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ParentPortal Admin: Enroliment,
Registration, & Data Updates

Parent: Enroll a New Student in the District

Parents should follow these steps to enroll a student in the district using the New Student
Enrollment wizard.

Prerequisites:

This guide assumes that several required steps have already been completed by the district to enable
online enrollment.

e See District: Set Up & Enable Forms.
e The Enable New Student Enroliment field must be set to Yes.

Enrollment Flow Chart:
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Enroll a New Student

' Create an ASCENDER ParentPortal

account.

'

Verify your email address.

v

" Erom the My Account page click the
Enroll a New Student button.

'

| Complete Step 1 and click
Continue.

l

Is the district using
CAPTCHA validation?

YES

{

Enter the CAPTCHA code then Complete the email verification
click Continue. process then click Continue.

( Continue through the enrollment ‘ J

process and submit to district.

.

( Obtain a ParentPortal ID from the
student's campus.

.

' Add the student to your account.

1. Create an ASCENDER ParentPortal account and log on.

ASCENDER ParentPortal > Login
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Before enrolling a student, the parent must create a user account in ASCENDER ParentPortal
in order to obtain a user name and password to access the system. When you access
ParentPortal, the Login page is displayed.

Click Create New Account.

A PARENT e - @

- District Message -

Welcoms to ParentPortal for 501

~
13D parants ars sxpecied to complate the returning student aniine regletrafion process prior to the firet day of schood, August 18, 2015
The anline procees |2 8 securs environment that asslats your child's campusss tramendously: —
New Student Enrollment : ISD Documents ASCEMNDER Accessibility Statement
=  Mew Students: I you are new to the district Chck ViewDownload Documents to view and We recognize the importance of providing an
and wish to enroll 3 student, ciick Creste dowmnload the following documents: application that is accessible to the widest possible
Agcount. Calenda audiencs, regardless of technology or ability. This
. rs
= Returning Students: Log on and complets Enmlime application endeawvors to confiom to the Viord
. oliment ) .
the Returning Siudent Enroliment process. ~ . Wide Web Consortium (W2C) Web Content
« Emtracumicular ) - .
Accessibility Guidelines 2.0 and we strive to adhere
» Handbooks

to the accepied guidelines and standards for
accessibilty and usability as comprehensively as
possible. Should you experisnce any difficulty
accessing this application please contactus .

Creste Account ViewDownload Documents

The Create Account - User Info page opens.

User Information
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& Retum o Login

Creale Account

for Select Question Complete
]
User Information
User Hame -
Password g, L £ 3
Re-enter Password By E
Email Address =
Mobile Number (10 digits) L

User Name Create a username to identify you in ASCENDER ParentPortal with a
combination of letters from your first and last name.
Requirements:
* Six to 25 alphanumeric characters
* Unique (no one else in the district is using it)
* Not case-sensitive

Password Type a password that you will use when you log on to ASCENDER
ParentPortal.
A show/hide toggle ® allows you to view or mask the characters you are
typing.
Requirements:
* 8-64 alphanumeric characters
* Three of the following: uppercase, lowercase, numeric, and special
characters
* Case-sensitive

Re-enter . . .

Password Re-enter your password to verify that you typed it as intended.
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Email (Required) Type your email address. You cannot enter an address that is
Address already in use.

NOTE: If you have multiple students associated with your account, the email
address listed for the guardian at your student's campus must match for ALL
students associated with your ParentPortal account in order for Registration
features to be activated, and the email address must be validated.

Mobile
Number

Type your ten-digit mobile number. You cannot enter a number that is in use.

O Click Next.

Security Question

4 Return to Login

Create Account

User Information Select Question Complete

9

Select Question:

This information will assist you in resetting a lost password.

Select Question: what is your fav color r
Answer: Q| e v | @
Select Select a question, or write your own question in the space. If you need to
Question reset your password, you will be asked this question.
Answer Write the answer to the question.

You will need to answer this question correctly to recover your password. Be
sure to select a question for which you will remember the answer easily.

IMPORTANT: The answer is case-sensitive (always write it exactly as it
appears here, including upper and lower case letters).

O Click Next.
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 Return to Login

Create Account

User Information Select Question Complete

e

Your ASCENDER
ParentPortal account has
been created.

Cick Finish to add a student to your account. Finish to login into your account and begin adding
siudents.

O Click Finish.

o The My Account page opens where you can add a student to your account and update
your security and contact information.

o If you entered an email address or mobile number, you will receive a notification
message containing a verification link.

NOTE: If you are not listed as a contact or as a guardian (i.e., student, step-parent, etc.),
you will be a read-only user with limited access.

2. Complete the new student enrollment process.
ASCENDER ParentPortal > My Account

If you are continuing from the previous step, the My Account page is displayed. Otherwise, log
on and select My Account from the header menu.
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If you have not already verified your email address using the link that was sent to your
email address, you must do this now to continue.

IMPORTANT: If you do not have access to an email address, contact your student's
campus.

O Verify the email address:

You must provide and verify your email address before you can access features that require
your email address.

You can update your email address at any time.

If no email address has been entered, enter the address.

Email Address Type your current email address.
You cannot enter an email address that is already in use.

Confirm Email Address|Retype the email address to confirm that you typed it as
intended.

O Click Verify Email Address.

You will receive an email message at that address containing a verification link.

If you entered an email address when you registered for this ASCENDER ParentPortal
account, you should have received an email message in your inbox with a code allowing
you to verify your email address.

o If the email has been verified, your email address is displayed.

o If your email address has not been verified, you can click Resend Code to send a new
code.

O To enroll a student who has never been enrolled in the district, click Enroll a New Student.

The New Student Online Enroliment page opens.

You must already have verified your email address before this button is displayed.
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ASCENDER ParentPortal > My Account > Enroll a New Student

The New Student Enroliment page allows you to go through the steps required to enroll a
new student online using forms provided by the district, and then request an enroliment key
which will allow you to complete the New Student Enrollment process.

Step 1 - Student Name:

O Enter the student's full name and click Continue.

New Student Enrollment

Enroll 3 new student in the district. Only 10 new student enrcliments can be active at any time. If you nesd to enroll more than 10 students, contact the school district for guidance

Enrolimant Kay Addresses & Contacts Student Information Enrolimant Farms Final Steps

Student Mame

Mew Student Enrallment steps

roliment key.

& contact mformation
%er student information

omplete enrollment forms
omplete final steps.

“Hf you have previcusly enrolled stedents, you may EE VR RES ENE D

To get started, enter the student's name:

First Mame

Middle Mame

Last Mame

Generation

Step 2 - Enroliment Key:

There are two possible methods for requesting an enrollment key. One of the following options
will be available, as determined by the district.
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o QOption 1 - Email Validation

For this option, an enrollment key is sent to you in an email message.

MNew Student Enrollment

Enroll 3 new student in the district. Only 10 new student enrcllments can be active at any time. If you need to ennoll more than 10 students, contact the school district for guidance
Student Mame Addresses & Contacts Student Information Enroliment Forms Final Steps
1 2 3 4 ] b

Express Enroliment for Janie Strayhan

1. Click the "Reguest Enrallment Hey™.
REGQILEST ENROLLMENT KEY
2 Check your email for the message containing the enraliment key.

3. Copy the enrcliment key

ontsined in the email), and paste it into the box below, and click verify

Once you obtain the key, you can enter the key on this page to complete the process. To
do this, follow these steps:

O Click REQUEST ENROLLMENT KEY to request an enrollment key for your student.

A message is sent to your email address that contains the new 16-character student
enrollment key.

O Check your email inbox for the message that contains the enroliment key.

Enroliment Key|You must enter the exact enrollment key in order to complete the
enroliment process. The easiest way to enter the code accurately is to
copy it from the email message and paste it into the field.

O Click VERIFY.

If you typed the enrollment key correctly, the message “Your key has been created
and verified!” is displayed.

o Option 2 - CAPTCHA Validation

For this option, a key is generated once you correctly enter the CAPTCHA code. To do this,
follow these steps:

ASCENDER ParentPortal - Enroll a New Student 2020/02/26 09:30



https://help.ascendertx.com/test/parentportal/lib/exe/detail.php/images/screenshots/parent-enrollment-step2-email.png?id=academy%3Aadmin_parent_enroll_new_student

10

Mew Student Enrollment

Enroll 3 new student in the district. Only 10 new student enrcllments can be active at any time. If you nesd to enroll more than 10 students, contact the school district for guidance
Student Mame Enrollment Key Addresses & Contacts Student Information Enroliment Forms Final Steps
[ ]
1 2 3 4 3 6

Express Enroliment for Janie Strayhan

1. Type the characters displayed below and click Continue.

This option is primarily used during a short-term enrollment event, such as Kinder
Roundup.

O Type the CAPTCHA code exactly as it appears on the page.

QEULFK

O Click Continue.

If you typed the CAPTCHA code correctly, the message “Your key has been created
and verified!” is displayed.

Obtain and verify an Enrcllment Key.

‘four key has been crested and verified

Also, the parent will receive an enrollment key by email. The parent should save this
information for his records.

O Click Continue.
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Step 3 - Addresses & Contacts:

Step 3 allows you to add physical addresses and mailing addresses for the student, family

members, and other contacts.

Mew Student Enrollment

m 14447 Mountsinside Ridge

Famity Contacts

Caontacte Information Firat Nama Lazt Hame

E o o

Enroll 3 new student in the district. Only 10 new student enrcliments can be active at any time. If you nesd to enroll more than 10 students, contact the school district for guidance
Student Name Enroliment Kay Addresses & Contacts Student Information Enroliment Farms Final Steps
e
1 2 3 5 6
Family Addresses
Amdres=a information Strast Humber strast Name Clty p

To =dd 3 contact to the list, click Add Cantact.

Mather

To 2dd an address o the list, click Add Address.
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Family Any existing addresses for the student and family are listed. You can enter
Addresses multiple sets of addresses if needed.

Add address:
O Click Add Address to add an address.
The Add Address window opens.

Add Address

Family Addresses

Physical Address

Street Mumber (Physical)

Street Mame (Physical)

Street Direction [Physical)

Apartment Number [Physical)

City (Physical)

State (Physical) v
Zip [Physical)

Zipd [Physical)

Mailing Address m
w

O Type the complete address in the fields provided.

O Click Copy to copy data from the Physical Address fields to the Mailing
Address fields if applicable.

O Click Save.

Edit address:

O Click Edit next to the address to edit an existing address.
The Add Address window opens.

O Update the fields as needed.

O Click Save.
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Family Existing contact information for all of the student's family and emergency contacts.
Contacts |Add up to six contacts as needed.

Add a contact:
O Click Add Contact to add a contact.
The Add Contact window opens.

Add Contact

Contact: First Mame

Contact: Middle Name

Contact: Last Mame

Contact: Generation v
Contact: Relation L
Contact: Emergency Contact Yes No
Contact: Migrant Yesl' Mo

Contact: Street Number
Contact: Street Name

Contact: Apartment Number

-

O Enter data in the fields, including the contact's complete name and address.

O Click Save.

(0 Add additional contacts as needed.

Edit a contact:
O Click Edit next to the contact's name.
The Add Contact window opens.

O Update the fields as needed.

O Click Save.

O Click Continue.

Step 4 - Student Information:
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Any existing students added to your account are listed.

Mew Student Enrollment

Enroll 3 new student in the district. Only 10 new student enrclimants can be active at any time. f you need to enroll mare than 10 stedents, contact the school district fig
guidance
Student Mame Enrcliment Key Addresses & Contacts Student Information Enrollment Forms Final Steps
Student Information
student Hama Edit Data Remove Enroll Stugent
Sandy Sal -I m 2019-07-10 13:57-22. 108

O Click Add/Edit Info for the student.

The page is re-displayed allowing you to select the student's address and contacts and enter

additional information for the selected student.
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MNew Student Enrollment

Selected Student : Janie Low Strayhan

Address Information

Select your contact(s) below.

Zalect =

Firet Hama
Middis Hama
Lzt Hama
Genaration
Hickname

Data of Birth

Enroll a new student in the district. Only 10 new student enroliments can be active st any time. If you need to enroll more than 10 students, contact the school
district for guidance
Student Name Enraliment Key Addresses & Contacts Student Information Enrollment Forms Final Steps
L
1 2 3 4 3 6
Student Information

Choase Anciher Shudent

Select an address for this student | 14447 Mountainside Rid; ¥

BT bR ekl Click here to add or edit an address

Name

Primary Contact?

ar

3ylvia Sala

R PN B Click hers if you need fo add or edit 3 contact

Janis

Strayhan

Student Information

The name of the selected student is displayed. Click Choose
Another Student to enter data for a different student.

Address Information

Select an address for the student from the drop-down list.
These are the addresses entered in Step 3.

If you need to add another address, you can click Return to
Step 3 to add another address, and then return to Step 4.

Select your contact(s)
below

Select contacts for the student from those entered in Step 3:
* From the list of contacts, select up to six who should be
listed as contacts for the student.

* Of those selected as contacts, select Primary Contact for
the one who is the student's primary contact.

If you need to add another contact, click Return to Step 3 to
add another contact, and then return to Step 4.

student demographic
information

Enter student demographic data in the fields provided.

Attach a document:

ASCENDER ParentPortal - Enroll a New Student
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If a field contains the Document button, you can click the button to upload a file related
to online enrollment, such as a birth certificate, driver license, immunization record, or
proof of residency.

A window opens allowing you select and upload one or more files.

Document Upload|Click Choose File. Locate and select the file to be uploaded.

The following file types are acceptable:

* PDF

* Text: .txt

* Microsoft applications: .doc, .docx, .pps, .ppt, .pptx, .xls, and .xIsx
* Images: .gif, .jpeg, .jpg, .png, .tif, and .tiff

* Video: .avi, .flv, .mov, .mpe, .mpeg, .mpg, and .wmv

* Audio: .wav

* Zipped: .zip

Description Type a description of the file you are uploading.

O Click Upload File.

A message is displayed indicating that the file upload was successful, and the details
are displayed.

O Click Close to close the window.

- If a document has been uploaded for a particular field, the button
displays Documents(+) (with a plus sign).

28 - If no document has been uploaded for the field, the button displays

Documents(-) (with a minus sign).

View or delete an existing document:

O Click Documents(+).

* Click the document to view it.

« Click T next to the document to delete it. You are prompted to confirm that you
want to delete the file. Click OK.

O Click Save and Continue.

O Or, click Save and Continue Later if you have not completed all information and need to
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continue at a later time. A message is displayed indicating that the data is saved but not
submitted for district processing. You can return at a later time to complete the process.

Step 5 - Enrollment Forms:

New Student Enrollment

Enroll a new student in the district. Only 10 new student enroliments can be active at any time. If you need to enroll more than 10
students, contact the school district for guidance.

Student Mame  Enrollment Key  Addresses & Contacts  Student Informafion  Enrcliment Forms — Final Steps

®

1 2 3 4 5 6

Selected Student : Janie

Downloadable Enrollment Forms
Athletic Handbook

Student Insurance Online Motice

Standard Enroliment Forms

Student Health Information Sheet @

Complete the form to the best of your knowledge.

Home Language Survey FORM (TEA) @

Complete the form to the best of your knowledge.

Cihnisihe snel Dass Diats hasetisnmaios @

O Under Downloadable Enroliment Forms:

Any additional forms required by the campus or district are listed.

O Click each form to view it. The form opens in a new window where it can be viewed and
printed.

O Print and complete all forms by hand, and take the completed forms to the campus or
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district if required.

O Under Standard Enrollment Forms:

The required standard forms are listed. These forms can be completed and submitted online.
Icons next to the form name indicate if you have completed the form:

0 - Indicates that the parent has not saved the form.
@ - Indicates that the parent has already saved the form.

[ Click each form to view it.

The form opens in a pop-up window.

O Enter the required information and click Save Changes.

You cannot save a form unless all required data is entered.

NOTE: Some forms do not have data entry fields, but do need to be acknowledged by the
parent. In this case, the click Save Changes to acknowledge the contents of the form.

Until all forms are saved, the Enroll Student button remains disabled. (You may need to scroll
down to view the Enroll Student button.)

O Click Enroll Student when all data and forms are ready.

The student’s enrollment information is submitted to the district for review and acceptance.
You will also receive a confirmation notice by email.

Step 6 - Final Steps:
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New Student Enrollment

Enroll 3 new student in the district. Only 10 new student enrcliments can be active at any time. If you nesd to enroll more than 10 students, contact the school district for guidance

Student Mame Enrolimant Kay Addresses & Contacts Student Information Enrolimant Farms

Fmnal Steps

You're sbmost done

The final stp is to deliver sl required paper wark to the school. If there are no forms svailsblz in the Downlosdable Enroliment Forms section, contact the district for further
instrutions.

To add ancther student, click the Step 1 tab or dlick Add Another Student.
Enrcliment Confirmation

Student Name Enroll Fudent

Print
Sandy Salax m 2019-07-10 13:57-22.106

O Click Add Another Student if you need to enroll another student, and repeat the process
from Step 1.

Under Enroliment Confirmation:

All students are listed whom you have successfully submitted to the district for enrollment, or
are in the process of enrolling.

o If you have started the enrollment process for the student, the student's name is
displayed.

o If his enrollment has successfully been submitted to the district, the submission date-
time stamp is displayed.

O (Optional) Click Print to print a confirmation message for each enrolled student.

The message contains the student’s name, student enroliment key, and further instructions
for your records.

What Happens Next?
Visit in person:
To complete the enrollment process, it may be necessary to go to the district or campus to

deliver the downloadable forms and complete any steps that must be handled in person, as
required by the district and campus. Contact your campus for these instructions.
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Receive a ParentPortal ID:

Once the district or campus has completed your student's enrollment, the campus will issue you
a ParentPortal ID for each student you successfully enrolled. You can use the portal ID to add
the student to your account.

Once your student is completely enrolled and added to your account, he will be listed on your
My Account page under Students.

What Happens Next?

e Once the campus has accepted the enrollment of your student, the campus will issue you a
unique ParentPortal ID for each student allowing you to add to student to your ParentPortal

account,

e See Parent: Add/Register Student.
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