Open Enrollment Application Quick Reference Guide

Division of Equity, Innovation and Choice
Brevard Public Schools

How To

Steps

Access Website

e Depending on your Internet browser, access the website by means of the following:

o http://www.eic.brevardschools.org

o www.eic.brevardschools.org

o www.brevardschools.org

= This link takes you to the district’s main website page, then click, in the green bar,
SCHOOLS, then go to EQUITY, INNOVATION AND CHOICE
e Click on hyperlinks in Steps 1 and 2 to review options, as well as the Terms and Conditions, for
Open Enrollment within Brevard Public Schools
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e Staying on the same website, click on the hyperlink under Step 3 to apply for an Open Enroliment
Process, or click on the link for the application you are applying to
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As of November 5, 2016, All families must create a new account as this is a new system

’ ’
Last year’s account information logins and passwords have been deleted

Sign Up into the .
Family o ’ i
Dashboard e If you are new to the Family Dashboard, click CREATE OPEN ENROLLMENT ACCOUNT
~~
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Create a e  Enter your family information including your name and address
Parent/Guardian o  Please make sure to add your phone number and cell phone number if you want to receive text
Profile messages
e  Click the CREATE ACCOUNT button when you have provided all information
Parent/Guardian Information:
Address-:as o -
Telephone: .
District Employment:
e Here you will add your login and password
Login tormator: information so that you can access your
- Open Enrollment account at any time
C—
LogIn e  Click the LOGIN button
User This verifies that the parent/guardian is
| Registered _ now a registered user
=3
e Enter your newly created email and password, then click the LOGIN button
o _




Upload Proof of

Proof of Florida residency is required annually for all new and renewal applications

Residency You will not be allowed to continue the application process without uploading proof of residency
o If you do not have these documents available, log out of the Family Dashboard. You may return at a
later date using the email and password you created to log back into your account
Click the ADD FILES button to upload documents
o  All documents must be uploaded as a PDF or Image File
o  Tip: If you do not have access to a scanner, you may take a picture of your documents with your
phone, email it to yourself, save it on your computer, then upload
Once you have added your file, click the UPLOAD button
Proof of Resid
0 Attached Documents. m
Once the documents are uploaded, check the agreement questions and then click the CONTINUE
button
Edit Profile  Logout ()
Proof of Residency
0 Attached Documents. m
Add your Click the ASSOCIATE STUDENT button to add a child to the account
J
Student S Enter Student Information "
Information wro

There must be at least one student added to an account in order to submit Open
Enroliment Applications!

Click the *Associate Student’ button Fill out the form completely

—

Enter all your student’s information
Click the UPDATE button to continue




Add Additional
Students

Verify Proof of
Residency

Edit Student
Information

Edit Parent

e  (Click the ASSOCIATE STUDENT button to add another child
o Itisrecommended that you add all students to your account prior to submitting an application
e  Click the VIEW/ADD RESIDENCY DOCS button to update proof of residency documents
e  Click the EDIT PROFILE button to edit parent/guardian information
e  Click the picture of the pencil to edit student information or the trash can to delete

SSUTTSGR S View / Add Residency Docs | * Re!
Submit Applicaion  Edit Profile

Student Requested School/Program Documentation Required Status Action(s)
Information { C“”_
Submit an e  Click on the SUBMIT APPLICATION button
Application

e Select student for which you are completing the application and click the BEGIN APPLICATION FOR
(STUDENT NAME) button

Christine test Need to associate another student?

spplication for this swdent,
v. You will be prompted to my

changeMe: studentsslect. sddstudentinstnuctions

¢ Select which application and grade level you are applying to
(November 5. 2016 - January 8, 20,

" Applications for Schools of Choice

Elementary School(s)

Selzot B
Middle School(s) —
High School(s) Select 3

e Select School
[ |

Freedom 7 School of International Programs (513025 K-8
Choice Schools (more info} Chaics Elementary School Elamentary Schools of Choies Informstion Select>

Robert Louis Stevenson School of the Arts

West Melbourne School of Science

o __Select type of application — RENEWAL or NEW

PO —— U |

Christine test attended Freedom 7 School . Christine test did NOT attend Freedom 7 AT
of International Programs in 2016-2017 School of International Programs in 2016-

School Year 2017 School Year

s NOT attending this school and will thersby be a

the student is already sttending this school and will thereby be oted the
i tion.

this assertion by selecting the 'Compiete Renswsl Application’ onfirm & new spplication by selecting the ‘Complete New Application

e _Read and respond to the Agree Questions

NO EXCEPTIONS 10 the January 9, 2017 at 11:59 PM o




When the final application appears, verify parent and student information, which was generated
from your Open Enrollment Account

Please confirm the Program, School of Interest, and the Student:

Student: Guardian:
test, Christine test, test
Date

Studen

Verify student and parent information. If there are any
errors, please return to the dashboard prior to completing
the application

Zoned §

Verify the school and
program you are applying to

5]

Requested School: Freed Requested Program

Application School Year: 2

Complete sibling and processing question information, and add special comments (if applicable)

Please complete the following questions:

Siblings:
* 1 & No
* & No 0 lives in the same
hes slready
g sameistng If you are identifying a sibling, but
do not see them on the list when
I you an i the sibling ques sibling’s informati

you click the Sibling button,

Sibling Last Name First Name 2017-2018 School Year Enrolled/Applying to CHOICE/Magnet return to the dashboard to add
the child to your account

Processing / Informational Questions:
Yes No

ing to another Choice Elementary School? (ex. Freadom
Robert Louis Stevenson Elementary, West Melboume

Special Comments y/
7

Finalize payment and Terms and Conditions information

Select The Program Requested To Confirm Selection: (s
School Chaice Fea 3300022
Total Ci
Total Fee: $0.00

The following items are required to be uploaded ! attached to this application, in order to complete your application:

+  Report Cards (most recent); excluding incoming Kindergarianers

Direcions will be provided by emsil sent upon order receipt and on the receipt page for this spplication. All documents MUST be received
before the spplication deadiine.

* ) I understand th i ot complete until all requested documentation is uploaded and reeived and that my appfication wil
not be placed it iz complete.
AUTHORIZATION NOTIFICATION:

My initisls below constitute an electionic signature and sutharizes Brevard Public Schodls to relesse information andfor my student record and
confirms | have completed sil sections sccurately and tnuinfuly, including information varifying my identity. | understand that the recipient of the
record(s) will use the indicated documents(s) for legitimate interests only and that the information contained thersin shall not be furher
transferred or communicsted to any other part or sgency without my expressed written consent except under auhority of Public Law 03-380,
Educational Rights and Privacy Act.

I have enclosed the correct fess and understand thet they ar= nonrefundable. | understand that an incompiete form will not be processed and
will b2 considered closed sfter expiration of the 30 dsy notification window. | declare under penalty of perjury that the foregaing is true and
comect.

To sign using your initials below, use the first letter of your first name of your last this form.

[

Back To Dashboard Clear Form Pr

Pay by Money Order

Payment options:
° Credit/Debit Card — Click PROCEED TO CHECKOUT button
e  Money Order — Click the PAY BY MONEY ORDER link
. Fee Waiver Coupon Code — Enter in COUPON CODE box, then
click PROCEED TO CHECKOUT button




Print Receipt

Once payment process is complete, you will receive a receipt with your order number
Print the receipt for your record

Click the RETURN TO DASHBOARD button to view your account and upload documents (if
applicable)

Thank you for your order!
We are processing your coupon order and will Update you, via email, with the status of your order very shortly. Please print and keep a copy of
his receipt for your records. There are no refunds for coupon orders.

Print Receipt For Records

Order Information
+_Order Number: CWCEMT221

Upload
Documents

Some applications require additional documents to verify that the student meets the requirements
of the program. View the Terms and Conditions and your family dashboard for requirements
On the dashboard, Green notation indicates that an item was uploaded, Red notation indicates
that an item is missing

o  Schools will verify accuracy of uploads
Click the VIEW/ADD DOCS link to open the document upload screen (if applicable)

fr"—
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Click the ADD FILES button to upload documents
o  All documents must be uploaded as a PDF or Image File
o Tip: If you do not have access to a scanner, you may take a picture of your documents with your
phone, email it to yourself, save it on your computer, then upload
Once you have added your file, a dropdown box will open
Select the document that you are uploading from the dropdown list, then click the UPLOAD button

Uploaded Documents

Upload the requested information as a PDF or Image File

Please read the Terms and Conditions for your requested program. This document includes all important
nformaticn affecting the completeness and validity of your application, including program requirements and
documents that must be uploaded

To upload a document select the 'Add Files' button,  Click the 'Upload’ button
navigate to the document, select the file

0 Attached Documents

EquitylnnovationandChoiceLogoB jpg

File Name Description

Report Card cent), excluding incoming Kindergarteners

Once the document has been successfully uploaded, you can add another file (if applicable) or
return to the dashboard

Uploaded Documents

1 a5 a POF or Image File

0 Attached Documents i - A - |

File Name Description Attached

Return to the
Family
Dashboard

_

Once you log out of the Family Dashboard, you may return to your account at any time by:

o Going to the district’s website, http://eic.brevardschools.org

o Or, accessing the site directly, https://brevardfic.scriborder.com/family



http://eic.brevardschools.org/
https://brevardflc.scriborder.com/family

