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PowerSchool Enrollment Secretary Manual 
 

Accessing PowerSchool Enrollment 
The PowerSchool Enrollment website is: 

https://enrollment.powerschool.com/admin/login/login.rails 

You can also access the website from the Productivity page of the Speed website. 

 

 

Login information 
When your account is created by the IT department PowerSchool Enrollment will email you with a link that is used to 

finish completing your account. 

Your username will be your Speed email address. Your password will configure when you complete your account setup. 

https://enrollment.powerschool.com/admin/login/login.rails
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Assistance with login 
If you forget your password, click the “I Forgot My Password” link to receive a link via email to reset your password. If 

you need more assistance in getting access to Enrollment, put in a SchoolDude Help Desk Ticket and select the 

PowerSchool Enrollment work type. 

 

Home Screen 
The Home Screen is the first page you will come to when you log into the system.  In the top right corner is an icon with 

your initials that is used for logging out of the system and controlling your profile information. Next to it is a question 

mark icon that houses all the Help portion of the system. It includes documents and revision updates about the system. 

The left-hand navigation looks different depending on your access level but will at a minimum contain the Student Data 

button. The center of the screen will change based on the option of the left-hand navigation you have selected. 
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Profile and Logging Out 

 

To sign out of the system, click on your initials and choose the “Sign Out” option. If you wish to review your profile the 

system uses which includes your security questions, click on the “Profile” option. You can also change your password 

from this page. 

 

Left Hand Navigation 
Most of your time in Enrollment will be on the Student Data item on the left-hand navigation. You may also see Reports, 

Users, and Configuration in your left-hand menu depending on your security access role. Don’t worry if you don’t have 

all the menu options, the IT department has full access to the system if you need assistance in those areas of the 

application.  
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Forms and Workspaces 

Forms 
In the Student Data section of Enrollment you will see a list of Forms in the main window. These Forms are created for 

each enrollment period by the IT department in collaboration with the SPEED Enrollment committee. There will be 

separate forms for ESY Registration and Regular School Year for each academic calendar year.  

The Returning Student Registration Form requires the parents enter a unique SnapCode that gets generated when the 

notification letters that registration is open are generated.  

The New Student Registration Form does not require a SnapCode for registration. This form should only be used for 

students who have never attended a program at SPEED. 

Workspaces 
Each form corresponds to a separate Workspace. A workspace will house the Student Data that is input by the 

parents/guardians and has actions to process the data. There are two workspaces, New Students and Returning 

Students. 

The difference between the two workspaces is that the New Students workspace starts out with no student data in it. It 

gets populated as we enroll new students to our programs. The Returning Students workspace will have students from 

the previous academic year loaded into it by PowerSchool at the request of the IT department before the new 

enrollment is opened up for registration. 

 

 

Filtering 
Any of the columns in the workspaces can be filtered by search terms. It will be helpful to filter the “School” field of the 

workspace so that you are only seeing the students in your program.  
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Delivering Registrations 
Do not deliver any registrations until the IT department has said the eSchoolPlus rollover is complete! 

Each Form has two workspaces. The first workspace on the Returning Student Form is the Roster Workspace. On the 

New Student Form the first workspace is the Pre-Submission Workspace. Both forms contain a Submission Workspace. 

The Submission Workspace will contain registrations that the parents/guardians have completed and are ready for 

review. You can monitor the process of registrations in progress in the first workspace and complete the registrations in 

the second workspace. 

   

The process to get the data from Enrollment into eSchoolPlus follows 3 stages. 
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1. Pending Approval – This is the stage the registration is placed in after the parent/guardian completes the 

registration form. At this point you should review the registration for any obvious errors. The next step is to 

approve the registration. 

2. Approved – This stage is where the registration has been reviewed and deemed ready to be sent to eSchoolPlus. 

It has been marked by the secretary and processed to Approved in the system and is waiting the final stage, 

Delivery. 

3. Delivered – The registrations in this stage have been sent to eSchoolPlus. The information can be reviewed if 

needed. 

Processing Registrations 
1. The first step to process a registration is to select the record(s) by clicking the check box at the left of the 

registration. 
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2. The next step is click the “Tasks” button and select the “Approve” option. 

 
3. After you approve the registration, it will move to the Approved status. 
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4. The last step is to deliver the registration to eSchoolPlus. Change your Workspace view to “Pending Delivery.” 

Check the box for the registration(s) that you are ready to deliver. Click the tasks button and select “Deliver 

Data.” 



   

 

  Version 2 7-14-2023 

 

 

5. The registration(s) will move the Delivered part of the workspace. 

Monitoring the Process 
You can monitor the process of registrations that have not been submitted by changing the view of the Roster 

Workspace for the Returning Students and the Pre-Submission Workspace for the New Students. 
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Troubleshooting 

Finding SnapCode for Returning Students 
The SnapCode is required for all returning (or previously enrolled) students. You can view the SnapCode by navigating to 

the Returning Student Registration and clicking on the Roster Workspace. 

 

Reprinting Notification Letter 
If you ever need to send the notification letter again, you can reprint it from the Roster Workspace in the “Notified/Not 

Started.”  

1. In that workspace and view click the student(s) you wish to print the notification letter. 
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2. Next, click on the Tasks button and select the “Print Letters” option. 

 

3. In the Print Letters window click the “Selected Only” button. 
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4. Scroll down the screen on the Notification Letter until you see the “Print All” button. Click the “Print All” button. 

 

5. Once you click the “Print All” button, a window will pop up showing it processing the request. Note that it 

doesn’t actually print anything. It will create a PDF document with the letter(s) in it. To download the PDF file 

click the “View Letters” link in the window. 
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6. When you click the link it will load the letter in your default PDF viewer where you can then print it. 

 

Emailing Notification Letter 
You can email the notification letter to parents/guardians in a similar process to printing the letters. 

1. From the Roster Workspace with the “Notified/Not Started” view select, select the student you want to email 

the notification letter. 
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2. Click the “Tasks” button and select “Send Email.” 

 

3. From the Send Email Window click the “Selected Only” button. 
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4. On the Notification Email page scroll to the bottom and click the “Send All” button to email the parent/guardian. 

 

Printing a Completed Registration 
1. To print a completed registration, first click on the form you the student used to register (either New Student 

Registration or Returning Student Registration. 

2. If it isn’t already selected, select the “Submission Workspace” tab to view the submitted registrations. 
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3. Locate the student registration you want to print. You can print from any of the three views: Pending Approval, 

Approved, or Delivered. Click on the Edit icon, which looks like a pencil writing on paper. 

 

4. On the right-hand side of the screen of the registration record, click the “Print Forms” link. 
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5. A “Print Forms” dialog box will pop up. Click the “Print” button. 

 

6. The dialog window will change to a print processing window. Once it is done creating a PDF file of the 

registration you will get the below dialog window. Click the “View Forms” link and it will download it to your 

computer or open it in your PDF application. 
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Add Student Manually to Returning Student Registration 
1. If you find a student that was enrolled in a SPEED at some point but did not get pulled into the “Roster 

Workspace” of the Returning Student Registration form, you can add the student manually to the Roster. First 

navigate to the Returning Student Registration and select the “Roster Workspace.” 
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2. Change your “View” to “Import/Added.” 

 

3. Click on the “Tasks” button on the right and select “Add New.” 
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4. Fill in the required information on the “Add New Roster Record” page with the information from eSchoolPlus. 

When done press the “Save” button. 

 



   

 

  Version 2 7-14-2023 

 

5. After saving the record it will return you to the “Import/Added.” The next step is to generate the Snapcode by 

doing the “Notify” task. To do that select the record checkbox and click on “Tasks.” Select “Notify” from the 

menu. 

 

6. In the “Notify” dialog window select “Print Letters” and then click the “Selected Only” button. 

 

7. The system will take you to a “Print “Notification Letter” Letters” screen. Scroll to the bottom and click the “Print 

All” button. Note that the Snapcode does not get generated by the system until you click the “Print All” 

button. 
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8. After the print has processed the letter into a PDF, click on the “View Letters” link to download the PDF file so 

you can print it. 
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9. After the Registration has been notified, it will move to the “Notified/Not Started” view of the Roster 

Workspace. 

Register on Behalf of a Family 
1. To register for a family that is not able to complete the registration online,  
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