Tacoma Public Schools

Department of Technology Services-Student Information

Quick Guide for Admitting/Enrolling a Student
To admit a student to your school, always start by querying the student by their birth date from the Admit Screen, even if you are certain the student has never attended a Tacoma school. This is important so that duplicate student numbers are not created.

1. Click on the Admit icon located in the upper left portion of the Start Screen.
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2.
Type the student’s birth date in the appropriate field in this format: 08/01/2001 and hit F8. This will bring up all students with that birth date who have been enrolled in Tacoma Public Schools. Scroll to see if the student’s name is on this list. Be sure to verify the first, last, and middle names are for the student you wish to enroll.

· If the student is on the list, highlight the student, then click Select in the lower right corner of the screen.

· If the student is not on the list, click Enroll New in the lower right corner of the screen.

The following is a list of the screens you will need to access to complete a new Student Enrollment. If you are enrolling a former TPS student, be sure to update any information on these screens from the enrollment form.
· Basic Student Demographics – refer to the Quick Guide for instructions

· Parent Information

· Emergency Contacts

· Immigration – this is where you can add additional ethnicities, among other information

· Student Miscellaneous Information – Specific release of information restrictions can be added here

· Medical/Health Information – refer to the Quick Guide for instructions

· Student Siblings – You will only be able to add siblings who are current or withdrawn TPS students

· Alternate Addresses – this screen can be used for daycare information – refer to Transportation Quick Guide
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