
STUDENT REGISTRATION – Step by Step Guide 
 

8/7/2017 

 
To Register a New Student 
 

 

 
 
 
 

Menu > Registration > Entry & Reports > 
Student > Add Student OR type “Add 

Student” in the Quick Search Box 
 

 
To Save in My Favorites 
 

  
Click on star  
Click on carrot  
Add current page as a favorite 
Click on save  
 
 



 
Duplicate Student Search – MUST ALWAYS DO FIRST 
 

Enter the student’s first and last name in the Search Criteria Panel. The less information you enter, the more likely the 
system will find a match if it exists. Select the Load Records icon         to start the enrollment process. If no match is 
found, you will be taken to the Add Student Screen. If a match is found, a list will appear under the Search Results 

Panel. Choose the correct student from the list and proceed in making necessary changes to the record. 
 

Any information entered on this screen will automatically populate on the registration screen.  
This search will check current and past years to see if the student is already in the system. 

 

 
 
 

ADD STUDENT SCREEN 
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Student Panel 
 
 Begin by entering information in the New Student Panel 

box. A Student ID will automatically be assigned when 
you’re finished with the Add Student Screen and select 
save. 
 
Grade – Choose grade level. 
First, Middle, and Last Names - make sure student is 
enrolled with names as shown on the birth certificate. 
If student has no middle name, you may leave this blank. 
Generation - Name suffixes such as Jr, II, etc. 
Nickname - Enter if applicable.  
Home Language – Main language spoken at home by the 
student. Default: ~~Neither LEP nor Immigrant in current 
fiscal year… 
Native Language – First language of the student – should 
denote the primary language spoken by the student at the 
onset of speech. 
Language of Correspondence – Leave blank 
Gender and Date of Birth - Should populate from the 
Duplicate Student screen if you entered them there. Check 
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to make sure they are entered as shown on the student’s 
birth certificate. 
eSchoolPlus will automatically calculate the student’s age 

in years and months. 

 
Email Login and Federal Panels 
 

 

 
Email Address – Used for HAC (Home Access Center) 
This panel is for the Student’s Email and Login information 
only (if applicable); not the parent’s.  
 
 
 
Social Security Number - Enter number if provided; not 
required.  
Hispanic/Latino Ethnicity – Must select Yes or No. 
Race(s) – Enter as indicated by parent on the enrollment 
form. Use as many lines as necessary. Order number is 
required. (1, 2, etc.) 
 
 
ELL Years – Leave blank; EMIS Coordinator only. 
Migrant & ID – Leave blank; EMIS only. 
Immigrant – Leave blank; EMIS only. 
Country of Origin - Type “US” and it will come up faster! 
Citizen Status – Enter 
 
 

 
Student/Contact Relationship Panel  
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HAC Access –Checked if the contact (Parent/Guardian) can 
use Home Access Center (HAC). An email address is 
required on the Email and Login panel for the contact to 
register for a HAC account 
Update in Enrollment Online – Check if the student can 
submit an Enrollment Online update form to update 
demographic and contact information. (Coming Soon)  
 
 
 
Print Flags – Determines what reports or letters are sent to 
the contact (Student).  
District decision; work with CORE team. 
 
 

 
Addresses and Contacts Panel (Student) 
 

 
 

 
 
Before entering any address or phone information, click on 
the Copy from Sibling icon           on the Address and 
Contacts Panel. This will give you the opportunity to 
search for other students in the same family group and 
connect them, as well as pulling in the address and phone 
information already in the system. 
 
 
 

  

 

 
Sibling Matches - Enter the student’s last name and 
primary phone number on this screen and click Load 
Records       . eSchoolPlus will search for a match on either 
value.  
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If a match is found, you will see a screen like this.  Click on 
the arrow to open up the information for a possible sibling. 
Check address, phone and parent name for a match. If the 
new student belongs to the same family group, check the 
boxes under the “Copy” column to copy the information to 
the new student. Select OK at bottom of screen. 
 
eSchoolPlus will auto populate the information and give a 
confirmation message under the Parent/Guardian 1 panel 
that reads: ”Linked to Existing Student”.  
 
If there is no matching information found, proceed to 
enter the student address information as needed. 
 

**There is no Address Standardization** 
  

 

 
 
Apt. and Complex - Enter if needed. 
MAILING Address (Notes: Each address field is separate. 
This is where you would enter a PO Box.) 
Development - Enter if needed. 
 
Student’s Phone – Enter as priority #1 and list as HOME 
number regardless of type. 
 

 
 
Parent/Guardian 1 Panel 
 

 
 
 
 
 
 
 

This panel is only for contacts LIVING WITH the student. 
Other contacts are entered on the Contacts Screen.  
 
IMPORTANT: You must first search for contact to see if it 
already exists for another student by selecting the       .  
Failing to do this will result in duplicate contacts, which will 
adversely affect your HAC (Home Access Center).  
 
Enter all Parent/Guardian information, including their 
Email Address. (Required to access HAC) 
 
Enter Phone information for Parent/Guardian 1.  
Note: Listing Status for phone number is required on this 
screen.  
 
Repeat steps with Parent/Guardian 2 Panel if another 
parent/guardian LIVES WITH student in the same 
household. 
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Enrollment Panel 
 

 

Building – Choose attending building. 
Calendar -Most students will have a Regular/Default 
Calendar, but your school may have special grade level 
calendars (i.e. Senior or KG). 
Entry Code – Choose correct Admission Reason. 
Entry Date -  Will default to the current date. Check to 
make sure the date reflects the day student is expected to 
begin.  
Admitted From District IRN – Choose correct code. If no 
IRN, use all 9’s and contact your EMIS Coordinator.  
Save your changes        

  

REGISTRATION SCREEN 
Most information on this screen will populate from the previous entries made. 

 

 

 
Building Panel 
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Building – Auto Populates 
Calendar – Auto Populates 
Current Year Status – Active or Pre 
Registered 
Counselor – Fill in as applicable 
Primary Homeroom – Fill in as applicable 
Secondary Homeroom – District decision  
House/Team – Fill in if applicable 
Family/Census Number – Unique number 
used for family grouping. (Check with your 
CORE team.) 

Next Year Panel 

 

This Panel will auto populate.  
 
Building – Will auto populate, but may not 
be correct.  
Check and change if needed.* 
 
* No progression track – when next grade 
changes to another building, either mass 
update or change by individual student. 
(Check with your CORE team.) 

​  
Other Enrollment Panel 
 

 

County of Residence –Select county of 
residence using the blue link. 
District of Residence – Select YOUR 
District’s IRN. 
Alternate & Attending District/Building – 
Leave blank for now. 
District Enrollment Date: 
Summer Enrollments – use 8/1/xx. 
After school begins – use student’s first day 
in class. 
US Enrollment Date – Add for all students 
born outside of US (their first day in a US 
school). 
Date Entered Grade 9 – Required for all HS 
students. 

 
Click the arrow                           to go to the next page. 

 
​  
Additional Contacts 
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Click the      to add Additional Contacts 
Complete the basic contact information and 
click the     button to search for duplicate 
contacts. 
 
If no match found click the        to add 
contacts. Repeat as needed until all 
contacts have been entered. 
 
Complete additional contact information 
(example below) and select save        .  To 
return to the complete list of contacts 
choose       . When finished with all 
contacts, select the         arrow to save and 
advance to the next screen. 
 

 

PERSONAL SCREEN 
 
 

 

 
 
Some fields will be pre-populated.  

 
General Panel 
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City of Birth – Enter CITY only 
State of Birth – Enter State 
Country of Birth – Optional 
Social Security Number – Pre-populated  
Mother’s Maiden Name – Enter Name 
SSID – EMIS Only 
 
 

 
Privacy Panel 
 

  

FERPA Flags 
Select a box to indicate student information 
should not be released.  
 
 
Do Not Release Information 
Series of flags to indicate whether the 
school has permission to release 
information for the student. 
 

 
Educational Factors 
 

 

 
 
Classification – Previously known as 
Student Status! 
 
All other fields in this panel are completed 
by Special Ed/EMIS only. 
 
Special Ed – If IEP checkbox is selected, an 
“S” alert will be activated.  
 

 
Address Panel 
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If the student has a different PHYSICAL 
Address than Mailing (PO Box) Address, this 
is where the second address would be 
entered. 

  

EMERGENCY SCREEN 
 
Contacts - Will auto populate. 
Medical Alerts – Enter any Medical Alerts. 
Disability – This panel will be completed by the Special Ed. Office. 
Physician, Hospital, and Insurance Information – Not required; District decision. 

 
 

ACADEMIC SCREEN 
 

All panels on the Academic Screen typically completed by the EMIS office and/or HS guidance department. 
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EMIS STUDENT STANDING SCREEN 
 

 

 
 

 
 
 
Enter EMIS codes for students with 
non-typical enrollment situations. Please 
refer to the EMIS Situation Handout or 
contact your EMIS Coordinator for 
assistance.  
 
NOTE: Student’s percent of time field is 
located on this screen.  
 
 

 
EMIS STUDENT ATTRIBUTE – Date Screen 
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Please work with your EMIS Coordinator to 
determine who completes this screen. 
 
 
 
 
 
 
 
 
 

 

EMIS STUDENT ATTRIBUTE – No Date Screen 
 
 

 

 
 
 
 
Please work with your EMIS Coordinator to 
determine who completes this screen. 
 

 
When you are finished with this screen, press the right arrow to proceed to the student’s Summary Screen…… At 

which time REGISTRATION IS COMPLETE!!!!!!!  ☺ 
 
 

 
 
 

TO ASSIGN A LOCKER 
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Registration > Entry & Reports > Student Demographic > Personal 

 

 
 
 
 
 
 
 
 

TO ASSIGN A HOMEROOM 
 
 

Registration > Entry & Reports > Student Demographic > Registration 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

WITHDRAWAL PROCEDURES 
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When you withdraw a student, the student will no longer be considered active for attendance and other applications. 
You can choose whether to preserve a copy of the student’s current schedule, in case the student returns. 

Enter Student’s name in the Quick Search Box, which will bring up the Student Summary Page.  
Then select: Registration > Entry & Reports > Student Demographic > Entry/Withdrawal 

 

 
Click the School Year link for the most recent entry/withdrawal row.  

 

 
 
Withdrawn to District - Select district from dropdown. 
Withdrawal Code – Enter withdrawal reason. 
Withdrawal Date – Enter date of student withdrawal. 
 
Optional - Enter a comment if you want other staff to see the reason for the withdrawal. 
 
Drop Schedule – This allows the courses to be dropped. If the student is withdrawn before the start of school (summer 
withdrawal), the courses are deleted. 
Preserve Schedule – This allows the courses to be dropped, but the schedule would be preserved. Typically, this option 
is selected if the student is expected to return to the building. 
Keep Schedule – This allows the student to remain scheduled in current courses. Only use this option if you are changing 
the row for the same building. 

SAVE 
 
 

 
 

This is what the screen looks like after you 
save. 
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IMPORTANT: 
Registration > Entry & Reports > Student 
Demographics > Personal 
 
The Classification field in the Education 
Factors Panel must be manually updated to 
INACTIVE. 
 

RE-ENROLL PROCEDURES 
 

 

To re-enroll an inactive student, click on the          in the Quick Search, and enter student’s name in the Search Criteria Panel; then  load records. 
 

After clicking on student’s name, select: Registration> Entry & Reports> Student Demographic> Entry/Withdrawal.  

 
      To re-enroll in the current school year select         to add a new record. 

Entry Date – Enter student’s first expected day in class. 
Admitted Form District – Select district from dropdown. 

Comments – Optional comments can be added. 
IMPORTANT: 

Registration > Entry & Reports > Student Demographics > Personal 
Classification – must be manually updated to ACTIVE (or applicable code) 

Also update as necessary any EMIS fields (i.e. Student Standing; Student Attribute-Date; Student Attribute-No Date) 
 

SAVE  
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