Online Tutorial: New Student Enrollment
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You should only create a new enrollment for a student if that student is not

transferring from another Green Dot school.

If the student was previously enrolled at another Green Dot school, please use the
online tutorial for “Transferring in a Green Dot Student.”

Step 1: On the start page, click on
“Enroll New Student” under the
“Other Options” heading.

Step 2: Fill in the fields seen in the
graphic to the right.

Two quick words:

1. DO NOT enter a student number,
as PowerSchool will automatically
generate a student number later.

2. Please be as accurate as possible
when filling out this information.
Blank or inaccurate fields create
major problems for other
PowerSchool users and
departments.
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Step 3: Click the “Submit” button. ——

Step 4: A list of students currently in PowerSchool may pop up. If the student you are
enrolling is on the list, DO NOT CLICK ENROLL AT THE BOTTOM OF THE SCREEN.

Doing so will create a duplicate enrollment in PowerSchool. Instead, click on the name
of the student in the list. This will bring up the reenrollment screen. Fill out information
as in Step 3 above and submit.
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