SchoolTool — Online Pre-Registration SCIQC

Registering Students

Summary: SchoolTool allows you to register your student(s) online and provide the district with all necessary
information for them to enroll and schedule each student. You have the option to enroll up to 10 students in one session
or create multiple sessions to register one student at a time.

Navigate to your district’s Online Preregistration Website: https://sms4.scric.org/Downsville/onlinepreregistration/

Steps to complete online preregistration:

1. Select New User or Returning User - If you are a returning user, you will need to enter the session key provided
from that previous session and the password you set up.
Note there may be a message and/or attachments to download.
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New User Welcome to the online registration. Please enter allinformation that is
® Returning User required on each page. When you arive at the “Additional Info” page. please check the online registration
box and answer all questions. Attach all required documentation at the bottom of the "Additional Info* page,
Enter he B.cigit session ey you ware ncluding the signed application which s available here to download,
given and the password you chose
during your first visit 1o this website. Thank you!
Key: = Application 19.20.docx.
Password:
Continue

2. Select the number of students you are registering — You can register up to 10 students in one session.

@ SCHOOLTOOL

Previous Step Pre-Register Children
< Cancel

Use this screen to enter information about your children

How many children are you registering today? |Select One ¥

3. Enter the Student information — Complete all applicable fields.

@SCHGU{TUDL
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Previous Step Pre-Register Children Next Step

< Cancel Contacts >

Use this screen lo enter information about your children,
« Fields with * are required,
+ When complete, click on the "Contacts >" button to continue.

Click Here 1o Add Another Child

Child 1

First Name: Phosbe - Is Hispanic

Middle Name Race White v

Last Name Buffay o Race 2: Select One -

Child's Email Address: Race 3: Select One v

Child's Cell Phane # Race 4 Select Gne v

Gender Female v Race 5. Select One -

Date of Birth 2i16/04 - Primary Language English T
Click Here to Remove this Child

Child 2

First Name: Joey d Is Hispanic:

Middle Name Race: White v

Last Name: Tribbiani d Race 2: Select One v

Child's Email Address: Race 3t Select One v

Child's Cell Phone # Race 4: Select One v

Gender. Male v Race 5. Selsct One -

Date of Birth: 6/1/2002 - Primary Language. English vl



https://sms4.scric.org/Downsville/onlinepreregistration/

4. Enter the number of Contacts you are entering for the students — You can enter up to 20 contacts in total.

S scrootTooL

Previous Step Pre-Register Contacts
< Childran

Use this screen to enter information about adults that will be on the contact lists of the previously entered children
How many contacts would you ke {0 register loday? | Sefect Ore .
1

2

3

4

1. Enter the Contact Information — Complete all applicable fields. Cell phone and work numbers can be entered
here, but the home phone will be entered with the address.
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Previous Step Pre-Reglster Contacts Next Step
< Children Relationships >
Us this screen 1o enter information about adults that will be on the contact lists of the previousty entered children.
+ Fields with * are required
« When complete, click on the "Relationships >* button to continue.

Click Here 1o Add Anather Contact

Contact 1

Salutation Select One ¥ Email Address:

First Name: Frank I Gell Phone #:

Middie Name: Vilark Phone #:

Last Name Buffay - Wark Phone # Ext

Gender - Work Phone # Is Listed |

Click Hers to Remove this Contac

Contact 2

Salutation Select One ¥ Email Address:

First Name: (Gloria F Cell Phane #:

Middie Name: Work Phone #

Last Name: Triboiani I Work Phone # Ext

Gender. Female v Work Phone # s Listed @

ol e 1o R

2. Define the Relationships — Select the primary contact for each student, as this is where the student’s address
will come from. Define the relationship of each contact listed within the student’s box.

S scHooLTooL I

Previous Step Relationships Next Step
< Contacts Addresses >
Use this screen to enter information that describes how each contact is related to each child
« Children are assumed to live with their primary contact
+ Contacls must have a relationship to the child if they are a primary contact, receive mail of have pickup rights.

+ Fields with * are required
« When complete, click on the "Addresses >" bution to continue.

Joey Tribbianli's primary contact is | Gloria Tribbiani ¥,

Glorla T Select One “Mother M  Receives Mail

L4
Can Pickup Child

Frank Buffay

Frank Buffay is hisiher | No Relationship v

Receives Mail
Comments: Can Pickup Child
Phoebe Buffay's primary contact is | Frank Buffay ¥ [
Gloria Tribblani is hisiher | No Relationship v Receives Mail
Comments: Can Pickup Child
Frank Buffay is hisiher | Father v

¥ Receives Mail
Comments: ¥ Can Pickup Child




3. Enter the Contact’s Address — Every contact must have an address and/or phone number. Select “Same address
as another contact” when multiple contacts live at the same address. The phone number entered here for the
primary contact is the phone number that will be tied to the student’s information in SchoolTool. If the primary
contact only has a cell phone, enter that phone number here as well.

S scHooLToOL

Previous Step Residence Addresses Next Step
< Relationships Additional Info >

Use this screen to enter an address for each contact
+ Every contact must have an address and/or home phone number.
« If multiple contacts live at the same address, use the "Same address as another contact” option
+ Fields with * are required.
« When complete, click on the "Additional Info >" button to continue.

Frank Buffay
Same address as another contact

*®' Enter a new address and home phone number
Enter a new home phone number only

House #: |2 - Street [Main St d Unit #
Line 2:
City: Queens o State: [Ny v [ Zip Code: 12345
Home Phone #: /W IsListed: @
Glorla Tribblani

Same address as another contact
*® Enter a new address and home phone number
Enter @ new home phone number only

Hause #: 1 "  Street |Main St . Unit #
Line 2:
City: Queans 3 State [Ny v} ZpCode: 12345
Home Phane #: (718) 987-6543 IsListed: )

4. Enter Additional Info — Check all boxes to open up the additional information required to complete the
application. Attachments can be added at the end of the Early Learning Program — PreK Program section and the
Health History section for any required documentation needed.

S scHooLTooL

Previous Step Additional Info Next Step
< Address
Use this s‘meen to enter additional information requested by the district.
« Fields with * are required.
+ When complete, click on the "Contact Info >" button to continue.

Contact Info >
Additional Information for Joey Tribbiani
arly Learning Program - Pre-K Progra ealth H\storyejenta\ Hygiene Permission

Early Learning Program - Pre-K Program
Birthplace - City, State:

Attachments: Choose File No file chosen Upload

5. Complete Your Contact Information — Enter a password and your name. Note your session key, as it is required
to re-enter this registration session to make any changes or add information. You must select save.

@ aniinn
< SCHoOLTOOL
Previous Step Your Contact Info Next Step
Other Info Save >
* Required

Your session key is 285648. Please choose a password for your session (must be a minimum of 6 characters with no spaces). Wirite down both your session
key and password. You will need therm If you want Lo feturn and edit your session later.

Re-Type Password; F

Please enter your first name, last name, and a phone number or email address that the registrar can use to contact you if there are any questions about the
information you entered during this session

VourFrst ame [
Your Last Name: | F
Your Email Address:

‘Your Phone Number:

You may enter any additional information you would like the registrar to know in the space balow.




