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SchoolMint Enroll Environments:

Production Environment:

Admin Login: https://{domain}.schoolmint.com/manage
Family Login: https://{domain}.schoolmint.com

e Real site with real data
e Share with families
e Changes made to this site will remain

Testing (Sandbox) Environment:

Admin Login: https://{domain}.Sandbox.schoolmint.com/manage
Family Login: https://{domain}.Sandbox.schoolmint.com

Copy of production site (a copy of the real data)

Used for testing purposes

DO NOT share with families

Changes made to this site will remain temporarily
Sandbox site refresh happens every 2 weeks on Sundays

A\ This is a sandbox environment for internal use only.

o SchoolMint.



https://domain.schoolmint.com/manage
https://domain.schoolmint.com
https://domain.staging.schoolmint.com/manage
https://domain.staging.schoolmint.com
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https://schoolmint.zendesk.com/hc/en-us/sections/30933071338779-Schools-Programs

School Groups

This is the highest level of organization for a group of schools. This is
used for an organization as well as for SIS connections (different SIS
connections can be tied to different school groups).

Additionally, the school group will house the district’s boundary and
re-registration rule.

School Levels

... School Grou
(SchoolGroups \ School District P
Add, edit, and delete schools groups for use within the system
Al
Oak School District o
Code: 1
Cc B s |
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N Preschool Elementary Middle High
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https://schoolmint.zendesk.com/hc/en-us/articles/33232253459227-School-Groups

School Levels

This is a categorization of the school to define the grade levels offered. For example,
elementary, middle, and high school are all different school levels.

For registration / re-registration, school levels also allow us to set the default start and end
dates that determine how long the form is available for ALL schools assigned to this level.

(lementary School: Edit Cancsl i
Level Information Registration Dates
Level Name * Start Date
Elementary School 12/01/2024 03:30 PM i)
School Group  School District o) e 2] oo e
03/05/2025 03:30 PM G
C -al Tim
Re-Registration Dates
i
Start Date (i)
C -al Tim
. End Date (i)
E *W»\ Centm‘y
8 ey ey ey ey
L iR S fulu on L fulul on L fulul on L fulul
3 B0 g Nmmee BEwee BmEwse  School Levels
Q Preschool Elementary Middle High



https://schoolmint.zendesk.com/hc/en-us/articles/33279561183131-School-Levels

o SchoolMint.

Grades

Grades are configured to be used for applications and registrations. Default grade
information is preloaded into Enroll for grades from PK-12, but these can be
removed/modified, and new custom grades can be created.

Additionally, you can set age/grade restrictions and cutoffs.

&anage Schools & Programs: 2024-2025

L > nage Schools >
""""""""" lanage Schools & Programs: 2024-2025 \
Manage Grades / . \
S o v Grades: Add New cancel m
Information
Bef m
[ Allow Year Buffer Before
Enforce Age Grade Cutoff Allows parents to continue if birthdate is up to a year BEFORE the valid range above, and

throws flag for admin verification
[ Allow Year Buffer After

Allows parents to continue if birthdate is up to a year AFTER the valid range above, and

throws flag for admin verification

N A



https://schoolmint.zendesk.com/hc/en-us/articles/33233893643035-Grades

Schools vs. Programs

to attend. run through a lottery.

STEM Program

Dual Language

oS 8 8
PM i el il

Performing Arts

o SchoolMint.

Schools are the brick and mortar Programs are housed within a school.
buildings that students will register Programs are where students will apply and be

There can be many programs at one school -
OR - a single program for all students.


https://schoolmint.zendesk.com/hc/en-us/articles/33284620538907-Schools
https://schoolmint.zendesk.com/hc/en-us/articles/33744542937627-Programs

Program Categories

Program categories define the type of program (e.g., Dual Language,
Magnet, International Baccalaureate(IB)).

This allows you to set application start / end dates for all programs
within a category. Advanced application settings are available, such as:
limits by category, limits by school, and admin-only categories.

(District Schools: Edit Cancel

Category Information Application Dates Options
Category Name * Start Date D Allow Applications to be
istri Ranked
District Schools 10/01/2024 11:31 AM m anke

Maximum Program Choices per Category * Central Time

1 b End Date

12/23/2025 11:30 AM m
Maximum Program Choices per Category per Scho...

u - Central Time /

o SchoolMint.



https://schoolmint.zendesk.com/hc/en-us/articles/33725267158683-Program-Categories
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https://schoolmint.zendesk.com/hc/en-us/sections/360013781391-Users

o SchoolMint.

User Groups and Permissions

The Users area is where you will manage all user accounts that have access

to Enroll, whether it is a guardian or admin user.

Manage Users allows us to set up admin user groups and their permissions,
invite new admin users, review parent users, and track login attempts to the

system.

~

User Groups & Permissions

Guardian Accounts

Deactivated Accounts

Admin Accounts

Login Attempts

A

ﬂodule Access

Applications

@ View Applications

@ Eedit Applications

@ Delete Applications
@ withdraw Applications

@ Update Eligibility Status

D @ View Only Ranking

-

Flags

@ Dismiss Flags

Lottery

@ Run Lotteries
@ Manage Cutoff Numbers
@ view Lottery Dashboard

© Delete Lotteries

J



https://schoolmint.zendesk.com/hc/en-us/sections/34655208745627-Create-New-Admin-or-New-User-Group
https://schoolmint.zendesk.com/hc/en-us/articles/21280106742555-User-Group-Permissions

Forms
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https://schoolmint.atlassian.net/wiki/spaces/EH/pages/69271606/Forms

Forms

Form processes contain the steps

guardians go through to complete a form.
< Open Enrollment Application: 2024-2025
Ex: Application Form Process 5 -
IS Student Information s

e Student Information | .
Guardian Information

o
e Program Selection :
e Ranking
e Siblings ———
e Signature — =
The form process is equivalent to a packet of il
forms in the SchoolMint Enrollment system. 9 8 y
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https://schoolmint.zendesk.com/hc/en-us/sections/30933436531355-Forms

Student Information Form

The Student Information Form is the
first set of questions parents are
presented with, and this ultimately
creates the student’s profile within S adentinformation
Enroll.

< Student Information: 2024-2025

Usually, the data collected in the e S
Student Information form helps to drive

the logic for eligibility rules which :
presents the appropriate forms for T
parents to select.

Student Home Address 2

This form is meant to be short and o
gather only the needed information for e
Q the student’s account.
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https://schoolmint.zendesk.com/hc/en-us/articles/30842890197019-Student-Information-Form-Settings

Applications vs. Registration

Applications are meant to collect the necessary information
to determine if a student qualifies for a program'’s lottery.
Guardians can complete multiple applications to various

schools/programs per your policy.

Registrations are meant to collect all of the necessary
information to get the student enrolled in the
school/district. Guardians are only able to complete
one registration form per year, as the student can only
physically attend one school. Typically, the registration
is completed for the lottery offered/accepted school.

o SchoolMint.


https://schoolmint.zendesk.com/hc/en-us/sections/360013781411-Applications
https://schoolmint.zendesk.com/hc/en-us/sections/19349149575835-Registration

Re-Registration

Re-Registration (known as re-enrollment in the SchoolMint Enrollment
system) is completed by students returning to the same school/district.
The rules for re-registration can be configured to allow the appropriate
students to complete the form.

Typically, the re-registration form is substantially shorter than the
registration forms, as the district/school already has much of the
needed information.

o SchoolMint.



Rules Engine
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https://schoolmint.zendesk.com/hc/en-us/articles/34673749586971-Application-Eligibility-Rules

Program Eligibility Rules

Program eligibility rules drive which programs are displayed for applicants to
select when completing the application.

Eligibility rules can be set program-by-program to ensure the appropriate students
are being considered for the lottery.

~

Chestnut MS Open Enrollment: Edit

o Common Program Eligibilitv Rules:
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https://schoolmint.zendesk.com/hc/en-us/articles/34673749586971-Application-Eligibility-Rules#h_01HRCTXKVC6Y3K7QB81ZV67510

o SchoolMint.

Registration Eligibility Rules

Registration rules are what tell the
system which students are eligible to
register for specific schools.

Rules for new registrations:

are assigned in School settings
can vary school to school

can incorporate multiple rules to
ensure students see the
appropriate options

Registration Rule: Edit

Rule Information
Registration Rule
e Description:

Only students in Accepted status may register at a school that has this rule
assigned.

g J

Common Registration Eligibility Rules:



https://schoolmint.zendesk.com/hc/en-us/articles/23572605088923-Registration-and-Re-Registration-Eligibility-Rules

o SchoolMint.

Re-Registration Eligibility Rules

Re-registration rules are what tell the system
which schools the students are eligible to
re-register into.

Rules for re-registrations will be set in the
School Group settings, and can incorporate
multiple nested rules to ensure students see

the appropriate options. Only ONE

re-registration rule can be used per school
group.

(Re-register in Current School:
Edit

Add Condition v

Feeder Pattern  Return to Same School Neighborhood School


https://schoolmint.zendesk.com/hc/en-us/articles/23572605088923-Registration-and-Re-Registration-Eligibility-Rules#h_01HRCV2XD0CQDFC44DG3E2FVZB
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Flags are used as an automated alert that
an application or registration may need
further review. Several types of flags are
available by default, and you can add
custom flags if needed.

e Flags are displayed on the application

and registration pages when
triggered.

Flags needing review are red.

Flags that have been dismissed are
grey.

A count of flags that have not been
dismissed is visible next to the flag.

App# Full Name
666974 Apple, Red
1072698 Frame, Tony
\1 Ba 1074050 Marquez, Dora
(Application Flags

® Marquez, Dora

01/22/2025 12:58:34 PM

Program: Sycamore HS Musi

Birthdate: Grade:
03/15/2007 10

cal Arts

Reg Not Started
Student is offered + accepted on lottery, but has
not yet started registration

Guardian(s)
1211578: Emily Carlson



https://schoolmint.zendesk.com/hc/en-us/articles/28480776360987-Flags

Standard/Common Flags

Standard Flags: Common Custom Flags:
e Age Verification e Sibling Attending

Duplicate Student Detected Sibling Applying
Ineligible Due to Changes Present/Missing Upload
Possible Duplicate Student Employee Child
Non-Validated Address Out of District/School Zone
Student is a Multiple Same Current/Applying Grade

IEP/504/Special Services

Military/Veteran

Language Preference

, .
Assbs -
N\
Y Vi
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o SchoolMint.


https://schoolmint.zendesk.com/hc/en-us/articles/28480776360987-Flags#h_01J5V5J8KTM9FAV8GMT4QWTZ4A
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https://schoolmint.zendesk.com/hc/en-us/sections/19326102885787-Lottery

ﬁect Lottery Type \

Lottery -
Lotteries are directly tied to applications. @
There are varying levels of settings to sdatens )
configure a lottery (can be set globally or ) 8] e
program by program). o o
Priorities within the lottery designs can be : e
set automatically (using the rules engine e — B
to drive the logic) or set manually. Admins
can choose for automatic priorities to be D cusanseacamee 0] wakeweghs comutve | sortoyscrs
available for override. -
Sub-Lottery: 2 §
Once the lottery design(s) have been - (% n

Al

configured, we strongly encourage
admins to test many scenarios related to
the lottery.

General Lottery

2025-02-21 16:13:35

o SchoolMint.

2025-03-10 17:44:22




Communications &
Workflow Notifications
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https://schoolmint.zendesk.com/hc/en-us/articles/4402923524123-Email-Notification-Guide
https://schoolmint.zendesk.com/hc/en-us/articles/21149365936027-Build-a-Workflow-Notification

Co m m u n ica ti O n s ﬁudent Communications Log %

sl Apple. Red Birthdate: Grade: Guardian(s)
06/21/2018 PreK 2566716: Momn Test

Enroll offers the ability to send
automated or manual messages to

users (guardians and admins) s wom , Loty Resutsfor Osk =y
2:50:00 PM Test et School District \ J iz
Wlthln the SyStem‘ Email and/or Text Message \
This page allows you to bulk send email and text messages to selected students and parents.

Each message will require both an
email and text message version, as
well as translation of your message

for any enabled languages.

ered ) View v
=

Any Guardian communications sent
from the system can be tracked in
the student’'s Communications Log.

et . . .
é The actions displayed in the
3 communications log represent the o
H . . € @  Paragraph vAvi B I Y == E|iEvigvE = Bv -
g guardian reviewing the message -
Q

from Enroll's message center.

K Cancel Send Message




Automated Notifications

App Iic.ations: . Events: Appeals:
e Application Submitted e FEvent Confirmed e Appeal Received

e Application Status Updated e RSVYP Reminder e Appeal Approved
e Appeal Denied

LOtter : Lottery Notifications to Guardians:
e |ottery Results - Offered

e Lottery Results - Waitlisted Ity st At pret Faren St fenton
e Lottery - Accepted Confirmation hed
e Lottery - Declined Confirmation
e Lottery Placement Pending
e Lottery Placement Decline Warning Lotery Resuts- Waitng s
e Registration Decline Warning

Registration:
e Registration Submitted
e Re-Registration Submitted

o SchoolMint.


https://schoolmint.zendesk.com/hc/en-us/articles/4402923524123-Email-Notification-Guide

Workflow Notifications

Workflow Notifications are an automated
communication that can be configured to

send admins, guardians, or both after a
specific action or trigger is reached. This
could be as simple as submitting a form R CuET o=

or configured with more complex logic [

using the rules engine.

Select*
Applications v

Primary Settings: Notification Trigger *:
ficatio
Workflow Notification Name *

Guardian 1 phone changed

Currently, we have the ability to use
workflow notifications for Applications,
Registration, Appeals, and SchoolFinder.

Description
Guardian 1 phone changed

This allows admins to automate
messages outside of the automations on " °
the previous slide.
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https://schoolmint.zendesk.com/hc/en-us/articles/30945298783771-Build-a-Workflow-Notification

Boundaries
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https://schoolmint.zendesk.com/hc/en-us/articles/34843360128283-Boundaries

o SchoolMint.

Boundaries/KMLs

ﬂUNDARV LIST MAP VIEW IMPORT BOUNDARIES

‘ O This address is within an existing boundary.

)

317 Jefferson Street
e —~0pelousas >
Map Satellite

Ho

@ Lafayette Test Boundary District Boundary Details ©

Search Boundaries

Boundary

ver over a boundary name to highlight the boundary on the map.

Q Boundary Type -

Boundary Type

Boundaries can be added to Enroll to identify the

neighborhood/attendance zoned school for a student, or
whether a student is applying from inside or outside of

the district. All boundary files must be in KML format.

Boundaries can be used to set-up rules in relation to

schools and/or programs, priorities within the lottery,

form step logic, and identifiers, such as flags.



https://schoolmint.zendesk.com/hc/en-us/articles/34843360128283-Boundaries

Svync Service
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https://schoolmint.atlassian.net/wiki/spaces/EH/pages/9109571/Sync+Service

Sync Service Options

Sync Options: Available Export Options:
e Student Data

Ad Hoc/CSV
SFTP

AP]

o Powerschool
o Skyward Q
o Aeries

- - Available Import Actions:
: : : Student Data
sy Skl e iy Admin Users
. Schools/Programs
° P S Cut-off Numbers
— ° Enatle impart ™ i rport ® Seat Tracker

Applications

‘ Configure Mapping Configure Mapping Configure Mapping

2/
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https://schoolmint.zendesk.com/hc/en-us/articles/35026203664539-Sync-Service-Overview

Help Resources
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https://schoolmint.zendesk.com/hc/en-us/categories/360006404832-Admin-Support

Use SchoolMint Enroll's Walk Me tool to get quick
access to help articles, and site walk throughs!

‘ N
Walk Me : Need Help? v elpyou? -»
- e reserss Internal Help
Q, Type inyour question...

(D Enroll User Guide

Product Updates >

Overviews >
E How-To's >
=
[«]
o
L
Q
n
Q

__Settinas >
Enroll Help Desk




Chat

o SchoolMint.

Use the icon in the
bottom corner of
every page in
Enroll to surface
our Chat feature to
access quick
how-to answers or
to connect with a
Technical Support
agent.

&« Started Apr 6 at 3:11 PM :

3112 PM

t Enroll Mint Bot

Hello! Thank you for contacting
Enroll Technical Support. How can |

" a help?

Just now

l/ Lottery \I (Accoum | User Settings \i
L8 R

& : ™\

1,/ Sync Service \I 1/ Applications \ I[ Forms |
I X B4 B8 2
— N

| Reports )| Talktoa Support Agent |

Sa SN A

¢djaH peaN




o SchoolMint.

Zendesk Help
Center

+{ How can we help you? &

i Help System Setup Internal Help
Q Type in your question...

Product Updates ?

Overviews >
1 How-To's >

Settings >

Resources >

Enroll Help Desk /

o SchoolMint Enroll I Our Products~ 2, Community ~ [J GetSupport -3 Signin

Hello! How can we help?

Ask a question or search for a key word

From the Product Team Admin Support
1 Welcome! 1 SchoolMint.com
2 Releases 2 SchoolMint Status Page
3 What Is Enroll? An Overview 3 User Accounts

Family Support

For our Enroll families, we want introduce our new
self-service site, designed to be intuitive, user-
friendly, and accessible 24/7.

Please click the link below to be redirected.

View More View More SchoolMint Support Families

| ° Hi. Need any help?

The Community

Customer Forum Feature Requests
1are best practices for using Have an idea or a request for a

Product Research

Our community is the be: Help us get input on things we're

collaborate with your pee!



Thank You!



