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Overview

* Brief Overview
» Important reminders
» Checklist
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Reminder of Terms

* Registration — Confirmation that the student is going to return to the school for the next
school year. The "reg” form may include tuition options, terms and conditions and may
ask for a fee.

» The family is typically already entered into SchoolSpeak.
* May also be called enrollment or re-enrollment

* Application/Admission — A new family is applying for student admission to the school.
» The family is not yet a part of your SchoolSpeak account.

» The information gathered in an application may be added to the parent/student profiles - as
long as there is a field in both places.

* Profile Update — The profile is the contact sheet for the member. A profile update is
}/yhlgre a parent/guardian walks through the profiles to complete, update or verify the
ields.
» Parents/guardians can tyically see/edit their children’s profiles

nds Holdings, LLC. All rights reserve
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Brief form overview
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Resource Type - Form

» Used for registrations (school and clubs/teams), applications, contact us,
surveys, donations, purchases (Note cards, team apparel, candy grams)
» Can add custom fields for parents to complete
* Many types of fields
» Can make certain fields mandatory
* Payments can be assessed either as a constant amount, calculated
amount or amount based on time frame
« Payments may be accepted as cash, check or online payment Diamond
mine

» Forms can be only for SchoolSpeak families or made public for use on a
public website

Home Page — Messages and instructions

» Registration form 2019-2020 x Settings 2 Admin

Q Query Records

Thank you for registering your students at Homestead School. We are looking forward to a new year of academic growth.
Please complete and submit Registration Form.

To begin please click NEXT and complete the fields. Required fields are noted by *.

When complete, please review the form and click the SUBMIT button.

If you have any questions, please contact the school office.
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Settings — Customize per f

orm use

Instructions: [+] Instructions
Short message to appear on the home page:
Registration Form Configurations:
Start Date:
Instructions to be shown on forms home page: (0ption) Due Date:
BIUEERTA-Y- - 2 B[, 0 [[osas o=
= fot o= o Allow Visitors?
You for registering yearof
Please complte and submit Registration Form Mandate Login?
Can user create records?
the button.
Number of Records per user?
[EREmRlEHM. Qerevew [<av>] Worts 62 Crarcters: 63
Detailed instructions to users on how to fill the form (Optional) Can user edit records after submitting?
NBIY am9co
@ 3e e Y02 d00RE Can user edit records after due date?
EEIEE SiF
Can user delete Records?
Pargragh = Detout Font )
Send Email Notification?
Does each record in this form correspond to a
[EmaE . Qprevin Words0 Chaactrs0 user?
Post submission instructions to users: (Optional) "
> Records can be edited by:
BZUuEEEGAY- - ADB F9 ookt v see r T
Thank you for registering with our school.
Associate Form To User Profile?

~Enable Member/Family Add

Delete non submitted records while purging:

‘01/17/2019 ‘ Time: ‘IZ:OOAM ‘ (hh:mm PM)

‘m/za/zozn ‘ Time: ‘IZ:OOAM ‘ (hh:mm PM)
Yes @ No
“Yes No
©Yes ~No

(0 - user cannot create records; records
should be preloaded. Leave this field
empty If user can submit any number of
records.)

Yes O No
Yes @ No
©Yes No

Yes @ No
Yes @ No

Self Parent Child

(If none selected 'self' s assumed)
Yes - No
©ves No

Yes ©@No

Update | Cancel

CoGuardian

Parent In

put

[ Edit this Section ]

Please identify the students that will be enrolling for the next school year

Ifyou are a current family and would like add a new student to Homestead School, please add the child in the new st|

Family Name *

Student 1 Name *

Please Select :

Student 2 Name

Please Select v

Student 3 Name

Please Select

«~

Student 4 Name
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Review and Submit — Parent review their input
and submit the form

1 2 3 4 5 [Review]

© Previous

Dffice Use Only [Edit this Section]

Status:

Forms Received:
Applicant Information [Edit this Section]
Name: Karen Smith
Nickname:
Gender: Female
Birth Date: 1 12001 (MM-DD-YYYY)
Home Address: 100 Main Street Main City CA 11111
Home Phone:

Child's Current School: Main Street School

Length of time:

Al rights re:

Query records — Admins may see all records
both in edit mode and submitted. May also use
Office only section and add new families.

Forms Home page | Query Records | Payment Report | Forms Upload | Preview | Edit | Settings

View All Records. Make changes and click the save button below. If you don't see the save button, use the scroll bar on the right of this window and scroll down.
Basic search Record #: 395
Search members with no records Record For: Barnfield, Maria [+]
Advanced search Add Members/ Family

Search using custom fields Emai

Em;
Download CSV | | Print or export |  Delete Selected | | Save As PDF | _Email Submitter | [ Email Record for ¢ Go ]

Edit "Office Use" Fields

ser Password

ser

AChange Record Status  Submied %) To| Submited )| Change Status Show: | 50 | entries per page | GO, Office Use Only

orts, Application Status
rt By [ Record #

(‘Please Select %)
T nemiror e U Updttedby T e s aeaved " Forms Received
More Options Parish Verification
e T e BT s o -
Bea
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Registration

Let’s look at the typical registration process

Contact
Forms Payment

Registered

Tuition
Terms
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Let's take a look

* Registration
* Your school may have a process with lots of papers for parents to complete

» Emergency Contact
» Basic Contact — Name, Address, DOB, Phone

Doctor/Dentist information

Tuition terms agreement

Payment plan identification

Media/internet release

* Result — LOTS and lots of paper, binders, and excel spreadsheets
* There has to be an easier way

* Hint — Think SchoolSpeak

unity Brands Holdings, LLC. Al rights reserve 13

Goal of registration

* Are your students returning?
* Are you adding a new child?
* Do you agree to the tuition terms?

* Need the solution to emphasize

» Simplicity - Need to keep process simple, parents don’t want to spend a lot of time
doing paperwork

» Don’t reinvent the wheel - Leverage the work you already have done in
SchoolSpeak

» Easy for admins - Let’'s make it easy for admins to track the progress of families

* Reduce the work load — The registrar has a lot to do — don’t need spend time on
data entry!

unity Brands Holdings, LLC. All rights reserved 14
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So let’s break it down

* How can we reduce the amount of work for parents and admins?

» Leverage the member profile!

» Can store the contact information, emergency contacts, medical information,
media/internet releases

* If we rely on the member profile to capture important member information
then we don’t need to use so much paper

The result — Registration becomes even simpler!

A new potential process — Parent Actions

- No Paper for
parents (or input
for admins ©)

- Tuition terms
acceptance is
accessible in
form on
SchoolSpeak
(easier for
bookkeeper ©)

- May configure
SchoolSpeak to
accept payment
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What about current families adding new
students?

» Add a small section in registration form to allow parents to add new
student’s name, grade level, DOB and gender.

* May also want to ask about any health or education concerns

* Why not use the admission form?
» Optional for school
» Most principals/staff know the family due to the older students
» Already have much of the family data in SchoolSpeak
» Keep it simple for the parents

» Use Add Family to add the new student to the current family

One more term before we begin

» Landing page
* Resource — Web page
* Provides instructions to parents on the registration process
* Message from principal
» Steps in the process
» Additional items required
* Kick off registration
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Time for SchoolSpeak

The Registration Form

The Process

10
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&

New Trend Reg without Profile Update

A change — from the schools

« Make registration faster and easier on the parent

* No profile update at this time
» Will start a profile update before school begins as information changes
 Create reasons for parents to log in at beginning of school

» Especially nice if the parents have already started completing profiles
already

11
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&

Applications/Admission

Applications

* Need to obtain parent contact information
» Student information
* Name, Grade level, DOB, gender, any special medical/health concerns

« Any other information that helps to make a decision about admission
 Parish

* Current family

» But remember the profile update...don’t need to ask for everything now
because you can have parent do the profile update later!

12
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How to add the new family to SchoolSpeak?

* The form will be enabled to add families to SchoolSpeak

* Important fields will be mapped to profile fields
* Parent name ----> parent name in profile
» Address --> Address in profile
» Student name --> student name
» Use add family from the More options link in the form
* Fields will be auto-filled
* Any other information from form can be mapped into the profile (as long as fields
exist)
+ REMEMBER when adding new families to SchoolSpeak do NOT put them into

current groups — will affect reporting
* Use groups like New Families 2019-2020, New 1, New 2, New 3

2018 Community Brands Holdings, LLC. All rights reservec 25

What about tuition? Term agreements?

» Use the current registration form

» Once you accept the new family and add to SchoolSpeak the new family
can use the registration process that current families use

» Benefit — all tuition questions are answered in one resource

2018 Community Brands Holdings, LLC. All rights reserved 26
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Make accessible from public website

» Can make certain SchoolSpeak resources public

» Ask support to turn the master account field to allow some information to
be public
» On the Forms resource Admin page — Click to make public

» Copy the URL of form homepage or landing page and give to your web
master to add the URL

* To test - Copy the URL and go to a browser that you have not logged into
SchoolSpeak with today
* Recommend to have a couple of browsers on your computer

27

Possible application process

Parents Parent
complete the completes reg
application form

Registered

School Accepts

family and adds

to SchoolSpeak-
sends ID/PW

28
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How to track registered?

» Take advantage of Re-enrollment resource

» Use the tool to add fields to the student profile

» Go to the student profile and hide the fields from parents

+ As student registration is finalized, update the field in the student profile
» Use the report to track your school’s progress

29

Ok...what should | do?

* Let’s add registration and application forms to your school (call support)
+ Easier to edit a pre-existing then start from scratch ©

 Create the groups New 1, New 2 ...and new families 2019-2020
* Decide — do | want to do the profile update now?
» Customize terms and conditions, instructions and information

* If you are going to do the profile update now — look at your profiles — are
there any changes that need to be done? Make a list and contact support!

* Test
* Go live!
» Eat some chocolate — maybe that should be step #1 ©

30
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You can do this!
And we can help!

Contact Support to
setup a time
support@schoolspeak.com
877-773-2513
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