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Start Page 

Click on Enroll New Student 
Fill out information on new 

Student 
(Leave match info settings as 

defaulted) 
 

 

Click Submit 

Do you see a 
Duplicate Student 
Search List of 
Potential Matches? 

In Family Search 
there is no student 
found, click 
continue. 

You will be directed to the 
student’s pages. Fill out remaining 
enrollment information including 
the state page! 

Can you match 
your new student 
to one of those 
shown on this 
list? 

Click on enroll. 

In family search do 
you see a sibling 

you want to relate 
or copy information 

from? 

Click copy and or 
related as is 
appropriate 

Click submit. 

Click Submit. 

Is this student you 
see marked active? 

Can you click 
on his/her 
name as a 

link? 

Click on the 
student’s 

name. 

Complete the 
re-enrollment 

screen 

Can you click on 
his/her name as 

link? 

Click on the 
student’s name 

The student is 
currently enrolled 
and cannot be re-
enrolled 

Go to Start Page and 
search for the student 

This means this 
student is active in 
another site in the 

district. Call that site 
and have them 

inactive him/her and 
transfer them to you 

Once the other 
site has 

transferred the 
student to you, 

use the re-enroll 
process to make 

the student one of 
yours 


