Tag: Subeniysion Date: 2021 Schook:
3. Lottery List = Oweosan Ocwestesng . ¢ . .
Offered List 9 eesss Bt gt e g KA
‘:(WJ ' : '
4. Lottery Status s s b e
= Accepted Ol woscheees . ' '
5. Confirmed = e . indsria ’ inlene : eccamendavons: ‘
confirmed — ' o S
Yes
6. Filter Ohaissners Userica 0
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HISD Connect Enrollment Process

3. Below the filter area, a list of student applications matching the filtered criteria entered will
appear. Select the empty box under “Submitted” to highlight all applications.
a. Check the box on blue column heading
b. Select the report titled “RED _STAR_Accepted Students for Extract” in the
Capture/Report Options™:
c. Click on “Capture Selected”

Total Students: S8 Total Applications: $8 vamni&onmr‘cﬂ: S8

RED_STAR Accepted_Students_for_Extact ¢ Copture Seiected Add New Application
©
select: @ suomines Bnorsuomices 1o Next » 50 8 perpage
v W Appt  Studentt Full Name Rank Category Program 20/21Grade Dellverables  Sib  Priority Processing School Current School VA GE  CORE
Transfers  Community Senvices / Program 9 1 02/04/2021 §43:00AM  Community Services-SEC  Community Services-SEC
Transfers  Community Services / Program 1 1 01/07/2021 120100 PM  Community Services-SEC  Community Services-SEC
Transfers  Community Services/ Program .. & 1 01727/2021 120400 PM  Community Services-SEC  Commurnity Services-SEC
Transfers Community Services/ Program .. 8 1 01/11/2021 12:56:00 PM  Community Services-SEC  Community Services-SEC
1 Transfers Communizy Services / Program 9 1 02/04/2021 82700 AV Community Services-SEC  Community Services.SEC 7700

4. The report will appear for exporting
a. Application ID number-will appear with SC in front of the application number
b. HISD Connect Student ID number. This will be empty if the student has not been registered
in HISD Connect. School Choice will not be able to approve a student without an HISD
Connect ID.
c. Confirmed-Yes Status
d. Export Data to generate a CSV file for printing

School Choice

EOUCATION. YOUR FUTURE, YOUR CHOICE - ‘ Ea
" ¥ P> & o
-~ &

HISD

. 2 (3 or_extact EditReport | ExportDawa
Created by Jasso. Experimental. Plaase compare with offered list Q
o 2 Y/
Smatches N . 1l N %0 ¢ |pecpage
B student id student_district_id fname ‘mname Iname school_code ttle confirmed grade Identified 504 school_previous id
% Community Services / Program Placement yes 9 Community Services-SEC
3% Community Services / Program Placement yes n No Community Services.SEC
¥ Community Secvices / Program Placement yes 8 Community Services-SEC
35 Community Services / Program Placement yes 8 Community Services.SEC
% Communizy Services / Program Placement yes § Community Services-SEC
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HISD Connect Enrollment Process

5. Example of Report: Names were excluded for privacy purposes.

File  Home Inset  Pagelayout Formuas  Data  Review  View  Help  ACROBAT P Search & Share i Comments
Eﬁ[jl;cm oo S JA R E=E ¥ Bwepte Genent - E @ @ 3 = E é:‘rm i 2? /O ; ]
Copy = il
P rrraee | B 1 U~ |E- |8 A~ | S==| =% [ Biepeacnn - | § - % 958 | Crmonl s G | b Do fomar | 0 L e e | e | o
Chpbeard Ll Font L Alignment L Mumber el Styles. Cells. Editing Ideas. Sensithity ~

LLE3 * [ 53 -
d A B < o E F G H | ] K L M N o ) Q-]
1 |student_id student district_id frame  mname  Iname school_cade title confirmed grade identified_504 school_previous_id
2 36 Community Services / Program Placement  yes 9 Community Services-SEC
3 36 Community Services / Program Placement  yes 11 No ‘Community Services-SEC

4 36 Community Services / Program Placement  yes ] ‘Community Services-SEC

5| 36 Community Services [ Program Placement  yes 8 ‘Community Services-SEC

(3 36 Community Services / Program Placement  yes k) Cemmunity Services-SEC

7 36 Community Services / Program Placement  yes ) ‘Community Services-SEC

8 36 Community Services / Program Placement  yes 1 ‘Community Services-SEC

9| 36 Community Services / Program Placement  yes 1 ‘Community Services-SEC
0 36 Community Services [ Program Placement  yes 7 ‘Community Services-SEC
nj 36 Community Services / Program Placement  yes 10 ‘Community Services-SEC
2] 36 Community Services / Program Placement  yes 7 Community Services-SEC
13 36 Community Services / Program Placement  yes 1 Community Services-SEC
14 36 Community Services / Program Placement  yes 10 Community Services-SEC
5 36 Community Services / Program Placement  yes 10 Community Services-SEC
16 36 Community Services / Program Placement  yes 11 ‘Community Services-SEC
17| 36 Community Services / Program Placement  yes 4 Community Services-SEC

6. Log onto HISD Connect. Use your HISD network Username and Password to log onto the
system.

PowerSchool 515

Administrator Sign In

Select Language English w

Username

Password

7. Scroll to Applications on the menu bar and click the PowerSchool Registration Admin
Portal hyperlink.

Applications

Forms

PowerLunch

PT Administrator
HeportWorks Developer

PowerSchool
Fegistration Admin
Porial
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HISD Connect Enrollment Process

8. SIRs HISD Connect Registration page opens and SIR will select the 2021-22 School Year.

R‘\\
ﬂ@) Enrolment
9 Shident Dat
St e
(rfgraion o Reademic Y ¥ S
‘ New St egstation 1 Open
New et egstaion iz Open
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HISD Connect Enrollment Process

PENDING APPROVAL

The Pending Approval View displays all records that have been imported into the Submission Workspace and
have not been approved. All records in this view will have a status of Pending Approval. Before being
approved, these records must go through the agreed upon approval procedure. Once these records meet the
approval criteria, they can be approved for delivery.

1. Click New Student Registration.

The Submission Workspace appears. This is the district-level view. Campus SIRs will only see
their student data.

New Student Registration (2021-2022)

Submission Workspace Column
Selectalfl View: Pendlng Approval ~ Filter: None + | Tag: None ~ v\ 5Found | Page 10f1] | |
(—— — =

Benbrook
O 2128381 Cody Test otzon Eaneny | Honenary 01212021 Medical Concems, Polished Engish
School School
Benbrook B " .
Missing Immunizations, Missing Paren ID, Missing POR, Polished, Verifiec-zoned adcress or Student i zoned fo Benbrook
0 2128380 Cotyfwo  Test ouzaent - Benentay K o021 eend i Engish Dt 4@
No Zoned Berry
i . Student i not zoned o a school,
u] CogyTiree  Test ot sl generiary ff 01252021 Missing Bifth Proof, Missing Immunizations, Missing Parent ID, Missing POR, Poished Engish RS L@
Parker § §
Missing Birth Proo, Missing Immunizations, Missing Parent D, Missing POR, Missing Transcripl,
0 Jose Test CoRTmR sy | | B | P 01252021 yrigsing withdrawal, Polished, Veriied-zoned address of ransfer on fle Englsh B
No Zoned Bell
(] CodyFour Test 01072010 School Elementary [l K 017282021 Polished Engiish 4@
dentied School
M—

2. SIR can click on column titles to sort by that column or (a)filter by entering data on blank
boxes above column titles, (b)select specific records by checking box in front of name or
(c)selecting box on column title row.

3. Open student record of those selected by clicking pencil to the left of student name.

New Student Registration (2021-2022)

(a)
Submission Workspace
Selecta... View: Pending Approval ~ | Filter: None | Tag: None v v |5 Found| Page Tof 1] ¢ |

] — m——( \@] — =

Alcott

(c)

Benbrook
Cody Tost 0012001  Elementary  Elementary K 012172021 Medical Concems, Polished Engish E
School Scheol
Bentrook ,
Missing Immunizations, Missing Parent ID, Missing PO, Polished, Verified-zoned address or Student is zoned fo Benbrook
(b) Cotyfwo  Test ouzaent - Benentay K o021 peesnd i Engish e obert L@
No Zoned Bery
CodyThree  Test 01032001 School Elementary K 011252021 Wissing Birth Proof, Missing Immunizations, Missing Parent ID, Missing POR, Polshed Engish Sdent 5 not zoned 12 a schoo), A
but ntends o enrol at Berry.
Identiied Scheol
Farker Koler Wissing Birth Proof, Missing Immunizations, Missing Parent D, Missing POR, Missing Transcript,
Jose Teet 04082012 Elementary  Elementary 3 01252021 pticsing Withdrawal, Poished, Verfiad-zoned address or ransfer on fie © Engleh LB
School School
No Zoned Bel
CotyFour  Test 01072010 School Elementary K 01282021 Polished Engish A @
Igentied Sehool
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4. Review the Tags section. Verify correct documents have been uploaded.

Campus SIRs must check to ensure that ALL required documentation has been
uploaded BEFORE proceeding to the next stage.

» Note: Current required documentation includes Birth Record, Parent ID and Proof of
Residence. Immunization record is not listed as a required document on the parent side,
however Campus SIRs must continue to follow guidelines for student immunizations.
There is only 4 criteria that allow for a 30 day waiver:

1) Homeless

2) Foster

3) Military

4) Coming from a TX school without documentation

 If all documents match the data entered by the parent, SIR will confirm by selecting the
drop down menu and selecting Yes. Selection must be saved.

Field Name New Value
p—

Data entered matches documents provided ‘ B o
N _________ 4

« If all required documents have not been uploaded, Campus SIRs must select No and
leave the record for further review. Campus SIRs must contact the parent/guardian to
validate the mismatching data.

5. Campus SIRS will then verify the zoned/intended school. If Intended School is populated,
parent is applying to non zoned school and SIRs must verify that student is listed on Campus
“Confirmed-YES list. If student is found, SIR will select Yes.

tu_EnroliSchool Benbrook Elementary School

roll No
School Alcott Elementary School

have verified that there is a confirmed "Yes" smart choice application Yes v »l

| §]
©

6. If students are enrolling for Kindergarten, Campus SIRS will need to verify that student’s age
is 5 on or before September 1%. If student’s age qualifies for Kindergarten, SIR will select

Yes.
stu_DoBMonth 05
stu_DoBDay 11
stu_DoBYear 2016
stu_EnroliGrade ¥
P—
Confirmed the Kinder student is 5 yrs old on or before Sept. 1st » l =]
——
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HISD Connect Enrollment Process

7. Campus SIRS will also need to verify if a student is enrolling for GT Testing purposes only.
If this is the case for the student, SIR will also select No for the smart choice application to
create ID and send to Central Registration. This will prevent having inactive records or
having to withdraw students who only need an ID.

stu_EnrollSchool Berry Elementary School
stu_IntentToEnroll No
stu_IntendedSchool Askew Elementary School

Registering for GT Testing purposes only Yes

p—
| have verified that there is a confirmed "Yes" smart choice application. | No v ‘l He l

8. Once confirmed Yes, Campus SIR will select Approve and Continue after you have
verified that the record meets the approval criteria.

Approve

This record meets the criteria for approval, but you still must Approve it. Please
review the record, and when ready, click the Approve & Continue button.

‘ I Approve & Continue I

9. Click the Back to New Student Registration tab.

| 4= Back to New Student Registration (2021-2022)
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HISD Connect Enrollment Process

PENDING DELIVERY

The Pending Delivery View displays all records that have been approved but not delivered. All
records in this view will have a status of Pending Delivery. As records listed in this view are both
approved and undelivered, there will be overlap with the records in the Approved View.
Additional Review will need to take place.

1. Click Pending Approval to open the options menu.

Views ﬂ

Search

Default

Pending Approval (3261)
Approved

[ ] ExternalStudentlD 'FirstName LastName

Campus SIR can then select Pending Delivery to view files ready to be delivered.

2. SIR will then select Deliver Data in your Tasks menu and confirm the Submission Deliver
Data by selecting “Selected Only” or “All Found”.

Submission Deliver Data

Assign Tags

L2 PP ir AN T Remove Tags
LM Print Forms Do you want to DELIVER DATA for selected
| address Downioad Forms records only (0) or all records found (1)?
Print Letters
?p":f"‘“ You will be able to review and approve records and
M
Discard their data before they are actually delivered

Manage Process Documentation

Note: Tosks shown here depend
on the View you have selected.

3. This action will prepare to match records with existing records to avoid creating
duplicates.
Campus SIR will then be prompted to Create Delivery Batch.

Click the Create Delivery Batch button to begin the data delivery process. You will be abie to review and edit each record prior 1o delivery. Please be patient, as the initial set up for this

Confirmation will then appear, and Campus SIR will select Close when complete.
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Delivery

Important Note: When match is attempted, you will see a gray, green and yellow orb. Please
be sure to review all potential matches when you see a yellow orb.

Review and Edit - 1 of 1 (CodyTwo Test)

CodyTwo Test 017022001 | Race | Contact: Parent Test, M | Contact Guardian Test. F | Contact , | Contact |, | Contact: | | studentcorefields | s_bo_stu_x | s_stu_x | u_stu_common_x

& CodyTwo Test 0120222001 - ‘

Field Name Value Existing Data
Student_Number -

e Notice that Student Number is still not populated. If you find a match, the original
number will be used.

1. If the system finds potential matches, possible matches will populate in a separate
window for SIR to review. If SIR finds that one of the records does match, then SIR will
select the record to match and therefore a new ID will not be created. Close can then
be selected to close window.

Existing Data W TS TENTN S SSS E
CodyTwo Test 01/02/2001 a

The following potential matches were found. Click the Select button for the record you want to match to, or if none of the records match,
then just click the Close button

First Micidie
o Fratix Name Narme
2105343 Cadence Anae

Showing 1 to 1 of 1 entries

-

e Once SIR has completed reviewing, SIR will then select No Match if match was not
found.

o While system is matching existing records, the gray orb indicates “No Match Found” and
no review is required.

e |[f system has found an exact match, the orb will already be green, and no review is
required.
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2. When records have been reviewed and matches are complete, SIR can then deliver the
record to the school SIS or to Central Registration depending on your selections.

Close Delwery Batch
e - I e e
Field Name Value Existing Data Deliver All Records
Student_Number You may delver af records n this batch af one bme The resuls of the delvery wil be shown once
he debven you ‘each
First_Name CodyTwo ecord indvidualy
Middle_Name Defiver All Records
Last_Name Test
DOB 011022001 Deliver Record

Gender F
Grage_Level 0
FedEthnicly YES

Streel 4400 W 18th St

L 3K AR 28 2% 3 2% 2K A 2

I -beeﬂ delivered. Click Deliver Record 1o deliver this record. ]
l -

Deliver Record

#* Delivering record to target system.

3. If there are any problems found, SIR will be prompted with an alert that will require
further review.

Deliver Record

[ This record has NOT been delivered. Click Dellver Record 1o deliver this record. ]

‘ There are one or more problems with this record which have prevented it from
being successfully delivered. Please check for detalls on the left side of this
screen.

e Asindicated in the alert, the error description will be populated above the student
record to the left of the screen.

. T

I « An arror was encountered delivering this record Check the schemata below for details

CodyTwo Test 01/02/2001 | Race | Contact Parent Test, M | Contact: Guardian Test. F | Contact . | Contact | | Contact . | studentcorefelds | & b stu_x | 5_stu_x | u_stu_common_x Expar
Y ‘ez
« Message from server. REQUIRED_MEDICAL_ALERT_DESCRIPTION. A description is required when an expiration date is p L for student/alerts/medical/descripti

-~—

SIR will need to correct the errors before delivering the record to SIS.
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Once erros have been fixed and you successfully deliver the record, Student ID will be

created and populated.

Deliver Record

[mmmmmmmmnwumu! ]

& CodyTwo Test 010272001

Field Name Value Existing Data
> ()
First_Name CodyTwo ¢ CodyTwo
Middle_Name ¢
Last_Name Test & Test
DOB 01/0212001 & 20010102
Gender F ¢F
Grade_Level 0 ¢0
FedEthnicty YES ¢ YES
Street 4400 W 18th St & 4400 W 16th St
Ctty Houston ¢ Houston
State TX e X
Zip 77092 & 77092

You can then exit out of the record by selecting “Close Delivery Batch”.

Data Delivery Steps

Introduction
Foaverw and Dalvar

»w

A confirmation will then indicate how many records were delivered and you can then select to
“Close Delivery Batch” again.

Close Dellvery Batch 4

Asummaty of the current delivery batch is shown below, If there are still records 10 be delivered, you may go back and deltver them, of you may close the batch now and deliver those records at a
later time. If you are done working on this batch, you should go ahead and close this delivery batch. Remember, you can always create another delivery batch at any time

« 11record(s) have been DELIVERED.
« 0 record(s) have not been delivered

Page 11 of 38



Federal and State Compliance

HISD Connect Enrollment Process

Campus SIR will now be directed to submission workspace and can now view “Delivered”
records. Notice that the student ID is now populated.

Submission Workspace

Select ... View: Delivered v |Filer; None v | Tag: None v BBy romoipageran ()

|}
Benbrook Missing Immunizaions, Missing Parent D, Messing POR, Polshed, Verified- - Student Contacts - Restricted
» ] 2128380 CodyTwo Tost 01/022001 Elementaty School K 01252021 20ned address o ransier on e - Generc 02052021 "]
m

Pagesze: [@)1501100150

School new online records are complete and exported to HISD Connect. It is recommended to
highlight recent records and print before returning to review records on HISD Connect to verify
that all required fields are filled.
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HISD Connect Process after Online Enrollment Delivered

1. Log into HISD Connect and enter student’s name in the search field.

[® Powerschool sis € 0P & 0 (W

Martin Luther King Jr. ECC Vv 20-21 Cycle 1 v

Functions

Introsucing the new PowerSchool SIS experiencel We think you'll love It Leam More | Quick Data G

Attendance Taken

Start Page
| |
3PKI PKA T M A
Teacher Schedules Store Stored Selections View Fleld List Advanced MultiSelect  Distnct Search

Reports Current Student Selection (0) [
h3

Il Tnere are no search results

View Attendance

Incident Count

2. Click the student’s name to open the record.

3. Select the Other Info tab. Review the information for accuracy and update if needed.

[P Powerschoot sis 0P S0 (w

Sw nt
. Lst {1 . Start Fage > Stugent Selection > Other Information :Jr ECC Vv 20-21 Cycle 1 v
‘

Informati i
nformation Other Information

Demographics ':Gll‘dl.'.:l,.l E'er Cthes ln'cI Akils Transportaton
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4. Click the Contacts tab. Review the information for accuracy and update if needed.

Programs

Elementary Progras

Birth Information

Birthdate

5. Click the Demographics tab. Review the information for accuracy and update if needed.
Note: Federal Ethnicity, Race, Gender, and SSN fields must be populated. If student is new
to HISD, be sure to search for student on TSDS to match data if student attended another
Texas Public School. This will either create or match the appropriate Unique ID for student.

H@ PowerSchool SIS L] » & @ (Nw
[ <] Lst(1) B start Page > Stuoent Sekection » Otner information :l: v 20-21 Cycle 1 Vv
S ‘
e Other Information
| o
Inemo;ngﬂurs I Contacts = Emal | Ofherinfo | Ales  Transpanaton
Spe ams
SRAYIRGY. RN Date Entered US Schools
ast SchooyDaycare Atended I
Elementary Program Type [ v

Birth Information

Binndate

Teacher Comments Birth Centificate on Flle
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6. Validate Address at the Very End!!!

sport Ive = .
View Other Boundaries Map Satellite : s
§ —
[ None selectza v/ r -t A
- : 2
e SOUTH ACRES 1Ex Exarz
/ CRESTMONT
= L
*3
| v
| i 248
e Teme b - —
— , T
Student Info . . . I ?
| |
Studenl name. j i .
H 2 cushon Tolwiry Sam Housion Talmig
Aduress type e i o0 0% ToL Y i ‘ ‘
Selected 5 ' ‘ ]
address Y -
» [35] Brookside
Geocode . g i =] Village o -
- s‘ Wobae b ™ &
T RS- =
it S » 348
Goagle ] E= £ Map dute B2020 Decge Termaclze T
7. Click Submit.
View Other Boundaries Map  Sateliite ; NN ]
[ vone selectea v et g
Requested School e B *f SOUTH AcRES B Exract
{ CRESTMONT
| == ® T
| . y el « — =
x
Transfer Request Requl n ' E .
‘ ]
Enroliment Exception
Student Info
Requested School
Student name: hiser, T — | o Tal
! Sam Housion o
Address ype:  Primary Kwdssn b o b
Selected 4111 D i
Adaress X776 :
seose: 23 fe L |

I

Gobgle By 8

Map dete W2020 Cocge  Termacf Use

]
Student’s record is complete.
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HISD Connect Process for Paper Document Enrollment

1. Verify studentis zoned at:  https://www.houstonisd.org/ findAschool

School Search

Motice: This is only an information tool to locate campuses serving addresses within HISD; boundaries are subject to change.
Enroliment eligibility must be confirmed with & campus registrar.

/ ==

Search by school name Find your neighborhood school

| e Map of all schools
(e.g: 4400 W 18th Street, Houston, TX) = n

{ Mote: Do not include apartment or suite numbers.)

2. Once address has been verified you may proceed to enroll if student is zoned. If student is
not zoned and student does not have an accepted seat through school choice, you must
direct the parent to their zoned school and give them the directions to apply for a transfer if
they request one. (Do not attempt to request a transfer through HISD connect as this
will cause an Inactive Record that will create PEIMS Errors.)

3. Verify that paper documentation has been completed by parent and required documents
have been provided:

a. Proof of student identity (Student Birth Certificate/Birth Facts/Baptismal
Records/Passport)

b. Proof of Residency (Utility bill, lease agreement, tax receipts or mortgage
payment receipts)

c. Parent ID (State issued ID/Passport/VISA)

d. Student Immunization Record (Verify record is up to date)

4. Log on to HISD Connect and select District Search.

[P Powerschool sis W AR SO (n

District Office ™ 2021 Year v

Functions

«  Introducing the new PawerSchool S15 experience! We think yourl kove (I CR Quick Data o)

Incident Count

Start Page

-

3Pkapke K 1 @)3 456789 1011 12

aao

Stored Searches Stored Selections View Fiek List Ag

feacher Schedules
Current Student Selection (0) 000 005 =
Student Transfers

- A O
&l There are no search resuts. 4z A i4 8 : 24
Manage Exception Types L
{anage Requests

Reports
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5. Fillin two criteria to search for student by using provided documents.

District-Wide Student Search

6.

Search by the criteria below

Student Number

Last Name

First Name

Date of Birth

Home Phone

Match

| equals vl
|starswith ||
|startswith ||
equals MM/DDIYYYY B
| contains vl

all criteria v

If student is not found on District-Wide Search, search for student on TSDS.

TEXA

Texas Education Agency

TEA Login (TEAL)

MOTICE: TEA Web Applications will not be available each Sunday morning from 5:00am to
2:00pm due to routine maintenance. Please do not access your applications during this time

perod. You could lose data.
Don't have an account?

Request New User Account

Username: ||

Password: | serrnnens

| Show Password

Forgot your password?

Forgot your username?
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HISD Connect Enrollment Process

7. Select Texas Student Data System Portal Link:

Texas Education Agency

User and Access Management

Self-Service Applications

ﬁ Access Applications
(54 Requests I've Submitted

J® Change My Password | Texas Records Exchange

ﬁh My Secunty Questions
%’ My Application Accounts
E5] Edit My User Information

Texas Records Exchange

District Viewer
HOUSTONM ISD (101912)

Texas Student Data System Portal

Texas Student Data System Portal

Texas Student Data System Partal'

HOUSTON ISD
Roles: [PEIMS Data Completer, TIMS Level 1 Support], [Unig-ID LEA]

8. Select Manage Unique IDs.

-t Sds texas student
data system
) Unique ID PEIMS Support

Welcome

The Texas Student Data System (TSDS)is a
data collection and reporting system that
improves and standardizes Texas education data
collection and management process and equips
educators with timely, actionable and historical
student data to drive classroom and student
SUCCESS.

Manage Promote Prepare/
Unique IDs | Loaded Data | Finalize Data

GET STARTED

TSDS replaces and expands on the existing If you'™ cted function, you may have selected an organization for which you do not

Public Education Information Management have the necessary permissions. Please select a different organization or visit TEALE' to request new
System (PEIMS). permissions.
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9. Click on menu and select “Person” under SEARCH.

<< Back to Home

ASSIGN

Enter Online
Upload File

DOWNLOAD

Batch
Location

PR

SEARCH
Batch

»' Person l

ENROLLMENT EVENT

Dashboard
Upload File

Log Out
UHUGS20AT 11728

10. First and Last Name are required. Then click on search.

BASIC SEARCH = ADVANCED SEARCH ID SEARCH

First Name:* l l
Middle Name:

Last Name:* I I
Suffix hd

Date Of Birth: mm Vo odd vy v

[

If you find a match, be sure to use SS# or Alt ID listed. Updates may be made if documentation
is provided and submitted to FSC Sr SIR.
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If no match is found, you can also attempt to find a match by searching by ID if parent provided
SS#. This can be helpful if student’'s number was previously used in error or ID was input
correctly, but error was made with name entry by other school. The goal is to not create
duplicates and if you do find an error, please make a copy of your documentation, screen shot
the error, and send to your Sr SIR for correction.

Person Search - Individual Person

BASIC SEARCH  ADVANCED SEARCH ID SEARCH

ID Type* (O Unique ID O Alias ID

(*) Required CLEAR SEARCH

11. Once verified that student has not registered at any HISD school in the past for testing or to
attend, you will create a new record and student ID by clicking “Enroll New to District” and
be sure to use the correct entry date.

No students
matched
your request

e« PageDoH » m View 1-10f1

L
[f the student is not in the st EEINERCEVE i BT RG]
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12. Select the Other Info tab. Review the information for accuracy and update if needed.

Switch Student

[P powerschool sis € 0P S0 (w
[ <] LSt {1 B stat Fage > Stugent Sekction > Omer Informatl

B :J' = mam
‘

Other Information
Demographics C-;n'dL'.:],.l E'er Other luch Akerts Transportaton

Date Entered US Schools

Information

Academics

Attendance

Counselor Dashboard

n B t;: 1) u Start Page = Stugent Selection > Other Information

Information =
Other Information
Photo Demographics Ema Othet Info Alerts  Transportaton
Date Entered US Schools MDD =

14. Open page to student demographics to fill in required fields (Federal Ethnicity, Race,
Gender and SS# or populate Alt ID #s. If student was found on TSDS, be sure to match
demographics on HISD Connect and include the Unique ID#.

s E__aul

Student Number 2-

Unique Student ldentifier __
\ J
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15. Validate Address at the Very End!!!

sport Ive = .
View Other Boundaries Map Satellite : s
§ —
[ None selectza v/ e 5
- : 2
e SOUTH ACRES 1Ex Exarz
/ CRESTMONT
= L
*3
| v
| i 248
e Teme b - —
— , T
Student Info . . . I ?
| |
Studenl name. ; i .
H 2 cushon Tolwiry Sam Housion Talmig
Aduress type e i o0 0% ToL Y i ‘ ‘
Selected 5 ' ‘ ]
address Y -
» [35] Brookside
Geocode . g i =] Village o -
- s‘ Wobae b ™ &
T AL =
it S » 348
Goagle ] E= £ Map dute B2020 Decge Termaclze T
16. Click Submit.
View Other Boundaries Map  Sateliite ; NN ]
[ vone selectea v et g
Requested School e B *f SOUTH AcRES B Exract
{ CRESTMONT
| = e E—
| . y el « — =
x
Transfer Request Requl n ' E .
‘ ]
Enroliment Exception
Student Info
Requested School
Student name: hiser, T — | o Tal
! Sam Housion o
Address ype:  Primary Kwdssn b Ve b
Selected 4111 D i
Adaress X776 :
seose: 23 fe L |

I

Gobgle By 8

Map dete W2020 Cocge  Termacf Use

]
Student’s record is complete.
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ITEMS MAINTAINED IN THE CUMULATIVE FOLDER

=

. Elementary Permanent Record Card

2. Middle School Permanent Record Card - maintaintwo (2) perm cards. *
3. Records transferred from other districts in which the student was enrolled.
4. Birth Certificate

5. Social Security Card

6. Original Home Language Survey

7. ParentIGuardian Identification

8. Immunization | Shot Record/ Health services records

9. Child Custody Papers

10. LEP Documentation

11. Latest Report Card from the current year

12. Student Score Report Results/Standardized test data/ Documentation regarding
student’s testing history and accelerated instruction / grade placement committee
actions

13. Enroliment/Admission data/Attendance records/ Student questionnaires/ personal and
family data

14. Withdrawal data

15. Verified reports of serious or recurrent behavior patterns

16. Parent / Administrative conference copies

17. Records pertaining to participation in extracurricular activities/ fee payment records
18. Records pertaining to student and parent complaints

19. Other records that may contribute to an understanding of the student

20. Matrix Score Sheet (Magnet Transfer)

Remember to maintain two (2) copies of the middle school permanent record card. One () is
kept in the cumulative folder and will follow the student to the next HISD School he/she attends
and the other remains on the middle school campus permanently. Keep both perm cards up-
to- date, accurate and complete with student demographic labels for the current year.
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Registrars | Records Clerks

Cumulative Folder Clean Up - Maintain the cumulative folder before forwarding to the next
HISD school. Remember to place the permanent record card in the front of the cumulative
folder so the next registrar can easily locate the perm card.

High School Credits on Middle School Campus - The District Registrar will add any
distance learning courses, course grades and credit to student's Historical in Chancery.

Attendance Appeals for High School Credit Courses - Approved attendance appeals are
awarded in Chancery by the District Registrar. Documentation from the campus is required
prior to the student receiving credit. This documentation may be scanned, emailed or faxed.
Include the following: middle school campus contact, student name, ID#, grade level, course,
grade, semester course was taken and principal signature approval.

Transferring records for fall semester, 2019
The deadline to transfer cumulative folders to other HISD schools is Friday, September 27, 2019.

HISD Records

Requesting records HISD to HISD only - Requesting records via TREX is district policy as
well as mandated by the State. Registrars may print the Last Year Campus Report (LYC) from
Chancery then send it via email, fax or HISD mailto other HISD schools until Friday, September
27,2019. Beginning Monday, September 30, 2019, all Registrars and Record Clerks must
request records via TREX.

Sending records to HISD campuses — Registrars must receive a request for student records prior to
sending any records. Records are sent via HISD Mail or TREXx. It is imperative to know your campus’
mail pick up days. When sending via HISD Mail, packaged or boxed student records MUST be clearly
addressed to the Registrar | Records Clerk of the receiving campus. When sending large quantities of
student records, clearly label and number the boxes (1 0of2 & 2 of 2). Include the following information
within the address:
TO: Registrar Cynthia Nemons
SCHL.: Berry Elementary School, Rte XX
From: Registrar Allease Shepard
SCHL: Travis Hunt Middle School, Rte XX

Requesting records from other districts outside Texas — Contact school via email, fax or mail to
request student records. Provide demographic information such as student name, DOB and grade
level.

Out of District Records

Requesting records from other Texas districts- Requesting records via TREX is district policy
as well as mandated by the State. If the campus is out of state, email or mail the request to the
last attended campus.
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HISD Connect Enrollment Process

Sending records to other districts in Texas - Registrars must receive a request for student
records prior to sending any records. Records are sent via TREX. Information from the cumulative
folder is copied and scanned to the receiving school.

Sending records to other districts outside Texas - Registrars must receive a request for student
records prior to sending any records. Information from the cumulative folder must be copied scanned
or emailed and sent to the receiving school.
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HISD Connect Enrollment Process

Print Parent Portal Letters

Confirm all students have a web id and password in the Student Profile

1. Search for blank values in the Web_ID student field, e.g., web_id =

Start Page
]
—3PK3F‘K4.123456789101112FMAII
Siored Searches Stored Selections View Field List Advanced MultiSelect District Search
2. |If alist of students is returned, click the name of the first student.
3. Select Access Accounts from the Information section of the left navigation menu.
Quick Lookup
Print A Report
Start Page Switch Student
[~ Fo a =2 0
Access Accounts o - -
Aguilar, Alexia Juliete @ -1 2113800 Shadowbriar E5
¥ Changes Save! g————————— |

Enable Student Access.
Stugent Usemame

Student Passwand

Access Passwerd

4. On the Access Accounts page, select Auto-assign IDs and Passwords for this student. Do not
manually enter any information on this page.

NOTE: A green success message will display indicating the Access Keys have been created.
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HISD Connect Enrollment Process

5. Use the Arrows in the top left corner to navigate to the next student

Quick Lookup
Print A Report

Switch Student
@ " @
6. Repeat Steps 4 and 5 for all students who were returned by the search completed in Step 1.

7. When Access Keys have been assigned to all student profiles, select the PowerSchool logo to
return to the Start Page.

Printing Letters

Print letters for students whose home language is Spanish:

1. Select Stored Searches on the PowerSchool Start Page.

Start Page

(s RN

-3 PK3 PK4d K 1 2 3 4 5 F M Al [JInclude Remote Enroliments

Stored Searches| Stored Selections View Field List Advanced MultiSelect  District Search

Current Student Selection (0)

2. Click Run Search on the Primary Language is Spanish line.

Stored Searches

Primary Language is Not Spanish Run Search
Primary Language is Spanish
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3. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

2 PowerSchool SIS

8 Eten soees

vl Ch Alfachments U PR LR .o
Specisl Functions Printing
B camens seicaon ([ERR)
Special Programs | Masz Prnt a Student Scroen
TeaCher Soeiues Current Student Selection (2)

| Bl g Lstels
Reports

¥ FrintReparts
System Regiorts - 208016
LRl S Reports Men
PECH Custom Regerts
sqIRED0MS
Disirict Aenarts

4. Select Portal Letter Spanish from the “Which report would you like to print?” drop-down menu
and click Submit.

Print Reports

Which report would you like to print? HISD P1 Progress Report v

HISD F1 Progress Report
HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report
HISD P6 Progress Report

For which students?

In what order? Parent Portal Letter

O y i:'i class, as of this
date: 7] (takes exra time)
5. Click the arrow to the right of the Refresh button to set the time interval for Report Queue

Refresh rate so that the page will automatically refresh and update the status of the Report.

Report Queue (System) - My Jobs

System | Reportworks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM

Running (<]

Click on a jeb name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will autematically be deleted after days. Click on the trash can icon to immediately delete an individual job, er you can delete all completed or canceled jobs.

6. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.
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HISD Connect Enrollment Process

Report Queue (System) - My Jobs

System | Reportworks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completeq| ]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time of run a
completed or canceled job again.
If a job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond 1o the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

*Note: After you have run your initial Parent Portal Letter for 1% day, you can rerun report by following steps 1-
6 and exclude the first day students by using the following search criteria:
StudentCoreFields.primarylanguage=01;entry_date>first day of school or last day letters were printed.

Start Page

Students v StudeniCoreFields primarylanguage=01-entrydale=09/08/2020

-3 PK3 PKA K 1 2 3 4 5 F M Al [ Include Remote Enroliments
Stored Searches Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (0)

IMPORTANT: Note the date the letters were created; you will use this date for searching the next time
Parent Portal Letters are printed.
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HISD Connect Enrollment Process

Print letters for students whose home language is not Spanish:

1. Select Stored Searches on the PowerSchool Start Page.

Start Page

EZING - |

-3 PK3 PKd K1 2 3 4 5 F M Al [ Include Remote Enroliments

Stored Searches] Stored Selections View Field List Advanced MultiSelect District Search

Current Student Selection (0)

2. Click Run Search on the Primary Language is Not Spanish line.

Stored Searches

Primary Language is Not Spanish
Primary Language is Spanish Run Search

3. Select Print a Report from the Group Functions menu displayed in the lower right under the
selection of students.

[I2? Powerschool sis

Reports
" Print Fepors.
= _

4. Select Portal Letter from the “Which report would you like to print”? drop-down menu and
click Submit.

Print Reports

Which report would you like to print? HISD P1 Progress Report

HISD P1 Progress Report

For which students? HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report
HISD PG Progress Report

Parent Portal Letter
In what order? Parent Portal Letter Spanish
v arade. then alphabetica
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5. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report

Report Queue (System) - My Jobs

System ReportWaorks

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM Running ]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.
Ifa job s running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity. it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

6. When the status of the report changes to Completed; click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs

System | Reportworks

coa

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed| L

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.
If a job is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

*Note- After you have run your initial Parent Portal Letter for 15 day, you can rerun report by following steps 1-
6 and exclude the first day students by using the following search criteria:
StudentCoreFields.primarylanguage=01;entry_date>first day of school or last day letters were printed.

Start Page

Students W StudentCoreFields. primarylanguage=01;entrydate=09/08/2020

-3 PK3 PKA K 1 2 3 4 5 F M Al [ Include Remote Enroliments
Stored Searches Stored Selections View Field List Advanced MultiSelect  District Search

Current Student Selection (0)

IMPORTANT: Note the date the letters were created; you will use this date for searching the next time
Parent Portal Letters are printed.
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Print Parent Portal Letters at time of Enrollment

1. After completing enrollment screens, select Access Accounts from the Information section of
the left navigation menu.

Quick Lookup
Print A Report
Switch Student

[« | List (2)

Information

Access Accounts

Attachments
Custom Screens

_>ﬂ

Special Programs
Technology Needs

Academics

2. Onthe Access Accounts page, select Auto-assign IDs and Passwords for this student. Do not
manually enter any information on this page.

Access Accounts

Aguilar, Alexiz Julietle @ -1 2713800 Shadowhiiar ES

o CENges Saue] sfp—e |

Enable Student Access
Swdent Usemame

Student Passwond

Auto-assign IUs and Passwords for s student

Enabke Parent Access

Access 1D CTTERD
Access Passwond

Add New Contact

3. Select Print a Report from the top left menu.

Quick Lookup
Print A Report
Switch Student
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4. Select Parent Portal Letter or Parent Portal Letter Spanish from Which report would you like to
print?

Print Reports

Which report would you like to print? HISD P1 Progress Report

) HISD P1 Progress Report
For which students? HISD P2 Progress Report
HISD P3 Progress Report
HISD P4 Progress Report
HISD P5 Progress Report

jords.
HISD P& Progress Report

j records.

Parent Portal Letter
Parent Portal Letter Spanish
ade. then alpl

B abDelica

In what order?

5. Click the Drop-down menu and click Submit.

6. Click the arrow to the right of the Refresh button to set the time interval for Report Queue
Refresh rate so that the page will automatically refresh and update the status of the Report.

Report Queue (System) - My Jobs

System ReportWorks
o] -

08/19/2020 Parent Portal Letter 08/19/2020 07:22 PM 08/19/2020 07:22 PM Completed ]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If & job is running or is waiting o be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request.

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.

7. When the status of the report changes to Completed, click the View link to review and
download the letters for printing.

Report Queue (System) - My Jobs

System | ReportWorks

08/19/2020 Parent Portal Letier 08/19/2020 07:22 PM Running ]

Click on a job name to view the Job Detail page, which provides additional information about the job. The Job Detail page can also be used to change the scheduled execution time or run a
completed or canceled job again.

If ajob is running or is waiting to be run, you can cancel it by clicking the red cancel icon. You can also cancel a job on the Job Detail page. Note: If you cancel a running job, depending on
its complexity, it may not be immediately marked as canceled, but will eventually respond to the cancel request

Completed and canceled jobs will automatically be deleted after days. Click on the trash can icon to immediately delete an individual job, or you can delete all completed or canceled jobs.
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Parent Portal Sign-up and First Day Forms

As a reminder, campuses are responsible for sending out the Parent Portal letters and have the Student
Access IDs, web passwords, and instructions for Parent Portal setup.

As planned, first day forms are loaded in HISD Connect so parents can complete and submit the forms
via parent portal. Remember: forms completed here, feed directly into the system, saving campus staff
A LOT of time and effort!

Helpful videos for parents:

e Setting up Parent Portal
e Completing and submitting forms

Online Enrollment Process (Parents/Guardians)

1. Logonto https://www.houstonisd.org/.

2. Click Important Enroliment Information.

3. Click More Information here.

Online enrollment now available for students new to HISD, current HISD students enrclling at a different campus, or

past HISD students returning to the district. More information here

4. Select an option.

HOW TO ENROLL ONLINE

FOLLOW THESE INSTRUCTIONS IF YOUR STUDENT
1S

NEW TO HISD

A PAST HISD STUDENT RETURNING TO THE DISTRICT

ENROLLING AT A DIFFERENT HISD CAMPUS

A CURRENT HISD STUDENT

5. The parent will need to create a username and password.

6. Then follow the instructions as outlined.
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HISD Connect e d——

Parents’ Guide to PowerSchool Forms E;ﬂ EH{?CE

o

Forms in HISD Connect Parent Portal

HISD Connect powered by PowerSchool, gives parents an EASY way for forms to be received, viewed, and returned.
You will see a “Forms” link on the left-hand navigation bar of the Parent Portal. Use this link to access any forms
shared with you — no more depending on your student to bring them home! Forms submitted by you are
automatically socessible to school staff via their PowerSchool Portal.

Logging On to the PowerSchool Parent Portal
1 Logoni tothe FowerSchool Parent Tescher Porial by poing to the URL: Bie hisdonnert bousonizd o ougicy

L ﬁmiﬁ:prmmm
3. Hﬁ:khﬁ&tw“#ﬂhﬂmmwﬂqhmmm
4. ﬁﬂﬂ!ﬂtﬂ'ﬂﬂ:mtﬂmﬂ!m

= T m

Mmﬂuummmhﬁuwmmmmmqﬁhm

Dhtmminmﬂd‘tmu-ﬂmpﬂzlllm'rm
m:-u:t.ﬁrhmmilmﬁmim‘!s-m-mmmm '
mmwu:rmmi-mhmmmmmnWWmmmem]
Farmres sne grouped in (stegories ==

Cice save ones complets | - g« T gy Fopedaid g For e bk s g - P ot

s o] © Gewuifwes dmafeen D 2 e L
ey ol

T Trherd Ferm Liviirsg ler Brigge. affrey

b £, T

& e s e " F— I

] En =
W e .

e -y E 2]

- - —

B gy s
-
G

W

T Ty

FEREa
& = - e e
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HISD Connect el ——

nn
PowerSchool Forms g;ﬂ — "?EE

I

Forms in HISD Connect Parent Portal

HISD Connect powered by PowerSchool, grees parents an EASY way for forms to be recefved, viewed, and returned.
You will zee 3 “Forms” link on the left-hand navigation bar of the Parent Portal. Use this link to access any forms
shared with you — no more depending on your student to bring them home! Forms submitted by you are
automatically socessible to school staff via their PowerSchool Portsl.

Acoezsing PowerSchool Forms

Yol can ==t 0 PowsrSchool Forms from insids PowerSchool Panent Portal. Mo ini is: ir=cl Forms are Sed ko
o can get o separate iogin i requi your

Click on Forms im He =t menu

Emch foerriwill e mhﬂmmmmmm i

o can set up to receive email notifications when 2 new form hes been
mm&mwm?ilmhmmmmnﬂﬂ@mgmﬂmm]

Fuﬂungmpnﬂntq:ns wprd

RS

T PoweaiGoreee G15

(" Twwul bwes Clma Feen D gy e Loowr=

Emiry s’

—— Trheed Feem Livtirsg ler Brigge. Maifray

by, E3L, T

r R

A =

G e ==
e _!:| E\
B B 25
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[ — aramn
B s T e, Lt g
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o - = e raay e
T — . ™ ranEow . reee i
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PowerSchool Forms Preferences

Ocking on 83 above [Preferences| will open 2 new window H you wenk o neoeive notifiorbions, you oan type in your email sddress 5o thet
wou wall D notitied whan you woukd like to be notified that & naw forrm has bean susemithed by your shusent’s baschar or sdminisbator.

Salmct Fms L 1]

L E
Clcs Save [
T

B A
A Froge -\.

B
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Filling Out a Form

To open a specific form, dick on the form name within the form list.

1. Akthe top is the Fomm Ribbon. This allows you to move bebween fomms within a @tegory without heing bo return o the Forms page.
Uz= the ammows on either end of the ribbon o soroll to see mone forms.

Juzsh pelow the Form Ribbon is the Anchive Hesder. This is whens you see forms you have: alrescy sulmitbed,
Mrutdﬂll:pqi:ﬂtmi:a:r.'-,uu:nu:u*.puhmq.imimwmmllmnhnmmhem

Z
3.

]
e I T [

ar e rrrmme s e s e A e e Lem ——ﬁi_
==

Vet ol ol DSl ™"l I e N

e

i B b D L

Fwrveae b Frremae Or L
RN, By Nty P
D T VR P 1 B LT
& L
Ll
B Dt

n e
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-

Submitting a Form

1. Dno=the form is filked out and dﬂmmummdnmrmmﬁﬂﬂm?mﬂ
ﬂumﬁﬂﬂnpmﬂ.ﬁgpﬂnrﬂtm

Z Hmmwmmmmkmmmuilgmupﬁrurmmmm?mm

3. hmmFmﬂﬁth—mmipmﬂmmmmfw-wwm

MEwmmmmﬁEHMMHMMMPMMMm

.ﬂ.rl:lu'l:ruptim s '.'i.l:ni't-u'l:ul.lnp-'l'm_' Esslowy s |:|1:lh'-m ism in-:l'FF YR CER Dpen r.l'h:l'.'n.lrrﬂt'l'Etl'l':fnl'l'ri.
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- - -
Save va. Submit

i I'I"Il:luudhmu“ﬂlﬁpjnﬁﬁt[fmnqudhshq:uﬂrﬁmplmph}ﬁmﬁuh@‘th
bartinm, of Hhee soremen This is onby an odion i pou will come Dk to the SAME computer to finish the form snd susmit it You
CANNOT start on one computer then mowe to another a5 the information doss not save between diffennt omputers.

R R ] L L g

L [

Some forms may resd approeal. I 5o, you will see this appnovel slert messses.

Ilm'pjmmu!ﬂruppmd.ﬁﬂmarqu:hdmmmﬂwnmnnll'rcl:l'min 1 of this
puide]. rpﬁmumummmpﬂmﬂqmummmmmnmqm I the formis

mﬁﬂmhmwmﬁm

A5 & nemiraier, thess e the stabus icons.

Logend

icoms g - Form bmoty g - Form Approsed Jf Populoted g9 - Form Nok Approved g - Form Heeched

If you have set up your account to send parent notifications, you will receive an email when a
form's status mowves from Pending to Approval or Rejected.
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