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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 – Online Registration page.  Notice the school year is now 2018-2019. You will 

need to review and acknowledge all documents. Those in yellow with the “Please review for selected school 

year” are prefilled so you just have to save and continue, unless you need to update them.  There is one 

document that is in blue with “Incomplete” since it is a new document. 

 

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 – 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  

 

Returning back to the Home Online Registartion page shows student with “Student is Not Enrolling”.

  

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. Each student needs one “Lives With” and one 

“Emergency Contact” to complete their registration. 

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

the student’s name. 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 student’s forms. (In the View Student 

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 contact’s home 

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.  
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New Students out of District: Paper transfer is required for campus approval to select student for enrollment.  

Click              the approved student transfer request button, then click              the acknowledgement checkbox 

and when finished click              Choose School.  

 

Next complete the Documents required for each student. Continue on page 16. 
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In the Showing Student section you need to complete all documents that show Incomplete highlighted in blue. 

Completing the documents is as simple as those for the Documents for all Students and Contacts on pages 24-

26. 

 

Once completed it will display Completed highlighted in green 
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Attached Documents: Birth Certificate, Proof of Residency, etc. Click               Attach Document. 

 

Select type of document and choose file to upload when done click              Attach Document 
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Submission: Student(s) will be submitted one at a time. To submit a student for registration click            View 

Student from home under “Students” to begin the submission process.

 

Click              Begin Student Submission 

 

A finalize submission page displays a list to make sure you are ready to submit the student.  

Click the               Acknowledgement check box and               I agree – Submit Student button.  

 

Continue on page 20.  
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The student has been submitted. 

 

When you return to the home page you will notice that the student you submitted is locked and submitted. 

You may view the student but will not be able to change or delete student. 

 

You may continue to add other students for registration. If you do not have other students to register this 

completes the Student Online Registration and you will receive an e-mail confirmation. 
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Parents and Contacts: To edit contacts on the home page under Parents and Contacts click             View 

Contact by the name you like to edit. 

 

Once in the contact section click              Edit Contact 

Continue on page 22. 
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Next you can add the new address, phone, and e-mail when you click on the Add Address, Add Phone and Add 

Email tabs. When done click             Update Contact.

 

Continue on page 23. 
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When you are returned to the Contact page there you can delete the address, phone, or e-mail. You may also 

delete a contact if no longer needed.

 

Confirm to delete click              Delete Address as in this case. 
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Documents for All Students and Contacts 

Click               checkbox I acknowledge and understand then click               Save and Continue. 

 

 

Under Signature type your name click               checkbox I Acknowledge & Understand then click               Save & 

Continue. 

 

1 



Student Online Registration   Version 2.0 

25 | P a g e  
 

Click checkbox               I acknowledge and understand then click              Save & Continue

 

Click checkbox               I acknowledge and understand then click              Save & Continue 
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Click the               No or Yes checkbox then click              Save & Continue. 

 

Under Signature type your name click               checkbox I Acknowledge & Understand then click               Save & 

Continue.
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If you have forgotten your password click             Forgot Password. 

 

Type your e-mail address and click              Start Recover Process. 

 

 

Once verified you will receive an e-mail to your e-mail address with a message recover your EPISD account, 

click link provided in the e-mail. 

 

Next you will get a screen to reset your password. Type in your new strong password until you see “Passed” as 

in the screen below. Click             Change password. 

Continue on page 28. 
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You will be directed to the Login page with a “Successfully Changed Password” message. You can now sign in 

with your new password.
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If you have forgotten your login account click the              Forgot Email. 

 
 

 


