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Getting Started  

Before you begin the Student Online Registration you must have an e-mail address and immediate access to 

read email messages from it. 

To use the Student Online Registration, you must have an account if enrolling a returning or new student. If 

you are new to the Student Online Registration you will need to create an account. 

Click on                      Create an Online Registration Account  

 
If you have forgotten your login account click the                Forgot Email (instructions see pg.29). 

If you forgot the password, recovery on pages 27-28. 

Continue on page 2.  
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Fill in the Account Creation form with an accessible e-mail address and a strong password. Click                Create 

Account.

 
Once you create an account go to your e-mail address and look for the message with a link to validate your 

newly created account. Next click                Back to Login.

Forgot password, recovery on pages 27-28.  
Click to Login 
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This page is for Returning Accounts who completed and submitted students for 2017-2018 school year.  

Click               the Start Next Year button. 

 

To start the Rollover click               Continue

 

You are returned to the Home ς Online Registration page.  Notice the school year is now 2018-2019. You will 

need to review and acknowledge all documentsΦ ¢ƘƻǎŜ ƛƴ ȅŜƭƭƻǿ ǿƛǘƘ ǘƘŜ άtƭŜŀǎŜ ǊŜǾƛŜǿ ŦƻǊ ǎŜƭŜŎǘŜŘ ǎŎƘƻƻƭ 

ȅŜŀǊέ ŀǊŜ ǇǊŜŦƛƭƭŜŘ ǎƻ ȅƻǳ Ƨǳǎǘ have to save and continue, unless you need to update them.  There is one 

ŘƻŎǳƳŜƴǘ ǘƘŀǘ ƛǎ ƛƴ ōƭǳŜ ǿƛǘƘ άLƴŎƻƳǇƭŜǘŜέ ǎƛƴŎŜ ƛǘ ƛǎ ŀ ƴŜǿ ŘƻŎǳƳŜƴǘΦ 

 

Continue to page 5. 
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This page is for new accounts or for existing accounts that did not complete the registration process for the 

2017-2018 school year.   

When you login to your account you will see the screen below to verify and select the school year available. 

Click               option school year under School Year Selection. Then click               Save & Continue 

 

You are returned to the Home ς Online Registration page.  Notice the school year is now 2018-2019.  

 

Continue to Page 5. 
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While in the in the Student Online Registration you will always see a blue bar across the top with the name of 

the user who created the account. If you need assistance or have questions click the dropdown Online 

Registration and select Help. If the name on the account is incorrect select Update Account to correct the 

name. You can also change the language from English to Spanish and back to English by clicking the Change 

Language dropdown. 

 
 

Documents for All Students and Contacts: This section only needs to be done once, all forms apply to the 

whole family. Click              Read & Acknowledge, Read & Sign, or Take Survey. How to complete documents see 

pages 24-26. 
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Add Students: click               Add a Student to enroll all new or previously enrolled EPISD student(s). 

If you have a returning student please add that student before adding a new student to the district. 

Adding a returning student 
Click               My child has attended an EPISD school before. 

 
When selecting option My child has attended an EPISD school before fill in the Attended Child Lookup form. 

Fill the form with information of the student, Student ID is optional.  Social Security Number and Date of Birth 

are required. When done click                 Lookup Student. 

 

After adding an existing student you will be returned to the home page with the student(s) listed 

under Students. Notice on the same line by the student name it shows how many contacts that 

student is linked to. 

 

Continue on page 7. 
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When adding a returning student and if there are other students related they will be listed under students.  If 

one of those students will not be returning for the new school year do the following: 

 Click             View Student next to the student that will not be returning.   

 

In the Showing student page under Enrollment Grade and School Selection click             Change Enrollment 

Status.

  

In the Enrollment Status section             click Student will not be enrolling and it displays the student you are 

not going to enroll. Next click              Change Enrollment.  

 

You will be returned to the Showing student page and with the change  

 

wŜǘǳǊƴƛƴƎ ōŀŎƪ ǘƻ ǘƘŜ IƻƳŜ hƴƭƛƴŜ wŜƎƛǎǘŀǊǘƛƻƴ ǇŀƎŜ ǎƘƻǿǎ ǎǘǳŘŜƴǘ ǿƛǘƘ ά{ǘǳŘŜƴǘ ƛǎ bƻǘ 9ƴǊƻƭƭƛƴƎέΦ

  

Continue on page 8.  
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 Adding a new student 

Click               My child is new to the EPISD school system. Next click               Create New Student 

 

For the Add New Student form provide the information of new student.  

 
Continue on page 9. 
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The Showing Student form will show when creating a new student. Click             Return to Home to add 

contacts. 

 
  

Click             Create New Student 
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Parents and Contacts: You will notice that one contact is listed with a link only if an existing student was 

added. To add contacts, click               Add a Contact. (To edit contacts see pages 21-23.) 

 

The New Contact form will show, here you will add the information of the contact. Click             Next to 

continue. 

  

To add the address click the            Add Address tab. Click Done             when finished, then click              next to 

continue on page 11.
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To add a phone click             Add Phone tab. Click Done              then click              next. 

 

To add an e-mail click             Add E-mail Address tab. Click Done              . To create contact click              Create 

New Contact.

After you create the contact you will be back on the home page and you should see contacts added. 
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Link Contacts: Link each student to all corresponding contacts. 9ŀŎƘ ǎǘǳŘŜƴǘ ƴŜŜŘǎ ƻƴŜ ά[ƛǾŜǎ ²ƛǘƘέ ŀƴŘ ƻƴŜ 

ά9ƳŜǊƎŜƴŎȅ /ƻƴǘŀŎǘέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜƛǊ ǊŜƎƛǎǘǊŀǘƛƻƴΦ 

To link a contact under Students on the home page click View Student            on the same line where you see 

ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƴŀƳŜ. The Showing Student screen will appear. 

  

Showing Student: Here you will: 

1. link contact(s) to the student by clicking               Link Contact 

Continue on page 13. 
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On the Link Contact form: Select a Contact, Contact Type, Relationship and Options for the contact 

relationship, when done click                Link Contact to Student 

When you click the Link Contact to Student, the Showing Student page has a Successful message. 
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Complete Student: registration grade, corresponding campus and ǎǘǳŘŜƴǘΩǎ ŦƻǊƳǎΦ όLƴ ǘƘŜ ±ƛŜǿ {ǘǳŘŜƴǘ 

section.) 

In the Showing Student section you can select Enrollment Grade. Click                Set Enrollment Grade. 

 

In the Grade Selection form             select enrollment grade, click             acknowledgement and click             Set 
Enrollment Grade. 

 

Once the enrollment grade is selected you can now select the school based on the living with ŎƻƴǘŀŎǘΩǎ ƘƻƳŜ 

address. Click             Select a School. 

Continue on page 15. 
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The Campus Selection form will show the school based on enrollment grade and the school within the address 

boundary. Select the school listed by clicking             the checkbox next to school, then click             the 

acknowledgement checkbox and when finished click              Choose School.  

 

Continue on page 16 for New Students out of District campus selection.  


