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2024-2025 School Year Enrollment Instruction Guide — New Students

Online Registration

The following steps below must be completed in order for your child to be cleared to attend school.

Online Primary Parent/Legal Emergency Student
Registration Household Guardian Contacts
KS Hawaii ONLY:
Enrollment Tuition .
Agreement Agreement SE R0 ST
Student Handbook (Grades 6-12)
Mo‘omoali
Olakino
Check
Financial Enrollment
Clearance Clearance
Dashboard

Step 1: Online Registration (First Parent/Legal Guardian only)

- Anemail will be sent to 1 parent/legal guardian with the subject line “Kamehameha Schools Online Registration
(Enrollment)
- Before you begin, please gather the following;:
(3) Emergency Contacts (Names, address and phone numbers for each contact entered)
o Student information: Demographic information.
- Please do not use any diacritic marks (‘okina and kahako)
- Please DO NOT use ALL CAPS (For example, enter Honolulu not HONOLULU)

o

When you are ready, click on the link in the email to access the Online Registration process.

Type your full name and sign the form using your cursor and click on Submit.

I Online Enroliment Registration Number 7475 I

Infinite (L7
Campus Online
Registration

Infinite "2
ﬂamﬁ Online Registration

Aloha and Welcome Malia Kealoha! Ploase type your first and last name in the
box below.

By typing and signing your name below you attest that you are the legal guardian of this
student and the data you are entering/verifying is accurate and true 10 the best of your
knowledge.

If you are NOT the legal guardian of this student, please immediately contact your
school unit office. Al information submitted by a non-legal guardian will be deemed

invalid and will delay the student’s n
Ploase sign on the ine below.
Clear

Online Enrollment Registration
Number

20000
1- Enter Parent/Guardian’s Full Name

2- Sign Parent/Guardian’s name using
cursor.

3- Click on Submit

4- Write down the OLR Registration Number
if you need assistance with the OLR.

Kamehameha
Schools:

Aloha and welcome to Kamehameha Schools’ Online
Enroliment Registration for School Year 24-25!

Click on Begin

If this student is a new invitee to Kamehameha Schools submission of only one Online Registration form is required.

Assistance is available with the Online Registration (Enroliment) Support at (800) 842-4682 (IMUA) Press 7,
M-F, 7:30am to 4:30pm except school holidays, or leave a message and a representative will return your call
the next business day.

Before you begin, please gather the following

* Household address and phone numbers

* Parent/Legal Guardian phone numbers and email addresses
« Student demegraphic information

* Emergency Contact addresses and phone numbers.

Notes

+ Required fields are marked with a red asterisk, and Kamehameha Schools will receive the data exactly as it is
entered

* Please be careful of spelling, capitalization and punctuation

* Dates should be entered as MM/DD/YYYY and phone numbers as xxx-Xxxx-Xxxx.

E KALA MAI: This system is not currently enabled to accept the input and display of Hawaiian diacritical markings
(i.e., okina and kahako). We respectfully request refraining from entering these marks commonly associated with
Hawaiian names and places. Mahalo nunui for your understanding
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There are four sections that you must complete. Continue through each section by clicking Next at the bottom of each page. Click
on Save/Continue to proceed to the next section(s).

* Indicates a required field

Student(s) Primary Household } Parent/Legal Guardian } Emergency Contact and Authorized Pickup } Student ’

Please complete the following:

e Primary household: Enter household phone #, physical & mailing address. Be sure to enter in correct fields.
e Parent/legal guardian: All legal guardians should be listed here.
i. Please contact the school directly if the person(s) listed are in error.
ii. Please provide any legal documents to the school if there are any custody changes.
e Emergency Contact and Authorized Pickup: These people will be called in an emergency if a parent/guardian
can’t be reached and are also the only people that will have authorization to pick up a child.
i. Minimum of three; do not include parent/legal guardians here.
1. Before starting OLR, gather contact information (phone numbers & addresses) for each contact.
2. Please use legal names for contacts.

ii. Parent/Legal Guardians are #1 and #2 in Contact sequence and cannot be changed. The school will
always contact - parent/legal guardians first. If none can be reached, the school will use the emergency
contacts sequence order.

e Student: complete all required fields
i. KSMAUI CAMPUS ONLY: Bus Transportation Applications must be made in this section.

- When all sections are completed, click on Submit. A notification will be sent to the school staff to proceed with the review
and approval process of the information provided in the Online Registration.
o Itis recommended that you download a copy of the OLR summary for your records using the PDF link.

infinite A=
CI-I'HPUI Gnilnr Registradon e il Byt e s

Swdsntis] Primary Housenodd |} Parentiegel Guardian |} Emergency Contact and Auinorired Fickup |} swaent ) TRl

Yigu sl subsmil your Qriine Envolliment Riegistration Som by diicking the folowing buflon

‘ | Click on Submit |
PLEASE MOTE:

Frnid 1 st o ke o B Byt s b it Sy areby sl 5 P S g b e By G B
P e b eenton o ook o Be FUF el Belce Vou sfomaion b ool wlmBed o jou da e sl Bulion dbiee
Timi il i b B8 Rl AT B 1 e BROK BV ] e ik B ORI SR T R

Diine Frepirment Regisiiation Surenary POE

Once the Online Registration submitted has been approved, two emails will be sent to all parent/legal guardian. The first is
notifying you that the Enrollment process is open. The second will be from KS Account Services to create your login to access our
school systems.
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KS Account Creation

Step 1: Look for your Email invitation in the email account you provided to Kamehameha Schools.

a. This email is unique to you and cannot be shared.
b. Check your Spam or Junk Folder if you can’t locate it in your Inbox
c. If you have previously created a KS Account, you will not receive this email.

i. Go to Infinite Campus Enrollment Process, page 5 below.
ii. To login, go to https://ohana ksbe.edu

d. Click on Accept Invitation
Kamehameha Schools invited you to access applications within their organization inbox x

icrosoft Invitations on behalf of Kamehameha Schools <invites@microsoft.com= Mon, Mar 25, 11:14AM (2 days ago)

© Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive
fraudulent invitations from bad acters posing as legitimate companies. If you were not expecting this invitation, proceed
with caution

Organization: Kamehameha Schools
Domain: imua.ksbe edu

This message was provided by the sender and is not from Microsoft Corporation.

e

Message from
Kamehameha Schools:

on the Accept invitation below to create your KS Account - a single login
that alNws access to various systems associated with Kamehameha Schools
such as INjnite Campus & Mc'omad'ali Olakine (Electronic Health Records).

If you accept this Wuitation, you'll be sent to http://ohana.ksbe.edu/

Accept invitation

Block future invitations from this organization.

This invitation email is from Kamehameha Schools (imua ksbe edu) and may include advertising content. Read
Kamehameha Schools's privacy statement. Microsoft Corporation facilitated sending this email but did not
validate the sender or the message

Step 2a: Login with a Gmail email (If you are using a Gmail account, enter your Gmail password to Sign in)

W SgN B wiih Cooge

Signin
%0 continue to microsofonline.oom

| wPgmas.com

forget emml?

To continue. Googie will share your name, emall address
g0 preference, and protie picture with

micromofton ne com

EPU—— n
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Step 2b: Login with Microsoft (If your email is recognized as a Microsoft account (Hotmail, Outlook, Live) enter your Microsoft
password to Signin

B® Microsoft
s @hotmail.com
Enter password

Password

Forgot password?

Use my Microsoft Authenticator app

ETH
Step 2c: Login with a One Time Passcode

If your email is not recognized as a Gmail or Microsoft account, it will prompt that it will send a code to your email address.

"Oyahoo.com

Verify the email is correct and click Send code.

Check your email to retrieve the account verification code

Enter that code in the Enter code screen and Sign in.

Enter code
e AT\ A TN 3T
W st St & oo 1o oo, oo
Sign in s
Account verification code ¥
W'l sendd & cocke | —— Ry ah s 1

To access Kamehameha Schools's 3pps and resources, please use the code below for account verification
The code will only work for 30 minutes.

If you didn't request a code, you can ignore this email

Step 3: Accept Invitation (Review permissions and click the Accept button to continue & proceed to the portal.

This resource is aot shared by Microsoft.

The argantzation Kamehameha Schcols would [ke

Step 4: Success! You have successfully created your KS Account login and should see both the Infinite Campus and Mo omd ali

Olakino EHR system applications | v o

Apps dashboard

HELPFUL TIPS, LINKS, & CONTACTS

- Preferred Internet Browser is Google Chrome

- Use a personal email address to create your KS Account as some businesses restrict use of their employee email addresses. For example, the
emails for the following organizations should not be used: military, bank, state or federal agencies, and Earthlink.

- If you sign-in to services like Xbox Live, Outlook.com, Skype, and OneDrive that use Microsoft accounts, your email may already be tied to a
Microsoft account. If you forgot the password, here is the link to reset it:

https:/ /support.microsoft.com/en-us/help/4026971 /microsoft-account-how-to-reset-your-password

If you did not receive the email invitation or are encountering issues with setting up your KS Account, please call the KS Resource
Center (808) 534-8080 or toll free (800) 842-4682 (IMUA), press?.
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Infinite Campus Enrollment Process

Step 1: Log into your KS Account at https://ohana.ksbe.edu (see above)

i [CE | vy Aees 0
Step 2: Click on the Infinite Campus App
Apps dashboard B Addapps @ Create collection /* Customize view
i Click on the
Infinite Campus App
V' Apps 3 Settings

nite Campus Moomoali Olakino (EHR)

Step 3: Click on the “menu” icon (three horizontal bars) on the top-left to access the portal options. Select student by clicking on
student name from drop list in the top-right for student specific information in the menu.

/( e L] If you have more than one child,
Cage Center

Click H Kimo Kealoha | S you will need to select the other
Ick Here pr—— child(ren) here in the dropdown

District Announcement
Monday 03/21/2022

Step 4: Click on Documents to access the forms to sign

Step 5: Change the school year to 24-25. Click on the forms

Documents Student Name

Please open and digitally sign the Enroliment Agreement and the Tuition Contract. If you have any questions,
please contact the office.

Show More

Click on this drop
% down to change the
school year to 24-25

Enroliment Required Documents

) oment Coneral Waive i
K12 Elllu{l{tmﬂlAglun ent and General Waiver —y— >3 Click on each form that
Created: 03/25/2022

“NEEDS ATTENTION”
K12 Tuition Contract /

X B NEEDS ATTENTION
Created: 03/25/2022
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Step 6:

The document will open.

Read the Enrollment Agreement, scroll
down and sign the form.

Step 7:

Sign your document

Click on the blue Sign button to electronically sign
the document.

Please note that if you select “Decline,” it will
prevent anyone else from signing the form.

Kamehameha Schools requires ALL parent or
guardians listed to sign ALL forms. Failure to
comply will delay the enrollment process and will
exclude student from first day of school activities.

Step 8:

Submit your signature.

Click on the blue Submit button on the bottom of
the page to complete the eSignature process for this
form. Be sure to go back and repeat this process for
any additional required forms that needs to be
signed.

< Back | K12 Enrollment Agreement and General Waiver

Submit

Automatic Zoor

Signature Page, page 1 of 1
i Bl i 8

K12 Enroliment Agreement and General Waiver

This electronic signature, for all purposes of legal documents, is the same as a pen-and-paper signature or initial.

Click on the sign "icon" to sign
the form electronically

Signature Pending
Parent/Guardian Signature

Ll S ]
Printed Name

This electronic signature, for all purposes of legal documents, is the me as a pen-and-paper signature or initial.

Fareet Gpuative L2 03/26/2022
Parent/Guardian Signature Date

Parent Name
Printed Name

Next Action

Sign/Decline Dialog

Chick Sign 10 agree or Decline 10 disagree. You can change your
signature choice until you Submit the document

B - -

This electronic signature, for all purposes of legal documents, is th

Signature Pending

Parent/Guardian Signature

Malia Kealoha
Printed Name

Click on Submit to
complete the
process

B oo o
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Step 9:
Click on More
Step 10: More
Review/Update: (2" Parent/Legal Guardian)
. Parent/Legal
This should be done by the 2" parent/legal ACEER IR Guardian #2 ONLY

guardian who did not complete the Online ) )
Contact List Please click on

Registration via the. link that was emailed to the 1° /. Al
parent/legal guardian (see page 1 &2) Demographics review and/or
update if needed.

Important Dates

Enroliment Clearance

Medical Information

Programs and SS Clearance

Online Registration

Step 11: =
Medical Requirement More
Click on the Mo’omd‘ali Olakino (EHR) link in the e omator
Quick Links box Comorsashics i -
OR o
Go back to the KS Account Apps and select the e

Mo‘omo‘ali Olakino (EHR) App to complete the
medical requirements

Apps dashboard

Medicn informmon Bsdent and Parent Hendbook

i Click on the
Moomoali Olakino

Apps / (EHR) App
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Step 12:
Check your Enrollment Clearance status for:

Message Center Message Center

Announcements Inbox

District Announcement
Monday 03/21/2022

1. Enrollment Agreement Gen Release
Form

To

2. Tuition Agreement

3. Online Registration

Welcome users to Kamehameha Schools

Kamehameha Schools Home Page

4. Financial Clearance Users of this system are advised that:
= The system is to be used only by a
= By continuing to use the system, tt
« Use of the system constitutes con

a. IfNo, thereis a balance due for
the 2023-2024 school year. Please
log into FACTS to make your

payment. Click on More
b. If you need help with FACTS,
call the Cashier’s Office at
(808) 842-8084 More
Monday - Friday
7:00 a.m. —4:00 p-m. Address Information
5. Malama Ola Medical Clearance Contact List

Cleared Status: Y: e

Yes, indicates that you have completed all Family Information

requirements for enrollment. Your child will be e

Important Dates

allowed to attend school and receive his/her

school schedule. o Click on Enrollment
Clearance

Cleared Status N: Medical Information
NO, there is an OUtStanding item that needs to be Programs and SS Clearance
completed.

Online Registration

Cleared Status NA: =
This item is not applicable for your student.

{ Back
(3]

Enroliment Clearance

**If you feel there is an error on the Enrollment
Clearance Dashboard, please contact your child’s

campus unit office immediately. 06/259/2022 onaarame
4:52 AM -3 Maui UD

Cleared
Y: Yes
Cleared Date
04/30/2024
OLR Approved
. Yes

OLR Approved Date
0413072024

Enterprise Forms
These forms are required for enrollment

Encollment Agreement Gen Release
Y. Yes

EA GR Completed
0 D4130/2024

Tuition Contract
Y: Yes

Tuition Completed
04/30/2024

Malama Ola Madical Clearance
Y: Yes

Malama Ola Completed
04/3012024
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Other Enrollment Items

More

Address Information

Demographics
Famuly Information
mportant Dates
Enroliment Clearance
Medical Information

Online Registration

Internet Safety Parents Students:

- Click on the link to complete the Internet Safety Training.
- This step must be completed by both a parent and the student before students are issued their electronic devices.

Bus Transportation Applications:

- Kapalama and Hawai‘i Campuses ONLY (Click on the link to apply for bus service. )

o Note: after completing the bus application you will need to click on the “Submit” button twice — (First) to confirm
that what you have completed is correct and (second) to submit the application. You will receive a confirmation
e-mail once the application is submitted.

o You must complete a new bus application each school year.

o If you are interested in financial assistance for bus service, you must complete BOTH a bus application as well as
a financial aid application. A Financial Aid award DOES NOT guarantee a seat on the bus.

o Financial Aid deadline is June 30, 2024 for the 2024-2025 school year.

o Bus Transportation is based on a first-come, first serviced basis. Delays in submitting applications will impact bus
request.

- Maui Campus Only:
o Bus Transportation application request must be made within the Online Registration (see Step 5 above).

Frequently Asked Questions
Enrollment Process

1. Where can I find documents and information about the OLR and KS enrollment process?
Please click on the link below to the appropriate web page that your child is enrolling:

Hawai‘i Campus enrollment: https:/ /www.ksbe.edu/hawaii-campus-enrollment
Kapalama Campus enrollment: https://www.ksbe.edu/kapalama-campus-enrollment
Maui Campus enrollment: https://www.ksbe.edu/maui-campus-enrollment

2. How do I complete medical requirements?
From your KS Account, https:/ /ohana.ksbe.edu , you can access Moomoali Olakino application that will provide all
the information and forms you need to complete medical requirements. Some requirements are specific to grade
levels.
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3. My child and I have already completed Internet Safety for summer school. Do we have to complete this again for the new
school year?
New Invitees and their parents who completed the modules for summer programs 2024, will not have to complete
another set for SY 2024- 25.

4. Inoticed that the new handbook is not yet posted; I only see the 2023-24 one. How am I supposed to sign the form when I
cannot review the updated handbook?
When the new handbook is completed, the link will be refreshed. You can wait for the updated version to be
uploaded before signing the Enrollment Agreement/General Waiver. Otherwise, you can sign the form now.

Online Registration (OLR)

1. Do all Parent/Guardians fill out the Online Registration?
Only one parent/guardian is required to complete online registration forms even if your child resides in two
separate households.

2. Why did I receive more than one Online Registration email?
If you have more than one child that is a new invitee, you will receive an email for each new invitee.

3. Who do I notify about my new email address?
If the new email address was included in OLR, then there is no further action. You will receive an email to set up your
KS Account. If your email address changes anytime during the school year, then request the change via the Infinite
Campus parent portal. Click on More for the menu, then select “Family Information”.

4. My husband/wife does not have an email account. May I use my email address when I am filling in his/her email field?
Each parent/legal guardian must have their own unique email address. This unique email is used to create an
Infinite Campus parent portal account, which is needed to electronically sign all required enrollment forms.

5. My child does not have a cell phone. May I use my cell number when filling in my child’s cell phone number?
Students should have their own contact information that is not shared with parents or others. If the student does not
have a cell phone number, leave this field blank.

Emergency Contact

1. What if I don’t have three emergency contacts?
Contact the school’s unit office and the staff will assist you.

2. Can my high school child be an emergency contact/authorized pick up for my child in elementary school?
Students should remain in school, so it is not recommended to have a high school student with this kuleana.

3. What is the difference between “Emergency Contact” and “Emergency Contact/Authorized Pick Up”?
Students are released only to individuals who are identified as “Authorized Pickup”. These people must also have
identification at the time of pickup.

4. Why am I required to produce an address for these contacts?
Addresses provide additional information that can be used to avoid duplicate persons in the system. It can also
assist in establishing accurate relationships for persons with same/similar names.



