
Instructions for Enrolling Students
From Left Menu:   Select AfterSchool Program 

Select the Site where you want to enroll students 

Select Program where you want to enroll students
To roll over students from a previous year or roster: 

From Left Menu:   Select Roster-- Click on Enroll Student
You will see a box displaying all students from previous programs at your site.
Choose enrollment date.

NOTE WELL!!!  The Enrollment Date defaults to the current day.  Make sure you change enrollment date for students to the day before you want to take attendance, other wise you will not be able to take attendance until the default date.  Make sure you check the date again before you save because if you have the wrong date you have to individually un-enroll and re-enroll each student before you can take attendance

Click in the box next to the name of the student you want to add to the current roster.
Once edits are completed click on Save.

To add brand new students:
From Left Menu:   Select Enrollment
In the Display box provide all necessary information.  Remember fields with a blue checkmark next to them are required.  If you do not choose to put information in them put an x in the field.

After putting in the name select the blue button labeled check.  This helps guard against duplicate entries.

For Student ID:  This number must be unique.  You can use their state-issued Missouri student ID if you choose or some other number as long as it is unique to each student.  (Suggestion:  Use a date/time number when you enter them (e.g. 11102006830)  if you entered the student on November 10, 2006 8:30am.
Continue entering information.

Under responsible party, you will run another check to see if the students family is already in system.  If so select the family and it will automatically fill in the appropriate information in this section.  (This helps when you’ve entered the first child from a family with multiple kids in the program as it saves a little data entry.)

If not keep entering information.

Alternate contact and authorized pick information is not required.

Click save when you are finished.

To edit information you have just entered:

From Left Menu:   Select Student Management 

Select the Site where the student is enrolled 

Select Program where the student is enrolled

Select the name of the student.

Select edit.

Make necessary changes.  Click Save
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