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Online Student Registration - ActiveParent 

Registrations through Online Student Registration (OSR) are done entirely through ActiveParent using the parent’s 

existing account. This document will briefly cover the changes in ActiveParent and the registration process that a parent 

might go through. Please note that the fields a parent sees and is required to enter are entirely dependent on the school 

settings. The process may be slightly different from school to school based on settings. Any instructions and screenshots 

in this document are based on default settings. 

Upon logging into ActiveParent, the parent will see a new icon in the top right corner next to the Settings and Logout 

buttons. This new icon is the Online Student Registration icon.  

 

ActiveParent header with the new OSR icon. 

Upon clicking this icon, the parent will be taken to the screen below. 

 

OSR Intro Screen in ActiveParent. 

If the parent already has students attached for registration, the dropdown list will be populated with those students. 

Once the parent chooses a student, additional information will populate (including the school note).  The parent will 

select a Registration Type and be allowed to begin registration. If the parent has already begun registration and is 

returning to complete it, the button will say “Update/Continue Registration”. The parent may return and continue to 

update the student’s registration even after submission until the school has processed the registration in SAM. 

If the parent needs to use an ActiveCode given to them by the school to attach students to their account, they can click 

the Have a code to enter? Click here button. The code can be copy/pasted into the text boxes or manually typed. After 

redeeming the code, depending on the settings selected during code generation, the parent may be required to choose 

a school if the student is a new student (has never been in the district). Upon completing code redemption, the parent 

will be returned to the main screen. The newly attached student should now be visible in the list. 
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OSR Code Redemption 

If the parent is forced to choose a school during code redemption, they can change their chosen school on this main 

screen by choosing the appropriate student in the dropdown and clicking the Click here to change this new student’s 

school button. Users can also change their selected registration type by clicking the Change Registration Type button 

under the registration type dropdown list. Changing either the school or the registration type will force the user to re-

enter any information they’ve entered for that student since they began registration. 

Once the user has students attached to their account, they will select a Registration Type and then begin registration. 

The user will select the appropriate student in the dropdown and click the Begin Registration button. The user will be 

taken to the actual registration page. 

 

OSR Registration – Demographics Step 
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All required fields as determined by the school will be marked with a red asterisk * so that the user immediately knows 

they are required. The user can save and come back later at any point by clicking the Save Progress And Continue Later 

button. All the user’s current progress will be saved, and they will be returned to the student selection page. The user 

can also cancel registration at any point by clicking the Cancel Registration button. This will revert any changes they 

have made during this session and return them to the student selection page. The user can advance through the steps 

by clicking the Next Step and Previous Step buttons at the bottom right of the page or by clicking any of the steps on the 

left side of the page. The user will advance through steps, filling in required information and uploading required files as 

determined by the school. For existing students, data will be prepopulated from SAM so that the user will not have to 

re-enter data that has not changed. Throughout the utility, parents will be able to enter information and upload 

documents as allowed by school settings. Uploading documents is done by clicking on one of the many Document 

Management buttons throughout the registration process. Any clarification needed for any step can be provided by the 

school via the multiple notes visible throughout the registration process. 

 

OSR Registration – Address, Phone, & Email Step 
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OSR Registration – Birth & Early Childhood Step 

 

OSR Registration – Immunization & Medical Step 
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OSR Registration – Permissions Step 

 

OSR Registration – Parent & Guardian Step 
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OSR Registration – Miscellaneous Step 

 

OSR Registration – Surveys Step 
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OSR Registration – Finish Step 

Once the parent has completed all steps of registration (or verified that the already entered data is correct), they must 

confirm the data’s accuracy, enter their full name, and click Save And Finish. 

At this point, the entered data is submitted to the school for processing. The user can still edit the submitted data until 

the school processes it. If the school allows it, the user can use OSR at any point throughout the year to update any 

information about the student or any contact changes. An important thing to note is that no changes made through OSR 

in ActiveParent will be reflected in SAM until an administrator processes the registration via the Process Registrations 

utility in SAM. Please see the “OSR – Processing Registrations” documentation for more information. 

• Administration > Online Student Registration > Process Registrations 
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Returning Registrations to Parent 

If the school/district chooses to “return” the registration back to the parent with a custom message, the parent will see 

a message like the following when they log into ActiveParent: 

 

 

A school/district may return a registration if the parent still needs to do some task or provide some information for a 

registration to be processed (maybe the residency document upload was not a valid proof). Upon returning to the 

Online Student Registration screen in ActiveParent, the parent may view the actual message sent by the school/district. 

They can then correct whatever mistake was made and resubmit the registration to the school for processing. The 

message will look like the following: 

 


