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OOLR (ONLINE REGISTRATION)             
STAFF PROCESSING FOR K12 

REFERENCE GUIDE FOR STAFF 
Kamehameha Schools Infinite Campus (KSIC)  

  

K12 ENROLLMENT OVERVIEW 

Description 

The Online Registration Staff Processing tool provides a way for Administrative Coordinator staff to review the applications that are entered 
using Online Registration.  
 

Training Resources 
https://kb.infinitecampus.com/help/staff-processing 
https://kb.infinitecampus.com/help/staff-processing#review-an-application 
 
 
  

https://kb.infinitecampus.com/help/staff-processing
https://kb.infinitecampus.com/help/staff-processing#review-an-application
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SECTION A | OLR (ONLINE REGISTRATION) STAFF PROCESSING FOR K12 

Classic View Navigation: Census > Online Registration > Staff Processing 

Below are the actions Staff can perform: 

 
1. Search for Applications 
2. Review an Application 
3. Submit an Application on Behalf of the Parent/Guardian 
4. Delete an Application 
5. Unsubmit an Application 
6. Update an Application 
7. Print an Application 

8. Mark Applications with Link Errors 
9. Mark Batch Applications 
10. Post Batch Applications 
11. Clear Batch Applications 
12. Resend Initial Email 
13. Log in as the Parent/Guardian 
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SECTION 1A | ONLINE REGISTRATION (OLR) SEARCH 

This section is a two-step process: “Online Registration Search” allows searching OLRs for student/parent, for a school, for status type, etc., 
and OLRs in “Search Results” can be sorted within each column. 

Items to Check:  
• Select from drop list as appropriate. 
• Select desired choice from drop list in each field. 
• Sort applications in each column (optional). 

 

Configuration Group is typically the next school year for campuses; select “Summer” for all summer programs. When “Exclude Posted 
Application” box is checked, approved applications will not appear in the search. “Include Unsubmitted Applications” when checked includes 
applications that are not complete or have not yet been started.   

 

Click on the Search Application” blue button. From the Search Results window, clicking on the category sorts applications 
(ascending/descending order).  
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TERMINOLOGY 

Terminology Description 

Application 
Number 

System-assigned number associated with the application. 

Student Number Assigned KS ID# that is unique to each student. 

Student First Name 
Student Last Name 

Legally recognized name of the student. 

First Name 
Last Name 

Legally recognized name of the parent/guardian who entered the application. 
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Email Address Email address entered when the application was created, usually of the parent/guardian. 

Application Start  
Application End 

Date fields used as a range to return applications entered between the two dates. 

Configuration 
Group 

The OLR Configuration Group.  

School Lists the schools for which applications are returned. 

Application Status Indicates the status of the application. This includes all core statuses, link errors, post errors and custom statuses.  
 

Status Description 

Approved New Invitee Manual approval by staff. 

Approved Returning Student Manual approval by staff.  

Auto-Approved Returning  No changes so auto-approval (no review).  

Denied N/A 

Duplicate Duplicate – applies to new invitees only. 

Return to Parent Staff reviews and returns OLR to parent for corrections/completion.  

Hold – Follow Up Needed The application is in a hold status because of missing information or a missing district 
requirement. Staff is currently working on resolving issues/questions.  

New N/A 

Posted N/A 

Submitted-New This status is assigned when a new invitee’s parent submits an application. 

Submitted-New Student N/A 

Submitted-Existing This status is assigned when a returning student’s parent submits an annual update without 
adding a new student. 

Submitted-Existing with 
Moved Household Member 

N/A 

Submitted-Existing with New 
Students 

N/A 

https://kb.infinitecampus.com/help/olr-configuration-list-editor
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Link Error  This status is assigned when you manually mark applications with link errors. If you see this 
status, please contact SISOps team.  

 

Application Type Indicates the assigned type of application  

Address Status Indicates the status of the address, whether it was changed or not. 

Max Application 
Returned 

This field can be used to minimize a large number of returned applications in the search results area. Options include 100, 500, 1000 
and all. 

Exclude Posted 
Applications 

When marked, the search results return applications that have not posted. 

Only Applications 
with Health 
Conditions or 
Medications 

When marked, only those applications that include health conditions or medications are returned. 

Include 
unsubmitted 
applications 

When marked, the search results return applications that have been started but not completed. This option must be marked to 
include any unsubmitted applications in the results. 

Use Enrolled School This option checks for enrollments in the same year as the OLR application year. Only enrollments with a service type that is enabled 
in the Eligible Enrollment Types OLR Configuration list are checked. Enrollments in Summer School calendars are excluded. These 
results are in addition to normal search results. This search applies to both New and Existing applications. 

Application Queue If multiple queues exist for a school in which applications are held, choose the appropriate queue from which to return applications. 

 

 

 

SECTION 2A | REVIEW AN APPLICATION 

Classic View: Census > Online Registration > Staff Processing 

Select student application (from Search in prior section) and the complete the following steps to approve:  

2A.1 Review Student Primary Household 
2A.2 Review Parent/Legal Guardian  
2A.3 Review Emergency Contact & Authorized Pickup  
2A.4 Review Student Information  
2A.5 Complete Review and Approve 

 

https://kb.infinitecampus.com/help/staff-processing#mark-applications-with-link-errors
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2A.1 REVIEW STUDENT PRIMARY HOUSEHOLD 

 
This section confirms the student’s primary phone number and physical / mailing addresses. The student may live in more than one household 
that will be reflected in Census. When a parent does not live in this primary household, this information can be shared in the next section: 
Parent/Legal Guardian. 
 
Items to Check (edit information as necessary): 

• Contact Preferences are selected (Emergency, High Priority and General boxes are checked). 
• Address information is in the appropriate field. 
• Entries should be in upper case and lower case (all CAPS is not acceptable). 
• Diacritic marks should not be used. 

CLASSIC VIEW NAVIGATION 

 

 

TERMINOLOGY 

Terminology Definition 

Physical Address Residence address: household members reside here 

Mailing Address  School communication may be mailed to this address 

Primary Household (HH) For OLR purposes, generally residence of person completing OLR who lives with student 

Household ID Household generated Identification number that is linked to family members 

Address ID Address generated Identification number that is linked to family members 

 

1a. Primary Household Phone Number 

Make sure that the Primary Household Phone Number is entered correctly, and “Contact Preferences” boxes are checked. (Note: Parents may 
not want too many messages. At the very least, the Emergency, High Priority and General boxes should be checked.) 
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Continue to the next tab by clicking on “Next” after checking and correcting items. 

 

1b. Physical Address 

If address has not changed, continue to the next pleat by clicking on “Next”. 
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If physical address has changed, the box “The home address listed is no longer current” will be checked. A window with the new address will 
be displayed. Check the following: 

• Address information is in the appropriate fields; correct as necessary. 
• All caps and diacritic marks are corrected. 

An alert message in blue text indicates that this address exists in IC and has been linked to the unique household address ID#. In the Review 
section, determine whether the address should be linked or if more information is needed from parent submitting OLR. Parents and students 
each have unique ID# that are linked to unique household ID#. Any errors will display, and corrections must be made in the Review tab by 
linking or unlinking the ID#.  
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When reviewing the text fields make sure the address is entered correctly. In the example above, the Street Name Only text field should be 
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“Kawaihae” while “Rd.” should be in the field to the right. Correct as appropriate. The address displayed once the fields are complete may 
look the same whether text boxes were filled correctly so it is important to review the fields.  

Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 

1c. Mailing Address 

If the box “The household has no separate Mailing Address” is checked, continue to the next pleat by clicking on “Next”.  

Checking Post Office Box will prompt a specific text field to be entered; unchecking will display the whole text field for a specific address for 
the P.O. Box. For HC or RR addresses, the HC / RR and number should be entered in the “Street Number” field and number in the “Street 
Name Only” field. Check the following: 

• Address information is in the appropriate fields; correct as necessary. 
• All caps are corrected. 
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An alert message in blue text indicates that this address exists in IC and has been linked to the unique address ID#. In the Review section, 
determine whether the address should be linked or if more information is needed from parent submitting OLR. Parents and students each 
have unique ID# that are linked to unique household ID#. Any errors will be display and corrections must be made in the review tab. 

This is the end of the section. Click “Save/Continue”. 

SCENARIOS: STUDENT PRIMARY HOUSEHOLD 

Scenario Resolution & Action 

Parent does not check box “The household has no separate 
Mailing Address” AND provide the same mailing address 

Check the box “The household has not separate Mailing Address”; the 
window will be removed automatically. 

“The home address listed is no longer current” box is 
checked, and the address is the same as the old one. 

Uncheck the box “The Home address listed is no longer current”. 
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2A.2  REVIEW PARENT/LEGAL GUARDIAN 

This section provides information for the parent(s)/legal guardian(s) of the student. The parent submitting the OLR must include all legal 
guardians in this section and provide contact information that the school requires for communication. New Invitee OLRs have the option of 
adding parent/legal guardian; returning OLRs cannot add parent. NOTE: Adults who are not legal guardians should not be listed in this section.  

To confirm legal guardians: use the Custodial Information tab in Census for Returning Students; use the HVS Custodial Info Reference Tool for 
New Invitees. 

Items to Check (edit Information as necessary and contact parent(s) when more information is needed): 

• All parents/legal guardians are  completed. 
• Only legal guardians should be listed. 
• All required fields are filled in. 
• Contact information is not shared between parents/guardians: aka cell #, email address. 
• Contact Preferences are selected: Emergency, High Priority and General boxes checked. 
• Address information is in the appropriate field. 
• Entries should be in upper case and lower case (all CAPS is not acceptable). 

 

CLASSIC VIEW NAVIGATION  

 
 

TERMINOLOGY 

Terminology Definition 

Parent Mother or Father identified on birth certificate or another legal document. In the enrollment process, legal and 
physical custody is not considered. 

Legal Guardian Person identified as a legal guardian that has legal custody as established by HVS upon review of legal document(s). 
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HVS Custodial 
Information 
Reference Tool 

Tool used to confirm parent/legal guardians for New Invitees. Persons listed in this tool have been vetted by HVS and 
considered best information at this time. 

Emergency Contact 
Preference 

Marking this checkbox will use this method of contact for emergency messages. 

High Priority Contact 
Preference 

Marking this checkbox will use this method of contact for messages labeled a High Priority Notification. 

General Contact 
Preference 

Marking this checkbox will use this method of contact for general school messages. 

 

 

To check a parent, click Edit/Review. 

 

HVS CUSTODIAL INFO REFERENCE TOOL (New Invitees only) 

Once access to the tool is provided by HVS, upload the reference tool directly on your computer screen using the link below.  
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Reference Tool link: \\kpfs1\public\teams\Custodial File Exchange\HVS SHARE_CUSTODY  

The HVS Reference Tool is used to confirm that the person submitting New Invitee OLR has legal custody of student. It can also be used to 
confirm parent / legal guardians identified in the Parent / Legal Guardian section of OLR. You will need to select the appropriate program and 
school. 

Note: When accessing the tool remotely, it may take 10-15 minutes load  

    

 

CUSTODIAL INFORMATION (Returning Students) 

When in doubt, the Custodial Information tab may be used to confirm that the person submitting OLR has legal custody of student. It can also 
be used to confirm parent / legal guardians identified in the Parent / Legal Guardian section of OLR.  

The tab is located under Index > Census > People. Search All People and enter name of student in the search field. Click on Custodial 
Information tab. 
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2a.  Demographics 

Parents/Guardian listed here may not always live in the same household. The box is checked if parent lives at the physical address identified in 
section 1.  

If the box is not checked and “I will not provide an address for this parent” box is not checked, a window will display parent address. Check 
the following: 

• Address information is in the appropriate fields; correct as necessary. 
• All caps are corrected. 

If the “I will not provide an address for this parent” box is checked, follow up to secure address is required after enrollment closes. Call to 
parent is appropriate to get Mailing Address and Physical Address.  
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An alert message in blue text indicates that person exists in IC and has been linked to the unique person ID#. In the Review section, determine 
whether the person should be linked; more information may be needed. 

Continue to the next pleat by clicking on “Next” after checking and correcting items. 
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2b.  Demographics Continued Page 2 

Most of the fields are optional on this page. 

 

Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 

2c.  Contact Information 

Make sure that the Phone Numbers are entered correctly, and “Contact Preferences” boxes are checked. 

Parents who are employed at Kamehameha Schools must use their ksbe.edu email as the Email Address; their personal email is the Secondary 
Email. 

Note: Parents may not want too many messages. At the very least the Emergency, High Priority and General boxes should be checked for phone 
numbers and emails. 
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This is the end of the section. Click “Save/Continue”. If there is more than one parent/legal guardian listed, repeat the process. 
 
**Notes**: Parents may be able to submit regardless of missing required fields. Please check to make sure all boxes with the red asterisk are 
filled out. If required information is missing, the parent/legal guardian tab label on the top will be red and not green.  
 

SCENARIOS: PARENT/LEGAL GUARDIANS 

Scenario Resolution & Action 

Missing parent/legal guardian  Actions Available: 

• Contact parent directly (OLR status “Hold” in the Review section). 
• Return OLR to parent (resend link if New Invitee from the application search window). 

Contact Parent:  

• If New Invitee, secure contact information for missing parent. Add other parent and fill in contact 
information. If there is a delay, OLR application status is Hold: Review section in OLR, select “Hold” 
from status drop list. 

• If Continuing Student, check whether missing parent is added as an Emergency Contact/Authorized 
Pickup. Need to follow up and refresh Census. If added here, address can be found in Emergency 
Contact Information tab. Forward information on missing parent in OLR to SISOPS@ksbe.edu.  
Parents cannot be added for Continuing Students. 

mailto:SISOPS@ksbe.edu
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Return OLR for New Invitee: 

• Select from Status drop list “Return to Parent”. Add information in Comments box; this is notes for 
staff on what’s still missing & why OLR is returned and can be viewed in the Search Results 
Comments column. Email Comments box is the message that will be sent via email to parent 
regarding why OLR is being returned; be sure to include your name and contact information (email 
and/or phone #) so parent can contact as needed. 
 

 
 

• Then from the Search Results tab, select “Resend Initial Email”. The email with the link to the OLR 
will resent.  
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Do not return OLR to Returning Students when parent/guardian is missing in this section. Returning Students 
cannot add parents/legal guardians to this section. Follow-up on enrollment forms to ensure that all 
parent/legal guardians are listed for signature. Check that parent is not listed as emergency contact in OLR. 
Census refresh may be required. 

Person listed as parent/legal 
guardian is not identified in 
the HVS Tool or in the 
Custodial Information tab.  

For New Invitees, follow up with a call that people who are not legal guardians cannot be listed here. They 
can be listed an emergency contact.  Assist with changes directly in OLR. Or return the OLR to parent 
following directions above “Return OLR for New Invitee”. 

 

Returning Students cannot revise the list. Post-OLR approval follow up required. 

Parent will not provide 
address for another 
parent/legal guardian 

Post-OLR approval follow up required with parent to secure mailing and physical addresses. 

Parents sharing email address Call and advise parents they must have separate personal emails. Secure new email and edit OLR 
application. Parent/legal guardians must have unique email address to access the Infinite Campus parent 
portal. The parent portal is used to electronically sign forms and check student information during the 
school year: grades, attendance, assignments, etc., 

When check box is not 
complete; yellow highlights 

Check to make sure all required fields are filled out. If there are missing required fields either contact the 
parent to get the information or return the OLR to the parent to fill out themselves. 

Actions Available: 

 Select from Status drop list “Hold”. Contact parent directly to get information needed (OLR status 
“Hold” in the Review section). After getting the information needed to complete the parent/legal 
guardian section from a parent/legal guardian you may enter the information into the OLR and 
continue with processing. 

 Return OLR to parent requesting information required (resend link if New Invitee from the 
application search window). When returning the OLR leave a comment in the comment box so other 
staff know why the OLR was returned. In the email box please put a brief message so the parent has 
information about what is missing.  
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2A.3 REVIEW EMERGENCY CONTACT & AUTHORIZED PICKUP 

This section requires parents to identify a minimum of 3 and up to a maximum of 7 Emergency Contacts or Emergency Contacts/Authorized 
Pickup so the school has a contact list if the parent(s) cannot be reached in an emergency. Contacts must be at least 18 years old. Students 
still in high school should not be listed as an emergency contact. Families who have difficulty meeting the minimum, should be directed to 
contact the school administration. 

Items to Check (edit information as necessary and contact parent when more information is needed): 

• All contacts are  completed. 
• Minimum of three Emergency Contacts that meet requirements.  

- 18 years or older 
- Not high school student 
- Not parent/legal guardian 

• Contact information not shared: aka cell phone number, email address. 
• Address information is in the appropriate field. 
• Entries should be in upper case and lower case (all CAPS is not acceptable). 

 

CLASSIC VIEW NAVIGATION 

 

TERMINOLOGY 

Terminology Definition 

Emergency Contact (EC) Person for staff to contact when parent’s contact cannot be reached. 

Emergency Contact/ 
Authorized Pickup (EC/AP) 

Staff can release student to these designated contacts if parents are not available. 
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To check an emergency contact, click Edit/Review. 
 
3a.  Demographics 

Parents have the option of deleting an emergency contact by checking the box “This person is no longer an Emergency Contact for any 
student(s) in this family. No further action is required. 

 

An alert message in blue text indicates that person exists in IC and has been linked to the unique person ID#. In the Review section, determine 
whether the person should be linked; more information may be needed. 
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Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 

3b.  Contact Information 

Cell phone number should not be shared. Emergency contacts may have same addresses. Check that address information is in the appropriate 
field. Correct entries that are all caps except for state (HAWAII). 

 

This is the end of the section. Click “Save/Continue”. If there is more than one emergency contact listed, repeat the process. 
  
**Notes**: Parents may be able to submit regardless of missing required fields. Please check to make sure all boxes with the red asterisk are 
filled out. If required information is missing, the emergency contact tab label on the top will be red and not green.  
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SCENARIOS: EMERGENCY CONTACTS & AUTHORIZED PICKUP 

Scenario Resolution & Action 

Minimum 3 
emergency contacts 
not met 

Actions Available: 

• Contact parent directly (OLR status “Hold” in the Review section). 
• Return OLR to parent (resend link if New Invitee from the application search window). 

Contact Parent:  

• Secure minimum number of ECs with contact information. Add information in this section. If there is a delay, 
OLR application status is Hold: Review section in OLR, select “Hold” from status drop list. 

Return OLR: 

• Select from Status drop list “Return to Parent”. Add information in Comments box; this is notes for staff on 
what’s still missing & why OLR is returned and can be viewed in the Search Results Comments column. Email 
Comments box is the message that will be sent via email to parent regarding why OLR is being returned; be 
sure to include your name and contact information (email and/or phone #) so parent can contact as needed. 
 

 
 

• For New Invitees only: Then from the Search Results tab, select “Resend Initial Email”. The email with the 
link to the OLR will resent.  
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Unable to provide 3 
emergency contacts 

OLR status “Hold” in the Review section until issue resolved. Contact administration for waiver/approval to proceed 
with enrollment process without the minimum contacts. Some administrators require written request by parent. 

 

If < 3 approved, need to create EC using parent information. Delete non-household relationships from Relationships 
tab after enrollment window closes. 

Sibling under 18 or 
still in high school 
listed as an 
emergency contact 

Actions Available: 

• Contact parent directly (OLR status “Hold” in the Review section). 
• Return OLR to parent (resend link if New Invitee from the application search window). 

 

Contact Parent:  

• Request another emergency contact and secure contact information. Add new emergency contact and fill in 
contact information. If there is a delay, OLR application status is Hold: Review section in OLR, select “Hold” 
from status drop list. 

 

Return OLR to Parent:  

• Assign OLR application status as Return to Parent: Review section OLR, select “Return to Parent” from status 
drop list. Add internal comment for internal staff notification. Next add email comment for parent that 
emergency contact requirement has not been met; include name & contact information. Then monitor 
progress of OLR. If no progress after 5 days, contact parent. 
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• For New Invitee only, “Resend Initial Email”. Button is in OLR Search Results. Search for OLR and select, then 
click on the button.  

Parent 
Legal/Guardian 
listed as emergency 
contact 

Actions Available: 

 Contact parent directly (OLR status “Hold” in the Review section). 
 Return OLR to parent (resend link if New Invitee from the application search window). 
 Continue with OLR approval process (no parent action required). 

 
Contact Parent: 

• When minimum requirement is not met due to parent counted as an emergency contact, secure another 
emergency contact and contact information. Add new emergency contact and fill in contact information. 
Search Census for parent listed as emergency contact. If parent exists and contact information differs from 
OLR, confirm contact information, and refresh as necessary. If parent exists and contact information is the 
same, not action required. May need to refresh parent household information (non-household relationship 
will be established for parent listed as an emergency contact). Finally, inform parent to proceed to the 
next section in the OLR application. 
 

• For New Invitee only, inform parent that the other parent will be added to the Parent/Legal Guardian 
section. Add other parent here; may need more information to complete this section. 

 
• If parent shares that there are no other persons to contact for emergency, advise parent that administration 

must authorize waiver and that process will be delayed. Parent should wait for further instructions. Then 
Place OLR application on Hold: Review section in OLR, select “Hold” from status drop list. Next notify school 
office so that school administration is aware of the situation and may waive minimum. Once waiver is 
authorized, fill in Emergency Contacts with parent’s information. Finally, contact parent to proceed to the 
next section in the OLR application. 

 
Return OLR to Parent: 

• Assign OLR application status as Return to Parent: Review section OLR, select “Return to Parent” from status 
drop list. Add internal comment for internal staff notification. Next add email comment for parent explaining 
which emergency contact requirement has not been met; include name & contact information. Then monitor 
progress of OLR. If no progress after 5 days, contact parent. 
 

• For New Invitee only, include in email comment for parent to add parent in Parent/Legal Guardian section. 
Then “Resend Initial Email”. Button is in OLR Search Results. Search for OLR and select, then click on the 
button.  

 
Continue with OLR approval process: 

• If Returning Student and minimum requirement met with parent as emergency contact, allow parent to be 
listed here so that current contact information is collected. Make sure that the Emergency Priority 
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sequence is 1 or 2 for this parent in the Student section. Census refresh may be required for this parent 
(non-household relationship will be established for parent listed as an emergency contact). 
 

• If New Invitee and minimum requirement met with parent as emergency contact, add this parent to 
Parent/Legal Guardian section and fill in contact information. Then remove parent from the Emergency 
Contact section. Make sure that the Emergency Priority sequence is 1 or 2 for this parent in the Student 
section. Census refresh may be required for this parent (non-household relationship will be established for 
parent listed as an emergency contact). 

When check box is 
not complete; 
yellow highlights 

Check to make sure all required fields are filled out. If there are missing required fields either contact the parent to 
get the information or return the OLR to the parent to fill out themselves. 

Actions Available: 

 Select from Status drop list “Hold”. Contact parent directly to get information needed (OLR status “Hold” in 
the Review section). After getting the information needed to complete the emergency contact section from a 
parent/legal guardian you may enter the information into the OLR and continue with processing. 

 Return OLR to parent requesting information required (resend link if New Invitee from the application search 
window). When returning the OLR leave a comment in the comment box so other staff know why the OLR was 
returned. In the email box please put a brief message so the parent has information about what is missing. 

  

2A.4 REVIEW STUDENT 

This section collects student information that the school will use to prepare for the school year. There may be up to 10 pleats (depending on 
new invitee/returning student and campus) that require parents to complete. Returning students in the same household each have their own 
set of pleats parents need to complete. New Invitees have separate OLRs to complete regardless of sibling is returning student. 
 
Items to Check (edit information as necessary): 

• All students are  completed. 
• Contact information not shared: aka cell phone number, email address. 
• Entries should be in upper case and lower case (all CAPS is not acceptable). 
• Make sure all required fields are filled out. 

CLASSIC VIEW NAVIGATION 
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TERMINOLOGY 

Terminology Definition 

Contact Sequence In an emergency when parents cannot be reach, sequence number prompts school to contact persons in the order 
specified by parent. 

 

 

To check a student, click Edit/Review. 

 
 
4a.  Demographics 

Parents can select preferred gender and/or preferred pronoun other than “male” or “female”.  Staff processing the OLR should notify 
designated administrator for instances when preferences does not match gender at birth. Campus to follow SOP business practices. 
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An alert message in blue text indicates that person exists in IC and has been linked to the unique person ID#. In the Review section, determine 
whether the person should be linked; more information may be needed. 

Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 

4b and 4c. Demographics  

Some of the items on these pleats are required; others are not. 

 

Continue to the next pleat by clicking on “Next” after checking and correcting items. 

4d.  Relationships – Parent/Legal Guardians 

Make sure the parents/legal guardians have Contact Sequence 1 and 2. If only 1 parent/legal guardian, Contact Sequence is 1. Parent/legal 
guardians that don’t have contact sequence 1 or 2, may not be listed for signature on enrollment forms or may have issues creating a KS Ohana 
Account.  
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Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 
4e.  Relationships – Emergency Contacts 

Make sure all emergency contacts have a unique sequence number and no numbers are skipped. An emergency contact may have sequence 
number 2 when there is only one parent/legal guardian. 
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Continue to the next pleat by clicking on “Next” after checking and correcting items. 

 

4f.  Relationships – Other 

No action necessary. 

Continue to the next pleat by clicking on “Next”. 

 

4g.  Student Services  

No action necessary. Required ADA information for parents. 

Continue to the next pleat by clicking on “Next”. 

If this is the end of the section, click “Save/Continue”. If there is more than one student listed, repeat the process. If no, continue to the next 
pleat by clicking on “Next”. 

 

4h. Language and 4I. Housing 

No action necessary. These sections are only for New Invitees to complete. 
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Continue to the next pleat by clicking on “Next”. 

If this is the end of the section, click “Save/Continue”. If there is more than one student listed, repeat the process. If no, continue to the next 
pleat by clicking on “Next”. 

 

4j.  Previous School 

No action necessary. New Invitees only are required to complete this section. 

Continue to the next pleat by clicking on “Next”. 

 
4k.  New Invitee – Consent for Release form 

No action necessary. Parent must download the release form, complete, and submit to previous school. Optional upload of form. If form is 
uploaded, it can be found in the Person Documents in Student Info > General. 

If this is the end of the section, click “Save/Continue”. If there is more than one student listed, repeat the process. If no, continue to the next 
pleat by clicking on “Next”. 

 
4l.  Transportation 

No action necessary. Transportation request is only available for Maui K-12 students. 

If this is the end of the section, click “Save/Continue”. If there is more than one student listed, repeat the process. 

**Notes**: Parents may be able to submit regardless of missing required fields. Please check to make sure all boxes with the red asterisk are 
filled out. If required information is missing, the student tab label on the top will be red and not green.  

 

SCENARIOS: STUDENT INFORMATION 

Scenario Resolution & Action 

Consent for Release form is 
not uploaded 

No action required. This is optional. Parent must provide previous school with a Consent for Release form so 
that cumulative information can be sent to KS. 

Parent has identified 
preferred gender and/or 
preferred pronoun for 
student 

Notify school office for this request only when gender at birth is different from the requested preference. 



Final - 01/22/2024 

35 
 

When check box is not 
complete; yellow highlights 

Check to make sure all required fields are filled out. If there are missing required fields either contact the 
parent to get the information or return the OLR to the parent to fill out themselves. 

Actions Available: 

 Select from Status drop list “Hold”. Contact parent directly to get information needed (OLR status 
“Hold” in the Review section). After getting the information needed to complete the student 
section from a parent/legal guardian you may enter the information into the OLR and continue with 
processing. 

 Return OLR to parent requesting information required (resend link if New Invitee from the 
application search window). When returning the OLR leave a comment in the comment box so other 
staff know why the OLR was returned. In the email box please put a brief message so the parent has 
information about what is missing. 

 

2A.5 COMPLETE REVIEW AND APPROVE 

This section summarizes the preceding four sections. The most important component of this section is to determine whether to link or unlink 
records to avoid duplicating or inadvertent merging of people, households, and/or addresses. 

Items to check for Linking/Unlinking:  

• Read risk messages carefully to determine whether to link or unlink households, addresses and/or persons.   
• New invitees may already have an existing household and already linked to that household: previously enrolled in a KS program, family 

member already in system (i.e., sibling enrolled in KS program). 
• Multiple households living at the same address must not be linked to other households; address maybe linked. 
• Persons with similar names must be reviewed carefully before linking/unlinking (i.e., father & son with same first & last name). 

 

CLASSIC VIEW NAVIGATION 
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TERMINOLOGY 

Terminology Definition 

High Risk Red - High risk of data duplication if record not linked 

Moderate Risk Orange - Moderate risk of data duplication if record not linked 

Minimal Risk Blue - Minimal risk of data duplication if record not linked 

Household For OLR purposes, generally residence of person completing OLR who lives with student 

Home Address Primary Address of household that is the physical address 

Secondary Household & 
Address 

Household and address belonging to parent/guardian not living at same Home Address 

 

 

 

Step 1. Household 

Each household has a unique Infinite Campus ID#. A NEW household record and household ID# will be created if household does not exist in IC. 
Be aware that a NEW household record and household ID# may be created when household information changes such as phone number or 
address; the new record and ID# may need to be unlinked then linked to the existing household. Issues will occur when a new household is 
created, and this household already exists in the system resulting in duplicate households. Existing household with no changes will be 
automatically linked; no action required if link has been made in the system. 

Linking a household: If there is a High Risk for duplication (aka the household already exists), click on the “Link Household” button, review all 
households from the drop list, and link to appropriate household by selecting the correct row and clicking the Link button on the bottom left of 
drop list.  

- Example: The OLR was submitted by Ho, Geoffrey. The screen shot below is the Household drop list that identifies multiple entries of 
the same household. Select the one that has the most matches to Geoffrey: Family Member as all other information is identical. 
Household #9328 should be linked.  
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And if the household address is changed in the OLR, check “End Date all previous Household Locations records for this household” box.  

Optional - Looking up a Household in Infinite Campus: 

• Use the household ID # (Household Name or Family Member) from the drop list and search for the Household: Index > Census > 
Household then Search. 

• Check members in the household and OLR whether they are the same. 
• Hover over the Household name. You will see the Household ID number, make sure they are the same on the OLR. 
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Unlinking Household:  If the linked household is determined not the same, click on the “Unlink Household” button. 

 

 

 

Step 2. Home Address 

Each address has a unique Infinite Campus ID#. A NEW address record and address ID# will be created if address does not exist in IC. Existing 
address will be automatically linked; no action required if link has been made in the system. 
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Linking / Unlinking home address:  If there is a High Risk for duplication (aka the address already exists), click on the “Link Address” button on 
the right, review all address associated with the household from the drop list, and  

• Link to appropriate address by selecting the correct row and clicking the Link Address Only OR link to appropriate address and 
household by selecting the Link Address and Household button; both buttons are on the bottom left of drop list.  

• Unlink address and household by clicking on the Unlink Address and Household button. 

Example: Link Address Only when the address, household name, and phone number are the same in the OLR. Aka multiple households sharing 
the same address. 

Example: Link Address and Household when the address, household name, phone number, and Household ID are the same in OLR.  

-  

Linking address only is used when an address is shared with another household.  

Linking address and household is used when the household should be linked with the address. 

 

Step 3. Mailing  

If the family has a different mailing address from the home address, it will appear in this section. Each address has a unique Infinite Campus 
ID#. A NEW address record and address ID# will be created if address does not exist in IC. Existing address will be automatically linked; no 
action required if link has been made in the system. 

Linking / Unlinking Mailing Address:  If there is a High Risk for duplication (i.e., the address already exists), click on the “Link Address” 
button, review all address associated with the household from the drop list, and link to appropriate address/household by selecting the correct 
row.  Buttons are on the bottom left of drop list.  

• Link to appropriate address by selecting the correct row and clicking the “Link Address Only” when multiple families share the address; 
households will have different ID#s. 
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• Link to appropriate address and household by selecting the correct row and clicking the “Link Address” and Household button when the 
address and household belong to the same family. 

• Unlink address by clicking on the Unlink Address button. 
 

- linking address only 

 

- linking address and household 

 

Step 4. Secondary Household and Addresses  

If parent/legal guardian does not reside at the same address, that person will be identified in this section. Secondary household 
address must be different from the home address; sometimes the secondary household address is not reported; follow up to refresh 
Census. When a parent/ Guardian is removed from the primary household, an alert is posted: “Notice: This parent has been removed 
from the primary household” in red under that person’s name in the Parents/Guardians section.  
 
Linking / Unlinking Household: If both parents reside separately, parents in secondary household should have a household ID# that is 
different from the primary household ID#.  
 
• Link Household to parent in secondary household; household ID# should not be the same as primary household ID#. If the ID# is 

the same, Unlink Household. 
• Link Address to parent in secondary household address; address ID# should not be the same as primary address ID#. If the ID# is 

the same, Unlink Address. 
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Step 5. Parents / Guardians 

People identified in this section are legal guardians of the student(s) and have been verified by HVS in the HVS Custodial Information 
Reference Tool or the Custodial Information tab. Each person has a unique Infinite Campus ID#. A NEW person record and person ID# 
will be created if person does not exist in IC. Existing person will be automatically linked; no action required if link has been made in 
the system. Person(s) identified in this section has legal custody of the student. Adults who reside with the student and do not have 
legal custody should not be listed here.  
 
Linking Parent/Guardians: If there is a High Risk for duplication (i.e., the person already exists), click on the “Link Person” button, 
review all names from the drop list that match person in OLR. As a part of your review, click the “paper” icon under the “Details” 
column to open the “Person Summary Report” to match information in Person Summary Report and OLR. If a match is identified, select 
the matching row (row is highlighted) and click Link.  

 

 

Unlinking Parent/Guardians: If there  
duplication (i.e., the person already exists), click on the “Link Person” button, review all names from the drop list that match person 
in OLR. As a part of your review, click the “paper” icon under the “Details” column to open the “Person Summary Report” to is a risk 
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that person has been linked to “A Campus Person record has a very similar First Name and Last Name as this record” that should not be 
linked, click “Unlink Person”. 
 

Step 6. Emergency Contacts  

Students must have a minimum of three or more Emergency Contacts. Contacts can be siblings and others who are 18 years who; 
contacts should not be high school students.  
 
The person has a unique IC number. A NEW person record and IC person # will be created if the person does not exist in IC. Or person 
may already be linked to an existing person; no action required if link has been made in the system.  

Linking Emergency Contacts and Authorized Pick-up: If there is a High Risk for match information in Person Summary Report and 
OLR. If a match is identified, select the matching row, and click Link.  

Unlinking Emergency Contacts and Authorized Pick-up: If there is a risk that person has been linked to “A Campus Person record has 
a very similar First Name and Last Name as this record” that should not be linked, click “Unlink Person”. 

-  

 

Step 7. Student 

Student identified in this section may be a new invitee or continuing student. The person has a unique IC number. A NEW person record 
and IC person # will be created if the person does not exist in IC. Or person may already be linked to an existing person; no action 
required if link has been made in the system. 
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Linking a student:  If there is a High Risk for duplication (aka the person already exists), click on the “Link Person” button, review all 
names from the drop list that match person in OLR. As a part of your review, click the “paper” icon under the “Details” column to 
open the “Person Summary Report” to match information in Person Summary Report and OLR. If a match is identified, select the 
matching row, and click Link.  

Unlinking a student: If there is a risk that person has been linked to “A Campus Person record has a very similar First Name and Last 
Name as this record” that should not be linked, click “Unlink Person”. 

 

-  

SCENARIOS: REVIEW & APPROVAL 
Scenario Resolution & Action 

Person submitting OLR is not 
a legal guardian 

Actions Available: 

• Contact parent directly (OLR status “Hold” in the Review section)  
• Return OLR to parent (resend link if New Invitee from the application search window) 

Contact Parent:  

• If New Invitee, secure contact information for missing parent. Add other parent and fill in contact 
information. If there is a delay, OLR application status is Hold: Review section in OLR, select “Hold” 
from status drop list. 

• Select from Status drop list “Hold”. If Continuing Student, check whether missing parent is added as 
an Emergency Contact/Authorized Pickup. Need to follow up and refresh Census. If added here, 
address can be found in Emergency Contact Information tab. Forward information on missing parent 
in OLR to SISOPS@ksbe.edu.  Parents cannot be added for Continuing Students. 

mailto:SISOPS@ksbe.edu
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Return OLR for New Invitee: 

• Select from Status drop list “Return to Parent”. Add information in Comments box; this is notes for 
staff on what’s still missing & why OLR is returned and can be viewed in the Search Results 
Comments column. Email Comments box is the message that will be sent via email to parent 
regarding why OLR is being returned; be sure to include your name and contact information (email 
and/or phone #) so parent can contact as needed. 
 

 
 

• Then from the Search Results tab, select “Resend Initial Email”. The email with the link to the OLR 
will resent.  
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Do not return OLR to Returning Students when parent/guardian is missing in this section. Returning Students 
cannot add parents/legal guardians to this section. Follow-up on enrollment forms to ensure that all 
parent/legal guardians are listed for signature. Check that parent is not listed as emergency contact in OLR. 
Census refresh may be required. 

Secondary Household Address 
is the same as the Primary 
Household Address 

Check the box, “Please check this box if this person lives at the address listed below”, above the address 
window with the address fields completed. By checking the box, this indicates that the parents live at the 
same address. There is no secondary household address. 

Unable to determine whether 
linked person with very 
similar name is the same or 
different person 

 Contact parent that submitted OLR to identify person listed. Link/unlink as appropriate. 

Person listed as a parent/legal 
guardian is stepparent 

Refer to parent/legal guardian scenario section. 

Minimum 3 emergency 
contacts not met: 

• Parent listed as EC 
• Same EC listed more 

than once 
• Less than 3 submitted 

Refer to emergency contact and authorized pickup scenario section. 

 

Step 8. Staff Approval 

This section is used to identify the status of the OLR after the review. An OLR is considered complete when the status is “Approved 
New Invitee” or “Approved Returning Student” and the Save and Post button is clicked.  

When the OLR is deemed incomplete, it can be returned to the parent to complete or held pending further information. These require 
actional steps: Return to Parent; Hold. 

“Return to Parent” – Fill Comments and Email Comments boxes. The Comments field displays internally for staff: include 
reason for return. (staff name and date modified will display in OLR application Search Results window). The Email Comment 
field is the message to Parent: include directions and a staff contact number. Follow up required to ensure parent has received 
the returned OLR and/or is working to complete OLR. Otherwise, contacting parent directly is advised. 

• For New Invitee, Resend Initial Email (button on OLR Search Results); email has link to OLR. 
• Keep OLR application # or copy of the OLR for reference in case the parents reach out with questions. 
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“Hold – Follow up Needed” – Include reason for follow up in Comments that will also display in OLR application Search Results 
window). Complete OLR when information is secured, approve, and click Save and Post. 
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“Auto-Approved Returning” – is issued by the system when the OLR submitted contains no new information. No action is 
necessary. A New Invitee may have an auto-approved second OLR; this means that the second one contained no new 
information.  

 
“Duplicate” – is not used often because “Auto-Approved Returning” replaces it. When a New Invitee has submitted two 
applications in an enrollment period and second OLR has not been auto approved, review all sections then approve with 
“Approved Returning Student” status. The new information will be reflected Census or other areas where OLR information is 
captured. 

 
“Denied” - do not select this status. 
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SAMPLES: EMAIL COMMENTS TO PARENT 
 

Section  Situation  

Parent/Legal 
Guardian 

Person submitting OLR is not a custodial 
parent or legal guardian. 
 
Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 

Aloha e <makua> (or parent name): 
According to our records, you are not custodial parent or legal guardian. Only 
custodial parents and legal guardians can submit an OLR. I am returning OLR # 
(add application #) because parents/legal guardian cannot be listed as 
emergency contact or emergency contact authorized pickup. Please select that 
contact and check the box “This person is no longer an Emergency Contact for 
any student(s) in this family”.  Then add another contact. If you have any 
questions or concerns regarding this request, please contact me directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
Contact information: email address and phone number 

Parent / 
Legal 
Guardian  

 

Parent listed as Emergency Contact. 
 
Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 
Also note address for this parent so that 
information can be refreshed in Census. 

Aloha e <makua> (or parent name): 
I am returning OLR # (add application #) because parents/legal guardian cannot 
be listed as emergency contact or emergency contact authorized pickup. Please 
select that contact and check the box “This person is no longer an Emergency 
Contact for any student(s) in this family”.  Then add another contact. If you have 
any questions or concerns regarding this request, please contact me directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
Contact information: email address and phone number 

Parent / 
Legal 
Guardian 

New Invitee: Missing Parent 
Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 

Aloha e <makua> (or parent name): 
According to our custodial information, another parent/legal guardian should be 
listed in the OLR. I am returning OLR # (add application #) so that the parent/legal 
guardian can be added in the Parent/Legal Guardian section. If you have any 
questions or concerns regarding this request, please contact me directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
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Contact information: email address and phone number 
Emergency 
Contact 

Minimum of three Emergency Contacts not 
met. 

• Contact listed more than once so 
that minimum number is met. 

Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 

Aloha e <makua> (or parent name): 
I am returning OLR # (add application #) because the minimum number of 
emergency contacts and/or emergency contacts authorized pickup has not been 
met. Please include additional contacts so that the minimum required is met. If 
you have any questions or concerns regarding this request, please contact me 
directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
Contact information: email address and phone number 

Emergency 
Contact 

Contact is younger than 18 years old. 
Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 

Aloha e <makua> (or parent name): 
I am returning OLR # (add application #) because an emergency contact and/or 
emergency contact authorized pickup is younger than 18 years old. Please select 
that contact and check the box “This person is no longer an Emergency Contact 
for any student(s) in this family”.  Then add another contact. If you have any 
questions or concerns regarding this request, please contact me directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
Contact information: email address and phone number 

Parent/Legal 
Guardian 

Emergency 
Contact 

Student  

Required field missing information people 
within the sections. 
Note: For New Invitees, “Resend Initial 
Email” from the OLR application Search 
Results window when returning OLR; 
highlight OLR from Search Results window 
that needs to be resent. 

Aloha e <makua> (or parent name): 
I am returning OLR # (add application #) because required information is missing. 
Please check all sections to ensure that you provide information for all required 
fields. Select the person with the missing information, complete required fields, 
Click Save/Continue, and submit the OLR. If you have any questions or concerns 
regarding this request, please contact me directly. 
Mahalo nui for your attention to this matter. Delays in completing OLR may 
interrupt your child’s enrollment process. 
Staff Name 
Contact information: email address and phone number 
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POST-OLR SCENARIOS FOR FOLLOW-UP 
 

Scenario Resolution & Action 

All “Returned to Parent” 
OLRs 

Monitor progress to completion of the OLR and contact parent when no progress is made after 5 days. 

Secondary Household 
indicated in OLR 

Follow up may be required to ensure parent in the secondary HH has a dedicated household and address in 
Census. Determine type of address by checking mailing and physical address boxes, if not sure contact 
parent to confirm.  Add students as members to household (legal custody); secondary HH membership when 
parent does not have physical custody. 

KS Alumnus in HH w/parent 
and has own HH w/child 

For instances when KS alumnus is in a HH living with parents and child.  End membership in HH for alumnus 
and child in parents’ HH. The create new household for KS Alumnus with child(ren) as member.  Households 
should have different HH ID#s. If household address is shared, the address ID # for both HHs is the same. 

Duplicate person Ensure that the two identities in Campus are duplicate. Request for person merge: SISOPS@ksbe.edu  

Identities for two people have 
been linked. 

To unlink the identities, determine identities of persons: check for ID # and check date of birth, cell 
number, etc., Establish correct identities and the relationship to student. Notify HVS to verify Custodial 
Information as necessary. 

Parent in non-HH relationship 
(aka emergency contact) 

If parent is listed in a non-household relationship to student and the parent has legal custody, a household 
must be created for that parent. Secure mailing and physical address and include in Census household 
address information; check appropriate boxes. If parent does not have physical custody of the student(s), 
all students in the household should be secondary members; secondary box checked in Census household 
members. 

Parent not listed as 
parent/legal guardian 

Check Custodial Information tab for legal and physical custody information. If still unsure, check with HVS 
to confirm. If parent is confirmed as custodial parent or legal guardian, go to the Census > People : 
Relationships tab and check appropriate relationship with student and emergency priority should be either 
#1 or #2. Mailing and Messages boxes should be checked. HVS will manage Custodial Information tab and the 
boxes for Guardian and Portal in the Relationships tab. 

Stepparent or other adult in 
HH is listed in the 
Parent/Legal Guardian 
section. 

Check with HVS to confirm custodial parent and/or legal guardian. If stepparent is not legal guardian, 
complete the following in the Census > People: Relationships tab. Uncheck Mailing and Messages boxes; HVS 
will uncheck Guardian and Portal boxes. Select Mother, Step or Father, Step. Adjust emergency priority # as 
appropriate. 

Parent did not provide 
address for the other parent. 

Contact parent whose address is missing. Update information in Census > Household: Address. Check mailing 
and physical addresses as appropriate. 

Physical and/or mailing 
address has changed 

When address changes are identified in OLR, double check in Census whether the changes have migrated 
over. There are a few instances when the changes did not synch. Use the information in OLR and/or contact 

mailto:SISOPS@ksbe.edu
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parent to confirm addresses. Check appropriate boxes for mailing and physical addresses in Census > 
Household: Address tab. End-date addresses that are no longer current; do not delete addresses. 

Emergency priority sequence 
is #1 or #2 for person that is 
not custodial parent/legal 
guardian OR custodial 
parent/legal guardian is not 
#1 or #2 in emergency 
priority sequence. 

Contact parent(s) with information that only custodial parents/legal guardians can have emergency priority 
sequence #1 or #2. All others will be adjusted accordingly. 

 

QUICK REFERENCE GUIDANCE FOR APPROVING AN APPLICATION  
 

Section Items to Review 

Household  • Home Phone - This phone number is the phone number of the household, is used in many Census reports, and 
is needed for proper sending of school and district messages. Review the phone number for accuracy and 
determine if additional Contact Preferences should be selected.  

• Home Address aka Physical Address - The Home Address is the physical location of the household. This may 
be a different address than the mailing location of the household. Review the entered address for accuracy; 
check whether fields are entered correctly house number, street name, prefix, direction and apartment 
number. Clicking on Link Address allows searching if address and/or household in Campus: link address if 
address is the same; link address and household if the same. 

The Physical checkbox on the Household Address is informational only and may be used in Ad Hoc reporting. The Online 
Registration tool does not use or update this field. 

• Mailing - The Mailing Address window displays a separate address if the previous Home Address is not the same 
as the mailing address (P.O. Boxes, etc.). This is considered the Primary address and indicates the household 
receives mail at the designated address. Check address field is entered correctly: HC and RR should be in the 
“Street Number” field and the number in the “Street Name Only” field. 

Parent/Guardian The Parent section displays the parents/guardians for the registering household. Ensure that all required fields are 
filled. Review the information by clicking on each name listed, including existing parents/guardians. Move through 
the Demographics, Contact Information, Migrant Worker and Impact Aid editors using 
the Next and Previous buttons. When finished, click Save. When you are finished reviewing all parents, 
click Save/Continue. 
 
If a parent does not live at in the primary HH, follow up may be needed to set up new HH for parent, include mailing 
and physical addresses, and identify HH members.  

Emergency Contact Review the information by clicking on each name including existing emergency contacts. Ensure that all required fields 
are filled. Move through the Demographics, Contact Information, and Verification editors using 

https://kb.infinitecampus.com/help/household-addresses
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the Next and Previous buttons on the panels. When finished, click Save. When you are finished reviewing all 
emergency contacts, click Save/Continue. 

• ECs cannot be underage (18 years and below) 
• ECs cannot have the same phone number 
• ECs cannot be parent/guardians (because at default they are 1 and 2)  

Student The Student section lists the students who are requesting to be enrolled in the school. Ensure that all required fields 
are filled. Review the information by clicking on each name listed, including existing emergency contacts. Move 
through the Demographics, Language Information, Previous Schools, Relationships, Health Services and Release 
Agreement editors using the Next and Previous buttons. When you are finished, click Save. When you are finished 
reviewing all students, click the Save/Continue button  

Review Carefully review each section and read all messages to minimize risk of duplication. Link or unlink Households, 
Addresses, and Persons as necessary to avoid duplication or identity merges. 
 
Do use the following Application Status: Hold – Follow up needed or Return to parent when OLR requires further action. 
If returning OLR to New Invitee, “Resend Initial Email” via the OLR Search Results tab is required. 
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