


Click Here to 
create a new 
account



Parent Portal Account:

Required information to complete Portal Registration and student 
enrollment form.

1. Valid Email Address to complete verification setup.

2. Student Information (Student ID, Birthdate, Grade Level, and 
Current School).

3. (3) Emergency Contacts to complete enrollment form 
(Contacts Tab).







Step 3:

Create password. Then Confirm the password.

The account holder can then create their own 
security questions and their own security 
answers.

Please keep in mind these answers are case 
sensitive.



Click to 
open the 
Registration 
Agreement 
Document





View inside the 
Parent Portal

Without Students Assigned



Click the ‘Search for My 
Student’ button to begin 
locating student.

Important: Will need Student ID, Grade Level, Date of Birth, 
Current/ Last School Attended, and First/ Last Name.



Important



Scroll Down



Select which session/ term 
they would like to register 
for: Summer 2023 or 
School Year 22-23 Term

What happens if they 
select the option to 
close? (See next Slide)



Begin enrollment
process by clicking
Enroll Now button

Student Name

Student Name



Student Name

Student Name

Application Status:
Not Started 

Click on the Enroll 
Now tab to begin 
enrollment 
registration form. 

Application Status: Not Eligible- Access Restricted
This concern will need to be reviewed by technology 
department for further assistance. 813-744-8941 x355 x308

Don’t see the Enroll Now Tab:
View Next Slide. 



Student Name

If you do not see the (green) Enroll Now Tab/ Button. The account holder may 
have begun the enrollment process but has not yet completed the enrollment/ 

registration form in its entirety. 

To continue with the enrollment form, click the (red) Actions Tab/ Button, and a 
drop-down selection will appear. Click the view/ edit selection to open and 

complete the enrollment/ registration form. 

(If you do not need this step, please move on to the next slide)



HOST AGREEMENT/ ENROLLMENT CRITERIA

* Must be in Kindergarten through 8th 

* Independent in self-care

* Must be 0.00 in balance on their account

* Must attend brick and mortar school 

Notice: Submission of Application 

* Will not guarantee slot in a program

* Will apply 30.00 Non-Refundable 
Registration Fee/ Unless Student attends 
Summer Wrap Around Program Summer 23

Important: After selecting their session (Enroll Now) each 
account holder will be prompted with the same 
message before the enrollment form opens to complete. 



This is the opening header 
for the HOST Online Enrollment Form

This tab is for 
Student 
Information. 
Some information is 
prepopulated 
(district info) and 
cannot be edited 
or changed.

This tab is to 
select the 
enrollment site, 
confirm session, 
and media 
release consent.

This tab is meant to 
provide all 
medical 
information, 
special assistance 
or 
accommodation 
plans.

This tab is to create 
the emergency 
contact list. 
Each contact must 
have an assigned 
relationship to the 
student.
(3) Contacts 
(Required)

Once the parent 
has completed 
each page of the 
form- they will have 
the opportunity to 
review the entire 
form, agree to 
terms, and perform 
a digital signature. 



1105758

John Doe

1212 Main Street

Plant City

Lincoln Magnet 3

*See Notes Section*



*See Notes Section*



Please have the parent/ guardian 
fill out all pertinent medical and 
emergency information

All fields are required to move on 
to the next step of the enrollment 
form.



ation

Step 4: Adding Emergency Contacts

The parent/ guardian will need to assign (3) valid emergency 
contacts to complete the enrollment form.

The first contact will pre-populate as the account holder (the 
user creating the parent portal account). However, they will 
need to assign a relationship to the student to complete their 
contact information.
Then, the parent/ guardian will need to Add two other contacts 
to the student's contacts list.





To make an edit to the contact. Click the blue 
edit button to the left of the contact's name.

813-555-1234



Click the arrow to open the drop-down 
menu of selection options.

After selecting the 
relationship status, the form
will distribute (new) required

fields. (Next Slide)

813-555-1234

your.email@gmail.com



All fields with a(n) red asterisk (*) is a 
required field, those fields must have 
accurate information to save/ edit 
the contact information record. 

Once the user has filled out all 
required fields. Click the green 
button labeled ‘Save Contact Info’

813-555-1234

your.email@gmail.com



A successful contact info update, 
and a view of a complete/ assigned

emergency contact.

Click to add another 
contact record.



Once you select Add Contact, a new 
contact form will open.

Start by selecting/ assigning the 
relationship status. 

After assigning the relationship status of 
the contact to the student, the required 
fields for the contact form will populate. 
Indicating all fields that must be fulfilled 
before saving or assigning the contact 
to the enrollment form.

Once the fields are set. Select the 
green button labeled ‘Assign Contact 
to Enrollment.’

Relationship: Parent/ Guardian = (Button) Labeled ‘Save Contact Info

Relationship: Other than Parent/ Guardian = (Button) Labeled ‘Assign Contact to 
Enrollment’





If the account holder (parent/ guardian) would like to assign a(n) existing contact within the Student Contacts list- 

Click the green button to left of the contact's name labeled ‘Assign,’ the contact form will open. Once the form opens, 
select/ assign relationship status of contact to the student on the enrollment form and fill out all required fields within the 
contact form and select the green ‘Assign Contact to Enrollment’ to save and assign the updated information. 

Assign Existing Contacts

Before: 
Unassigned

After: 
Assigned



Unassign Existing Contacts

If the account holder (parent/ guardian) would like to unassign a(n) existing contact within the Student Contacts list- 
(this will remove the contact from the emergency contact list)

Click the red button to the left of the contact’s name labeled ‘Unassign.’ The contact row color will change from a green 
shaded color to a white color. (As shown, in the before and after images above).

Before: 
Assigned

After: 
Unassigned





Student Name Here 1105789

1001 Home Address St. Tampa, Florida 33610

Dover Elementary



In the finish tab or the last page of the form, the parent has the ability
to review all information within the enrollment form before submission. 
Once they scroll through the enrollment form and reach the bottom of

the page they will be prompted to:
Type out their ‘digital signature’ to complete the form.

Check that they understand the digital signature is a legal signature, 
and all information provided is truthful.



Student Name

Once they have completed 
and submitted the enrollment 
form- have the parent refresh 
their browser. 

If they return to the dashboard 
(home page), look in the Open 
Enrollment section to locate the 
Application Status change.

They will see that the 
Application Status displays 
Pending Approval- 
which means the application 
needs to be reviewed and 
updated by the manager over 
the site. 

Dover Elementary
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