Hawaii Department of Education (HIDOE) Online Registration (OLR):
Instructions for Parents/Guardians (who have a Parent Portal Account)
New or Transferring* Students School Year 2021-2022

*Parents/Guardians need to complete a withdrawal at the student’s current school before beginning an OLR application.
It is not required to submit an application for students continuing to the next grade level in the same school or for
students in a terminal grade at a HIDOE school that feeds into the next HIDOE school.

NOTE: If you are a new family to HIDOE and/or do not have a parent portal account, please see instructions on how to
use OLR via the online kiosk instead.

To complete the Online Registration for your child, you will need to upload the following mandatory documents. If you
are unable to upload any of the mandatory documents, you CANNOT use this method to enroll your child. For any
questions regarding enrollment, please contact the school directly.

ed to upload (Note:

e Avalid photo ID of the parent/guardian enrolling the child (e.g., driver’s license, passport, State ID)

e Completed Enrollment Form (SIS-10W) users can download available from the following link ->SI1S-10W
form. Users will need to complete a SIS-10W form for each child enrolling. (Suggestion: Download SIS-10W form
and fill out in Adobe instead of opening within the browser).

e Birth certificate of the student(s) enrolling. If your child is from a foreign country, the student’s passport or
student visa is acceptable.

e Proof of current address: Documentation by the parent or legal guardian that the child resides at an address
within the school’s attendance boundary. (Link to our SchoolSite Locator to see school district boundaries and
explore school locations.) Preferred documentation to establish proof of residence includes the following (at
least one required for online registration, however a school may request additional documentation):

e Rental/lease agreement, mortgage document, or current real property assessment document in the
parent/guardian's name. A signed and accepted offer to a lease agreement from the leasing office is
acceptable, if the following are included: Parent/legal guardian's name and signature with date of
acceptance; residential address; effective date of offer; available unit date; and, deadline to respond
date.

e Utility bill for water, electric, gas or telephone that indicates that the billing is in the parent/guardian’s
name and is being sent to the house; and

e |If the parent or legal guardian cannot provide documentation of legal residence because the
parent/legal guardian is living with a relative/friend, a notarized statement by the relative/friend can be
accepted by the school with the following stipulation:

e (a) Notarized statement must state that the parent/legal guardian and child are living with the
relative/friend;

o (b) Notarized statement must state the name of relative/friend that is on the relative/friend’s
proof of legal residence;

e (c) Notarized statement must state the same address of relative/friend that is on the
relative/friend’s proof of legal residence;

e (d) A copy of the relative/friend’s proof of legal residence must be attached to the notarized
statement;

e (e) Notarized statement must be signed by same name of relative/friend that is on the
relative/friend’s proof of legal residence
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https://www.hawaiipublicschools.org/DOE%20Forms/Enrollment/SIS-10W.pdf
https://www.hawaiipublicschools.org/DOE%20Forms/Enrollment/SIS-10W.pdf
https://hidoe.maps.arcgis.com/apps/webappviewer/index.html?id=69f6b96049794d5592bb355b9cf12ec4

Action Screen shot

Step | If you have HIDOE Parent

1 Portal access, log into your
Infinite Campus Parent
Portal. You can use the “Forgot
my Username" or "Forgot my
Password" link if needed.
Otherwise, please contact school
directly.

More

Important Dates

Online Registration

Once logged in, click “More.”
Then click “Online
Registration.”

Step | Choose the correct Infinite {2
2 Registration Year. ‘Campus
i€# Mother Aloha
Online Registration

Click the Begin Registration
button. Welcome to the Hawaii Department of Education (HIDOE) Online Registration Portal.

Student new to HIDOE or Student entering a new HIDOE School

Please proceed if vou are seeking to enroll a Student NEW to HIDOE; or to enroll a Student entering a new
HIDOE School (NOTE: Student must already be withdrawn from previeus schoel. If this has not vet been
completed, please exit the system and return when withdrawal is completed.)

Registration Year| SY 2021-2022 v |~

Begin Registration

Infinite (.~
Campus Online

Registration

Welcome 1 Please type in your first and

. last name in the box below.
Type your name in the box to

attest you are the person
authenticated into this

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

Click the Submit button. I I

l Submit I
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https://hawaii.infinitecampus.org/campus/portal/parents/hawaii.jsp
https://hawaii.infinitecampus.org/campus/portal/parents/hawaii.jsp

Step

Read the instructions and
have applicable documents
ready to upload.

Click the Click Here to Begin
button.

Infinite (">
Campus Online
Registration

& /\pplication Number 6906

Welcome to Online Registration (OLR)
To submit enrollment applications for students to the Hawaii
Department of Education (HIDOE)

Caution Before Proceeding:

Parent(s)/Guardian(s) who have a HIDOE Parent Portal Account should access OLR via the Parent Portal. If
you have an active Parent Portal account and did not access this page from Parent Portal, please close this window
and lagin to the HIDOE Parent Portal to proceed.

Instructions:

In order to complete the Online Registration enrollment application for your child, you will need to uplead the
following mandatory documents. If you are unable to do so, you cannot use this method to enroll your child. Please
contact the school near your area diractly.

« Avalid photo ID for parent'guardian (e.g. drivers license, passport, State D)

« DOWNLOAD AND COMPLETE THE ENROLLMENT FORM BEFORE CONTINUING (SIS10W) Click here for
fillable SIST0W form.

« Student birth certificate. If from a foreign country the student’s passport or student visa is acceptable.

« Proof of address.

MNote: Required fizlds are marked with a red asterisk, and HIDOE will receive the data exactly as it is entered. Please|
be careful of spelling, capitalization and punctuation. Do not use hypens, okinas or kahakos. Dates should be
entered as MM/DD/YYYY and phone numbers as x0o-oo-000.

Click here to view OLR Instructions for Parents.

After your application is submitted, the school will contact you with further instructions. Students are required to
provide additional health forms such as TB clearance and Student Health Record, form 14. These forms can be
turned in to the school office after submitting your Online Registration. For further details, please visit the DOE
homepage, "How to Enroll”.

If you need assistance, please call the school office during business hours.

Mahalo for using HIDOE Online Registration!

| CLICK HERE TO BEGIN |
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Step | The Student(s) Primary Infinite (70 ;
4 Household - Primary Phone C_amgus Online & Application Number 6906
. Registration T
screen will appear.
* Indicates a required field
Pata flelds marked with 2 | Studonts) rimary Houschokd _JSTEESEERCI JUSEE ) & Competed |
red asterisk* are required
fields for inputting. ” Primary Phane
Primary Phone
. A (808 )33z -2333 O+
Enter the 10-digit Primary
Phone Number. If there is no
Meaxt
home phone number, enter '
the parent/guardian's contact » Home Address
phone number who is most b Mailing Address
likely to respond to calls from
the school.
Click the Next button.
5 Household - Review your

Home Address.

If you have moved, check
the box “The home address
listed is no longer current”.
Upon checking the box,
additional address fields will
appear.

The Proof of Residency
documents are required.
(Note: Each uploaded
document is limited to 3MB
in size)

Click the Upload Proof of
Residency button and
upload your document.

Click the Upload Proof of
Identity button to upload a
valid photo ID for
parent/guardian (e.g.,
drivers license, State ID).

Optional: Click the Upload
Additional Doc button to
upload any additional forms
required by your school.

Click the Next button.

» Primary Phone

* Home Address

Your address as listed in the portal
555 Happy Pl
City, HI 920000

[[JThe home address listed is no longer current

Please upload Proof of Residency to prove residence in the district.*

Upload Proof of Residency

Acceptable forms of ID are drivers license, passport or State ID*

Upload Proof of Identity

Upload Additional Forms As Required By Your School
Upload Additional Doc

4 Previous Next »

» Mailing Address

Save/Continue
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Step | The Student(s) Primary » Primary Phone
6 Household - Mailing Address
.  Home Address
screen will appear.
* Mailing Address
If you have a sepa rate Please use the address editor below to enter your address, You will see the formatted postal address
T below in the viewer. Once your address appears as it should on U.5. Postal Mail, please click "Save”.
Mallmg' address please Please do not enter the entire address into the street name field.

Example: If you live at 1234 East Sesame Street, 1234 should be entered into the Street Number
uncheck the box. field, E should be entered into the first N,5,E,W field, Sesame should be entered into the Street
Otherwise, Keep the box Mame Only field, and St should be entered in the St.Ave,Blvd,ete. field.
checked. The household has no separate Mailing Address
Click Save/Continue.

4 Previous
Step The Parent/Guardian screen Student(s) Primary Household ’ w Parent/Guardian -—
. will appear.

You will need to review
information for all
parents/guardians listed.

Click the Edit/Review
button.

—Parent/Guardian

First Last Gaiidas Completed Record
Name Name Type
Father Doe M Existing

Mother Doe F Existing Edit/R

Please list all primary Parent/Guardian's in this area.

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

v Indicates that person is completed.

Add New Parent/Guardian
Save/Continue
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8 —Demographics screen will
appear. Parent/Guardian Name: Father Doe
+ Demographics

RGVIeW and edlt the Enter the parent/guardian you wish to enter. Please review and complete the following:
Parent/Guardian
. . First Name Father *
information. Midle Name

Last Mame Doe *
If the Parent/Guardian does Suffix v

. . i 01/01/1980 *

NOT live with the student, irtn Date

Gender Male =
uncheck the box. Please
Ieave thIS box CheCked If Please check this box if this person lives at the address listed below.
this person lives at the 555 Happy FI
same address as the City, HI 80000
student.
Click the Next button.

MNext »

» Contact Information
9 -Contact Information screen

will appear.

Review and edit the Contact
Information.

At least one phone number
must be entered.

Input an email address or
select Has No Email
checkbox.

Click the Save/Continue
button.

Parent/Guardian Name: Father Doe

» Demographics

¥ Contact Information

At least one Phone Number is required.™

Enter the contact information and how you'd prefer to receive the different types of messages we will send

you.
Cell Phone (/555 333 - 3333
Work Phone { )] - X
Other Phone ( )] - X
Email = email@gmail.com
ar
Has no e-mail E]

Secondary Email

4 Previous

Save/Continue
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Step | The Parent/Guardian screen
10 will appear.

Student(s) Primary Household } w Parent/Guardian @Sludent ’ w Completed

—Parent/Guardian

The completed
parent/guardian record is no

. . L fast Gender Completed SR
longer highlighted. Name  Name Type
If there is another
. Mother Doe F Existing I Edit/Review
parent/guardian record

highlighted, click the

Please list all primary Parent/Guardian's in this area.

Edit/Review button and
repeat steps 8 and 9.

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

v - Indicates that person is completed.

Add New Parent/Guardian

To add a Parent/Guardian
that is not listed, click the
Add New Parent/Guardian
button and repeat steps 8
and 9.

When all parent/guardian
information has been
updated, click the
Save/Continue button.

Step The Student screen will Student(s) Primary Household } Parent/Guardian }m « Completed
11 appear.
~Student
Click the Add New Student
button.
First Name Last Name Gender School Completed Record Type
Please include all students that need to be enrolled.
Yellow - Indicates that person is missing required information. Select the highlighted row to continue.
v Indicates that person is completed.
Step | The Student - Demographics

12 screen will appear.

Complete the student’s
information.

Choose the enrollment
grade using the dropdown
list.

Choose the student’s Home
school using the dropdown
list.
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If you have an approved
Geographic Exception (GE)
form, select that school as
the home school and check
the Geographic Exception
checkbox.

Upload your child’s proof of
birth via the Upload Proof
of Birth button.

Upload the student’s
Enrollment Form (SIS-10W)
via the Click here to upload
the Enroliment Form
button. (Suggestion:
Download SIS-10W form and

fill out in Adobe instead of

opening within the browser).

The Enrollment Form is for
the student you are
currently entering.

If you have an approved
Geographic Exception form,
upload it via the Click here
to upload GE button.
(Note: Each uploaded

document is limited to 3MB

in size)

Click the Next button when
done.

Student(s) Primary Household ’ Parent/Guardian ’m_

Student Name:

* Demographics

There will be a few steps for each student you enter. The first is general demographic information. Please verify or add the
information below. Please update any information that is incorrect. Please enter the student's name exactly as it appears on
the birth certificate. If your student has two last names, please enter both in the box marked "last name". Please enter names
without a dash, okina, or kahako.

Legal First Name = Gender v Enrollment .
. Grade ~
Middle Initial Birth m
Date Click on this link to find
or your home schoaol
Has no middle name [ Home o
School*

Legal Last Name

Suffix v [ ] Check box if this is a

Geographic Exception

Acceptable items for proof of birth: birth certificate or passport*
Upload Proof of Birth

Please upload the Enrollment Form (SIS10w) for the student indicated above.*

Click here to upload Enrollment Form

Next »

» Relationships - Parent/Guardians

} Student Services

Save/Continue

Step
13

The Relationships -
Parent/Guardians screen
will appear.

Review the Relationship and
the Contact Sequence for

each person. Edit as needed.

Do NOT check the No
Relationship checkbox.

Click the Next button.

Susent oy vevsres | raemicirsan ) SELTg)  reven ) S )

Student Name: Son Doe

» Demographics

~ Relationships - Parent/Guardians

At least one person must be marked as "Guardian'.*

Name Relationship™ Guardian  Mailing Portal  Messenger Contact Sequence’ or Mo Relationship
Mother Doe Mother hd 1 v |
Father Doe Father ~ 2 v |

Description of Contact Preferences

Guardian - Marking this checkbox will flag this person as legal guardian to the student.

Mailing - Marking this checkbox will flag this person to receive mailings for the student.

Portal - Marking this checkbox will flag this person as able receive a parent portal account if enabled by the schoal,

Messenger - Marking this checkbox will flag this person to receive school email messages from Infinite Campus if used by school.

Secondary Household - Marking this checkbox will indicate that the student has a secondary household membership with this person

Contact Sequence - Adding a sequence number on contacts will prompt district staff to contact these persons in the order that you specify. Parent/Guardians
should start with a sequence of 1.

No Relationship - Marking this checkbox will indicate that this person does not share a relationship to the student. By checking this checkbox you are
indicating that this person no longer has a relationship to the student, The relationship will be ended if one exists.

4 Previoy Next »

» Relationships - Other | hold

\_ } Signature

Save/Continue
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Step | The Relationships - Other | | /iR msoswa) Y samess) Rl Wiss) SR
14 Household screen will Student Name: Son Doe
appear. ‘ » Demographics
» Relationships - Parent/Guardians
. . . ~ Relationships - Other Household
Review the Relationship for
each household member, Name Relationship™ or No Relationship
. Older Son Doe Sibling v
Edit as needed.
Description of Contact Preferences
N.; Relaliuhnshir? - Marking th‘ws Ehec:‘dmx ww}l mdm?‘ta lhath this pderstm ?‘oes r‘wot shahra a Tlglmnsﬂh.s lfe the student. By checking this checkbox you are
DO NOT Check the NO indicating that this person no longer has a relationship to the student. The relationship will be ended if one exists.
Relationship checkbox.
Click the Next button to 4 Previous | Next »
continue. » Signature
Step | The following Student
15 | Servicesscreen will appear. | [/ udeniie) pmaty Houssnoia ) 3 arsnucuarian ) LT

Please answer the three
guestions appropriately via
the dropdown list.

If you answered ‘Yes’ to
having a current IEP or 504
plan, the respective upload
button will appear giving
you the option to upload the
students current IEP or
current 504 plan. (Note:
Each uploaded document is
limited to 3MB in size)

Click the Save/Continue
button to continue.

Please be patient, it may
take a while to upload
documents.

Student Name: Son Doe

» Demographics

} Relationships - Parent/Guardians

* Student Services

Does your student have a current IEP?  vyeg » =

Does your student have a current 504 plan? No w =

Student has received EL services? *

Click here to upload Current IEP

4 Previous

Cancel Save/Continue
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Step [The following Student . .
. Student(s) Primary Household } Parent/Guardian ’m
16 completed screen will
Click Add New Student to ~Student
enroll another new student
and follow instructions -
First Name Last Name Gender School Completed Record Type
above (step 11 to step 16).
Son Doe M COLR Elem < Mew
When done' CIICk . Please include all students that need to be enrolled.
save/contlnue to continue. Yellow - Indicates that person is missing required information. Select the highlighted row to continue.
v Indicates that person is completed.
Add New Student |
Save/Continue I
Step | Click the Application Infinite (-
17 Summary PDF link. Review Campus  online Registration

all information for accuracy.
If there are errors, click
“Back” to make your
corrections.

Once all information has
been verified, click Submit.

If an application is submitted
with errors, you will need to
contact the school office to
make corrections.

* Indicates a required field

Student(s) Primary Household } ParentiGuardian }

Student ’ w Completed

Click the "Application Summary PDF" link below. Review the summary for accura
there are errors, please correct them BEFORE clicking "Submit”.

Submit

You must submit your application by clicking the SUB
be sent to you. Thank you.

. An email notification will

Application Summary PDFE
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Step | You may print your Online Online Registration Summary Page 111
18 Registration Summary for Doe, Son | 6915
Modified By:
you r records' Maodified Date: Confirmation Mumber: # 6315
Application End Year: 2022 Application Created By: test
Household | Student
Efl-‘llﬂ-l!-ﬂﬁﬂl Doa, Bea Gandir M aun
nn“:- [LL . LLLLY Bludist Numbis
Home Address Eelationships
Euiein Portal Wzthvar Cooss - bt
255 Hapgy P &aunn [T
Ciey, HI 20000 Pw::g::P
Housaiold has no separam Maling Addess Massenger. na
P Contit Ordiar 1
HoftaAddeis samphe alociric Bl pa Prool of Residensy Fafbar Do - Falter
Pratail ATk diieirs A willid phats 1D Cuardian: ue
licii gy Mading: i
Parent/Guardian | T e
Dicsi , Fthiiar Caidar: M Conlient Ovitai” 3
Eauder his IEF. Yeu
Call. 555)533- 3333 Enidan hic S04 planc N
3‘1’: Eadar! hars pessabessd ELL senvicas: Mo
Emai ma@qua.mr\' 2
2:::\5*'\' Démegraphics FETTE STy Bith Canifsata
Pare B :‘ﬁ :igm.l i bl pdf S5 10W form
Do, Mother Gender: F
Bdrthdate: 01/01/1530 Housihold. Yes
Contact Information
Call {333)533- 3333
WWari
iy
Erml.  m@gmalom
Secondary
Emai
Student
[« -H
Deesar, San Cumeiar: M SENEI010
Srwdant Numbar.
Ervclmant Grade: 05
Hosta Sehosl OLR Elaim
GE sarting enal M
Step | After reviewing and/or . .
- R Student(s) Primary Household ’ Parent/Guardian } Student }
19 printing your appllcatlon,
click the Submit button.
The foIIowing Warning Cllck the “Appllcatlon Summary PDF" link below. Review the summary for accuracy. If
A agcorrect them BEFORE clicking "Submit”.
message will appear.
H pumapplication by clicking the SUBMIT button. An email notification will
If you arfe re.ady tq submit be Semtovou hank you.
the application, click the Warning
Confirm button.
Are you sure you that you are ready to submit this registration? You will not
be able to enter and/or modify this information after submitting.
Once clicked, you will not be
able to change any
information.
You will need to contact the
school to make changes. T
Confirm Cancel
Step | Your submission is now Jnﬂnitecf:u
. Online R trati
20 | complete and available for Campus  online Registration

the school staff to process.

Submittal of this Online
Registration, alerts the
school to start the
enrollment process.

Thank you for completing Online Registration! For a PDF copy of the submitted data,

please click the link below.
Application Summary PDF
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If you haven‘t done so
previously, you may print
your Application Summary
by clicking the Application
Summary PDF link.

A confirmation email will be
sent to you.

Your school will require
additional documents and
forms such as Student
Health record (Form 14),
Application for Student to
Ride School Bus, etc.

Please refer to the following
link -> How to Enroll on the
Hawaii Dept. of Education
website. For specific
information, please contact
the school.

Mahalo for completing the Online Registration Application!
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http://www.hawaiipublicschools.org/ParentsAndStudents/EnrollingInSchool/HowToEnroll/Pages/home.aspx

