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Philadelphia SIS Project:
Online Registration Stepper for Parents

To facilitate registration for the 2020-2021 school year, parents and guardians are now able to
submit applications and documentation online for new students only. Separate processes are in
place for students already enrolled in District schools.

Navigation

1. Parents and guardians will access the Online Registration tool via the Office of Student
Enrollment and Placement’s website (philasd.org/studentplacement). Scroll to the
bottom of the screen to view the Registration and Placement Options section. Click on
the link labeled Registration.

Registration and Placement Options

4 »

Registration Kindergarten Enrollment into School
Sign up for the school Registration District of Philadelphia

connected to your address Is your 5-year old ready for
school?

2. The Online Registration page includes multiple resources for parents and guardians who
are preparing to register their student for the upcoming school year. To access the the
Online Registration tools click on this icon:

Online Registration



https://www.philasd.org/studentplacement/
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Creating a New Online Regqistration

1. A pop-up will appear. Click Start New Registration.

finish an existing application.

Start New Registration

s MR

SCHOOL DISTRICT OF PHILADELPHIA ONLINE REGISTRATION KIOSK

Welcome to the School District of Philadelphia's Online
Registration Kiosk! Please select whether you are
starting a new application or if you are returning to

Return to Saved Registration

IB(aaT

2. Review the guidance included on this page. Ensure you will have the ability to attach the
required documents to your Online Registration application. Note the information you
will need to keep should you need to re-access the application at a later date.

\Welcome to The School District of Phil ia's Online i ion System

This form is only intended for new students registering at the School District of Philadelphia. It is not intended for use by existing students in the School
District. If you need to update your student's household or demographic information, please contact your school directly.

IThis application cannot be used to apply for charter schools. The Citywide and Special Admissions schools listed in the chart below will not be participating in
Online on applying for these schools.

Please visit the School Directory to find more

Please be advised that the Online Registration system requires that you have the abilty to upload the following items. You can begin the online registration
process and save a partial application. However, you will not be able to complete the application if you do not have the ability to upload all of the required
ldocuments:

« Proof of your student's age
« Two (2) documents showing proof of your address.
« Shot (Immunization) Records

I you cannot complete the entire application at this time, the information entered into the following fields will be needed to re-access this application
« Parent or Legal Guardian First and Last Name

« Parent or Legal Guardian Date of Birth
- Application Number (provided after you click the "Begin Registration” button)

Enter your first and last name, your date of birth, and the school year you are registering
your child for (select 20-21 from the drop down menu). Also enter your email address to
receive critical updates on the status of your application. Find the CAPTCHA at the bottom
of the page, enter the sequence of letters and numbers, then click Begin Registration.

Please enter your information below to begin your registration or complete an existing registration:

Parent or Legal Guardian First Name

|Ed &

Parent or Legal Guardian Last Name

| Sullivan

Parent or Legal Guardian Date of Birth (MM/DD/YYYY)

11/11/1981 K

Registration Year

20-21 %"

Email Address

| esullivan@email.com |

list them in the ‘schoal-age sibling’ section of the application.

Please check this box if there are any students in your household who are currently enrolled in a Philadelphia District school and

Please type the letters you see displayed in the image below

The entry is case sensitive.

Begin Registration
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Please type the letters you see displayed in the image below.
The entry is case sensitive.

d pam ',6'_ X If the text is difficult to read,

press the blue button to
generate a new code.

‘( Begin Registration )

A pop-up will appear. Note your application number. Click Confirm.

Note

=23 i

Your application number is: 258. Please write this down - you will need it
to get back into the Online Registration System if for any reason you need to
exit the process.

T

)
i

NOTE: The application number is used to track online registrations across the district,
and does not reflect the number of online registrations at a specific school.

bkt

4. A new window will open asking for your e-signature. Enter your name and click Submit.

Welcome Ed Sullivan! Please type in your first and last name in the box below.

By typing your name into the box above you attest that you are the person
authenticated in this application or an authorized user of this account, and the data you
are entering/verifying is accurate and true to the best of your knowledge.

Ed Sullivan p

Please sign on the line below.

Clear
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Adding Primary Household Information

The term “Primary Household” is generally where your child lives most of the time.

1. Enter the phone number you wish to assign to your child’s primary household. Students
can only have one primary household, but can have multiple secondary households. You
will enter secondary household information later, if needed. Click Save/Continue.

* Indicates a required field

w Student(s) Primary Household Qr i } ®

oy o @son ) T

~ Primary Home Phone
Primary Home Phone
( ) g
Mext »

» Home Address

Save/Continue

2. Enter your home address by entering the House Number. Select the Direction (North,
Northwest, South, Southwest, etc.) from the drop down menu, if applicable. Enter the
Street. Do not enter anything in the Tag field. If your address exists in the system, it will

appear in the green box. Click your address, and the rest of the fields will be
automatically populated. Click Save/Continue.

¥ Student(s) Primary Household (QParent/Guardian ) (Emergency Contact ’ & 5tudent }

» Primary Home Phone
~ Home Address
“Please enter the student's home address below.

As you fill in the address, the system will automatically populate a list of valid addresses, from which you will need to select
the correct address. If your address does not appear in the list, please contact the District's Office of Enrollment and Student
Placement at 215-400-4290.

House Number Direction Street Tag (St, Ave, Blvd, etc) Direction Apartment
440 . N ¥ Broad v v
City State Zip Ext. County

v

Clear Address Fields

440 N Broad St, Philadelphia, PA 19130 4015 Philadelphia
4401 N Broad St, Philadelphia, PA 19140 1932 Philadelphia

440A N Broad St Apt. A, Clayton, N 08312 1102 Gloucester
4408 N Broad St Apt. B, Clayton, N] 08312 1102 Gloucester
4400 N Broad St Apt. 1, Philadelphia, PA 19140 1933 Philadelphia

You must select an address from the list above.

Your address as entered above
440 N Broad

4 Previous

I Save/Continue
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Adding Parents and Guardians

1. A popup will appear to inform you that you are about to enter Parent/Guardian
information. Click OK.

— ¥ e o - ' ! wr— o

Add Parent/Guardian Title

bl Please complete your information below. When you are finished, list any
additional parents or legal guardians for the student,

2. Enter the appropriate information for each of your child’s parents/guardians. If the
parent/guardian lives in the address listed as the student’s Primary Household, ensure
the checkbox above the address is checked. Click Next.

Parent/Guardian Name: Ed Sullivan

~ Demographics

Enter the Parent or Legal Guardian you wish to enter. Please review and complete the following:

First Name Ed

Middle Name

Last Name Sullivan

Suffix A

Date of Birth 11/11/1981 =]

Gender Male v =

Indicate Parent / Legal Guardian's Military status, if any: ~
[11 am registering myself as an emancpated or unaccompanied minor
Please check this box if this person lives at the address listed below.

Next »

440 N Broad St
Philadelphia, PA 19130
¢+ Contact Information

Sowcannn

NOTE: If a parent/qguardian is entered who does not live at the address listed, uncheck
the box. You will then have the chance to add an address for this parent/quardian, which
is designated as a Secondary Household.



3. Enter contact information for the parent/guardian. Indicate your Contact Preferences by
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checking the appropriate boxes on the right side of the screen. Read the descriptions of
each preference. DO NOT check the box under the Private checkbox. Click

Save/Continue.

* Contact Information

At least one Phone Number is required.

Enter the contact infoermation and check the boxes for how you would prefer to receive different types of

Emergency D:ugrny Attendance Behavior General Teacher Private

communication from the District. /
Cell Phone@ 2
(SMS)Text
Work Phone

Other Phone @

(SMS)Text
Email @

L AR J

Secondary Email @@

Contact Preferences

[<H< NN

sooc

4. If all required information has been entered, there will be a green check in the

Completed column next to the parent/guardian’s name. If the row appears highlighted
in yellow, that means some required information is missing. Click on the name to edit.

[<H< BN <]

<N N<N<]

To add another parent or guardian in the system, click Add New Parent/Guardian, and

repeat the preceding steps. When all the parents/guardians included in your application

appear with a green check, click Save/Continue.

—Parent/Guardian

S e oo ) ST O e ) S ) Tl

First Name Last Name Gender Completed
Ed Sullivan M s
Please list all primary Parent or Legal Guardian's in this area,

Yellow - Indicates that persen is missing required information, Select the highlighted row to continue,

v Indicates that person is completed.

Edit/Review

Add New Parent/Guardian

\
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Adding Emergency Contacts

An emergency contact is a person who should be contacted in case of an emergency if the
parents/guardians cannot be reached. When completing this section, you do not need to
re-enter any parents or guardians who were entered in the previous screens. These entries are
in addition to parents/guardians in terms of emergency contact priority.

1. The Emergency Contact screen will load. Click “Add New Emergency Contact.” A popup
will inform you that you are about to enter Emergency Contact information. Click OK.

student(s) Primary Household ’ Parent/Guardian } (& student ’

—~Emergency Contact

First Name Last Name Gender Completed

l - In an Emergency, if a parent or legal guardian cannot be contacted, one of the emergency contacts listed here will be called.

Proper identification will be required before a student is released to emergency contacts.

At least one {1) emergency contact is reguired.

Yellow - Indicates that person is missing required information. Select the highlighted row to continue.

o Indicates that person is completed.

The maximum number of Emergency Contacts is 4

Add Mew Emergency Contact

2. Enter the appropriate information for your child’s emergency contact.

Student(s) Primary Household ’ Parent/Guardian ’ wEmergency Contact Yl & Completed

JContact Name: Lawrence Welk

* Demographics

Please complete the following information for each emergency contact for your student.

Persons listed as Emergency Contacts will be contacted in the case of an emergency

First Name Lawrence
Middle Name

Last Name Welk

Suffix v
Gender Male ¥ =
Next »







