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Step 1 - Getting Started 

 
 

 

 

 

 
 

 

 

Click on the link ‘Register New Family’ 

Select your preferred language and click the ‘Next’ button 
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You will see a reminder that this process is for families that 

are new to the district.  If you are new just click the ‘Next’ 

button. 

Enter a valid email address and click the ‘Next’ button 

An email will be sent to confirm it is valid and will 

include a link that must be clicked to proceed.  A new 

window will open taking you to the next step. 
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Step 2 - Household Information - Parent 

 

Next, enter information about yourself.  You will be the primary 

contact.  Please enter as much contact information as possible. 

Please enter complete phone information 

Please enter 

preferred language 

*Note that all fields marked 

with a red asterisk are required 

fields and must be completed. Click the ‘Next’ button 
to auto-save and move 

to the next screen. 
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 Step 3 - Household Information - Parent 

 
 

 

Confirm or change your primary residence 

If your mailing address matches your 
primary address, this box may be checked. 

 

If they are different, uncheck the box and 

you will see additional address fields. 
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Step 4 – Household Information – Students 

 
  

Now, the student information is entered.  If there is more than one 

student be certain to click on the ‘Add Student’ button. 

If your mailing address matches your 

primary address, this box may be 

checked. 

 

If they are different, uncheck the box 

and you will see additional address 
fields. 

If you have more than 1 student be sure 

to click the ‘Add Student’ button before 

moving to the next screen.  Once you 
advance to the next screen, no more 

students may be added. 
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Second Student 

 

 

 

 

 

Here is what it looks like with more than 

one student. 

If a student is added by mistake 
click on ‘Delete Student’ to 

remove the extra record. 

It is possible that the student names may match others.  In that case, 

after clicking the ‘Next’ button you will see a ‘Possible Duplicate 

Entry’ popup.  If your students are new, click the ‘No’ button. 

If your students are already registered with Warren and ‘Yes’ 

is selected, you will see this message: 



MSD of Warren Township 

Online Registration Step By Step Guide 

New Families 

Page 9 

 

 
 

 
 

 

  

Once you have finished entering students and have clicked the 

‘Next’ button, you will see a warning about ensuring all of your 

students have been entered.  Once you are finished entering 

students, click on the button ‘Proceed to Step 5’. 

Once you have completed the student information you will be 

prompted with your Parent Portal Username and Password.  

Make a note of it and keep in a safe place. 

Click the ‘Close’ button to proceed. 
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Step 5 – Forms and Attachments 

 
 

  

Step 5 of New Family Registration asks for more household and 

student information.  To begin click the ‘Edit’ link next to ‘Parent 

Welcome’.  You may return to this list and select ‘Edit’ for another 

form or simply click next in each form to proceed to the next. 
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The screen is broken down into two parts: Forms and Attachments 

 
 

 
 

  

Click the ‘Edit’ link here to 

begin. 

The status of each 

form is here. 

Click the ‘Edit’ link here to 

begin attaching a document. 
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Forms 

Parent Welcome 

 
 

 

 

 

 
 

  

Begin by editing the ‘Parent Welcome’ form.  Please be certain to 

read this and all forms carefully. 

Note that this check box must be set to complete each form.  Even 

those that are instructional only still require this check box to be 

set in order to complete. 

Progress can be monitored here  
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Parent Contact Information 

 
 

The next form is a confirmation of parent contact info and student 

relationships.  Note that this form is not editable; changes to this 

information need to happen at a school. 



MSD of Warren Township 

Online Registration Step By Step Guide 

New Families 

Page 14 

 

 Primary Residence Confirmation 

 
 

 

Next you will see a form that asks you to confirm the primary 

residence for the parent.  As before, any changes here must be taken 

to a school. 
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Student Information Confirmation

 
  

The next form will ask for confirmation of student information and 

addresses.  Again, this information may only be changed at a school. 
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Student 1  
Registration

 
 

  

Next, we gather information about the first student.  In this case, we 

begin with the Elementary and Intermediate Academy registration. 

The student’s name and 

grade appear here 
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School Selection 

 
  

Now select the school you believe your student should attend.  If you 

live outside Warren Township boundaries select ‘OUT OF 

DISTRICT’ as the school. 

Note that this selection is for 

reporting purposes only.  Final 

determination of the school will be 

made by a school registrar. 
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Custody 

 
 

  



MSD of Warren Township 

Online Registration Step By Step Guide 

New Families 

Page 19 

 

Alternate Transportation 

 
  

Note that this is a permanent change to 

the pickup address.  Temporary changes 
must be communicated to the school. 
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Military Children in Education 
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Indiana DOE Migrant Education Program 

 
 

Free and Reduced Lunch 

 
 

 

If you qualify for this program 

print, complete, and return this 

form to your school. 

Applications and instructions can be 

found here. Return application to 

school if qualified. 
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Dress Code Policy 
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Student Rights and Responsibilities 

 
 

  

Entering name and 
selecting today’s 

date indicates that 

the Rights and 
Responsibilities 

have been read and 

understood. 
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Medical Information 

 
  



MSD of Warren Township 

Online Registration Step By Step Guide 

New Families 

Page 25 

 

Community Hospital Clinic Services 
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Community Hospital Privacy Practices 

 
 

 

 

 

 

This is the end of the forms for Student 1.  Next, we move to Student 2. 
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Student 2 

Registration 

 

 
 

  

In this case, Student 2 begins with the Middle 

School and High School registration form.   

The student’s name and 

grade appear here 
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School Selection 

 
 

  

  

While there is only one High 

School, out of district families 
should still select ‘OUT OF 

DISTRICT’ 
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Custody 

 

Alternate Transportation 
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Military Children in Education 

 
  

High School students see 

extra questions 
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Migrant Education Program 

 
 

Free and Reduced Lunch 

 

Applications and instructions can be 

found here. Return application to 

school if qualified. 
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Dress Code Policy 
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Student Rights and Responsibilities 

 
 

Medical Information 

 

Entering name and 

selecting today’s 

date indicates that 

the Rights and 
Responsibilities 

have been read and 

understood. 
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Community Hospital Clinic Services 

 
 

Community Hospital Privacy Practices 

 

This is the last form.  Click ‘Save’ 

and then ‘Return to List’ 
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All of the forms have now been completed 

Click ‘OK’ to continue 

All statuses have changed to complete 



MSD of Warren Township 

Online Registration Step By Step Guide 

New Families 

Page 36 

 

Attachments 

 
 

Add Attachment 

 
  

While not required it is suggested that you upload copies of the 

required forms.  The originals are still needed for verification at the 

school but this will speed the process. 

Find the appropriate file and enter a description for each attachment 

Click ‘Edit’ to begin uploading an 
attachment. 

Click ‘Save’ to continue 
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Attachment Completion 

 
 

 

 

 

When you finish uploading attachments, click the ‘Next’ 

button at the bottom of the screen. 

Congratulations!  You have completed your online 

registration.  Your information will be reviewed and a 

school official will be in touch with you. 


