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What are we reviewing
In this webinar?

1 @
Basics of the form The parts of the How to show or How to show or
processes and form process to hide steps based hide fields based
their structure. customize further. on certain criteria. on conditions set.
Form Basics Steps & Fields Restrictions Conditional Logic
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This webinar is for
Admins with Manage
Forms access

e [N order for a user to make changes to their
form processes, they must be part of a user
group that has the "Manage Formsr"
permission enabled.

e By default, all Super Admin user groups will

have this setting enabled

Settings
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Schools / Programs

Lottery

) General

&) Manage Forms
{) Content & Letters
Custom Data

*) Roll Over
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Forms are one of the most crucial
parts of the Enroll system. They are
the driving force behind the student
placement process and are the
feature that guardians directly

interact with the most.




Settings > Forms

Manage Forms: 2024-2025

General
Create and manage forms used in the enrollment process. @ rorm Field Download

Schools/Programs

, ®
Date & Time
Let s N aVI g ate Student Information > Recruitment P 4

Manage Users

Applications
Applications > Registration & Re-registration >
/-—- RS

Recruitment

Custom Student Profile Tabs > Custom School Tabs >

Content/Letters

Custom Data

Custom Program Tabs > SchoolFinder >

Forms
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Used to create or
update a student
account

Student
Information
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Types of Forms

Used to apply for Used to enroll In
lottery and can school and can
allow multi-choice allow export to SIS

Applications Registrations & Re-
Registrations

Can be used for
additional
processes needed

Custom




How are
Forms Structured?

m—

Form Type
The process that a guardian will be going through - ie the application,
registration, appeals, etc.

Steps

The individual sections within the form - ie Student

Information, Guardian Information, Siblings, etc.

Fields

The actual questions or items being gathered within the step - ie the
student’'s name, guardian contact information, etc.

4 Values

The responses the guardians are providing in each field - ie Tom,
555-555-5555, yes/no, etc.
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Parts of the

Form
f_.—_—"_"

Welcome: Caitlin Mayer 2024-2025 B3 Dashboard B

Messages English ~ ) caitlin Mayer =

Re-Register at Your Current School

Register to Your Neighborhood School

Form Type Apply to More Schools

Charter School Application School Choice Application

J

Welcome: Caitlin Mayer 2024-2025 =@ Dashboard

= Messages (@) English ~ @3 Caitlin Mayer 2024-2025 v

< Charter School Application: 2024-2025
m 1 Student Infermation @ Student Information
2. Guardian Information (] First Mame *
Alexis

3. 5chool Selection

Middle Name
4. Siblings
Last Name ®
5. Recommendations Robin
6. Signatures Birthdate
Mu no*
07 28

2014

Save & Continue >
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Creating a New Form
NN\t

°and manage forms used in the enrollment process. © Frorm Field Download

Student Information > Applications

Registration & Re-registration > Custom Student Profile Tabs

_|_

Add a Form Process

Use this option if you want to build an

entire form from scratch
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oand manage forms used in the enrollment process. © Form Field Download

Student Information > Applications

Duplicate

Registration & Re-registration > Custom Student Profile Tabs /* [i i—

Lottery Application
Use this option if you want use an R —_—

existing form process as a template

Manage Steps
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Lottery Application

Form Process

Fo r m Setti n g S: Lottery Application: Edit cCancel
Applications

Form Process Name*
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Allow Applications to be Ranked

(I <

Separate Cat Rankings
Lottery Application eparate Category Ranking

ﬂ Maximum Program Choices *

Unlimited -

(<]

Disable Application Ranking Changes After Submission

X

Enable Student Lockup

Minimum Program Choices - D Student Lookup Required
Maximum Program Choices per Schoal* Enable Neighborhood School Banner
Unlimited hd
Enable Appeals
Choose Appeal Form
Request for Appeal -
Content Snippets & Translations
C
- o— EN
!
o Requirements and Policies:
c & (@ Paragaph ~v A v B ] U = EF EFE EviEveE E By FHEQDRME L © 0



Registration / Re-registration

Form Process

Form Settings:

= ~ Registration / Re-registration: Edit Cancel
Registrations |

Process Parameters Enable Student Lockup

;’."' m F‘".: CE5S l:-:'\!‘ 18"
% Student Loockup R ired
/ sy B student Lookup Require

[[] Enable Neighborhood School Banner

Content Snippets & Translations

EN ES

Requirements and Policies:

€ (* Paragraph v A~ B T U E E E | = =S veE = B8 & Q> L ©®06

0 WORDS
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Request for Appeal

Form Process

Form Settings:

p pea Is Request for Appeal: Edit canal
/ Programs & Grades

Form Parameters All Programs

Form Name *
Request for Appeal
All Grades

Set Number of Appeal Attempts for Guardians

2 s
Show Appeal Option for the Selected Programs if:
Set Expiration o
& Application is marked as INELIGIBLE by an admin
11:59:59 PM on the dayfs) chosen below
Expiration Date for Appeal 1
VoRRS i Application is marked as WAITLISTED by an admin
09/01/2024 (3
. Application is AUTO-DECLINED after an offer was not accepted or registration is not
Expiration Date for Appeal 2 submitted by the set deadline
12/31/2024 G
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Form Settings:

Recommendations
”—————-

Recommendation Process

Recommendation Form

Manage Fields

Recommendation Process: Edit

Process Parameters
Form Process Mame *

Recommendation Process

Deadline *

11/02/2024

Send Reminder (# of days before deadline)

Options

Enable Decline Option

Cancel Save Process
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Stud

ent Lookup

e

Enable Student Lookup

Student Lookup Required

Enable Neighborhood School Banner

Student Lookup

E Thank you for your interest in the Oak School District. On this page you will find a few instructions to get you started with the
" application.

Is your student currently enrolled in CS Demo District and do you have your student ID?

Yes

Student ID *

First Name *

Last Name *

Date of Birth

MM * DD* YYYY *

2023 Niche K-12 Parent Survey
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Neighborhood Banner

Options

tudent Looku

i

Enable Neighborhood School Banner

2023 Niche K-12 Parent Survey

"_——-———-—

This is your neighborhood school

Charles Dickens Elementary
Address:801 Mudd Ave, Lafayette

Distance:4.79 mi

Grades:K to 5

Select Program(s) to Apply:

Charles Dickens Elementary

1 Program(s) Selected x//
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Neighborhood Banner

Options

tudent Looku

P

Enable Neighborhood School Banner

2023 Niche K-12 Parent Survey

”——-——-—-—

Select Enrollment Type: 2021-2022

B Please select the type of form you would [ike to submit for School Year 2021-2022

~ Register to a New School
A banner has been added to indicate

, which school/ program is the student’s
E This s your nelghborhood school -f_':f:la — Z0 nEd SChODl.

=

Grove Academy Charter School

Address: 3939 West Congress Street. Register
Lafayette gl

Grades: Kio12

v Apply to More Schools




$133222 333858
{55 Vvvvvvvwvvw
353333333338

15333333 va
- i vv w\vvvv .
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Each of the Steps have F“ﬂjfv Application
their own settings which

can be edited by clicking

the pencil icon

Registration / Re-registration Steps
. Manage Form Steps
e Reorganize Steps n—
e DU plicate Steps —  Student Information Manage Fields s/ & §
e Add New Steps o —
® Delete EXiSting Steps =  Previous School Informaton. ... ManageFi 7/ B B
=  Guardian Information Manage F ields s/ & N
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Student Information: Edit Cancel

Name

A "
1 Mame

Student Information

Settings User Group Restrictions '
[] Allow Changes After Submission Hide this step from user group(s): o
D Admin Only D

Give view-only access 1o user group(s): -

|:| Allow Changes when Window Closed

Advanced Restrictions

B Configure Advanced Restrictions

Content Snippet & Translations

Step Settings e
/-_-—— B |

o
(i
i
il
1
L
1
Il
hil

By SHQDM L ®0

Show for New Registrations

Registration Steps Only

Show for Re-Registrations
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Advanced Restrictions

Show this step if ANY L of the conditions below are met

Add Condition Add Nested Group

Simple Lookup

Cont  Field Comparison

Show this step if ALL of the conditions below are met
Student Address
E| Grades Select Field Operator Expected Value
— student_annual.guardiani_military v 1S v Yes
Student In Current School @
h Stu dEﬂt CQ”tinUES FEEdEr path e Select Field Operator Expected Value
student_annual.guardian2_military v IS v Yes
Programs
Date Range
Add Condition ¥ Add Nested Group
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Restrict Grades

Show this step if ANY Qe of the conditions below are met
Add Condition Add Nested Group
Simple Lookup
Show this step if of the conditions below are met
Cont  Field Comparison
Select Field Operator
Inf
Student Address student_annual.grade - 1S - Ll Tr:);glter O prexs [ Prek v O
El M 4 2 ¥ 3 ™ 4
Grades & <
e 5 s L] L) E
Student In Current School
O s 0 10 L] 13 e
h StUdEﬂt CDntinUES FEE‘dEF Path v Sejact at least one grade
Programs
Add Condition = Add Nested Group
Date Range
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Restrict Programs

Show this step if ANY . of the conditions below are met

Add Condition Add Nested Group

Simple Lookup

Cont :
Field Comparison Show this step if WA /..  of the conditions below are met
Student Address
El Select Field Operator Select One or More Programs
Grades application.program_id v 1S v George Orwell High Mark Twain High

Student In Current School

%) Student Continues Feeder Pat

Programs

Date Range
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Lottery Application Steps
Manage Form Steps

Each of the Fields have €
their own settings which | - = s | A
can be edited by clicking | - —— 1| I
the pencil icon

() Reorganize F|e|ds Order Form Field Label Attributes
e Duplicate Fields , 7\
- * First Name o Required: Parent << ¢
e Add New Fields students.fname Disabled: S
e Delete Existing Fiel _ Edit
sting Fie ds - Middle Name Required: L
- Text ) Duplicate
students.mname Disabled:
Delete
" Last Name Required: Parent M o o e
— Text :
students.lname Disabled:
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Autofill Fields
N\,

With Autofill Fields, parents have to enter shared information only once. When they start a new

application for another child, those details can automatically carry over.

Emergency Contacts 33
Autofill

Order Form Field Label Attributes Actions

Data

One or more fields below can be autofill with

. : g : _ Required: : ! : : ; e
— Guardian Instructions Content Snippet ; saved information. Fields can still be edited 3
Disabled: Autofill &
after autofill, please confirm. .
., i Fi Required: Guardian / Admin
- Guardian 1 First Namg —_— Y :
student_annual.guardiani_fname Disabled: Emergency Contact Name *
. " ; : : Eme Contact Phone *
__ " Guardian 1 Last Name - Required: Guardian / Admin i A
student_annual.guardiani_Iname Disabled: et

Emergency Contact Relationship * v
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Student Information: Add Field Cancel

Field Parameters " Data Settings '
Figld Typa *
Text T Field Description/MNote e Ta
Field Label * Field Name *

|:] Required D Required Admin

Field Settings
’;'_'__'

Advanced Options

Disable Options " Restrictions Other &

|:| Disable After Submit I:l Admin Only [:l Clear on Roll Over
[] oisabie for Sis Students Hide for SIS Students
D Disable Always (Read Only Current Value) Hide for New Students

|:| Disable After Value is Set Hide for New Registration

Restrict to Selected Grades

| o O
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Conditional Logic

Confirm Process Create Fields Set Logic

This determines when and why specific items show or don't show within a form process. It gives the

ability to have fields within a form step hide or show based on answers to other questions in that step
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Translations

eldap
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Google Translate

It you're using Google
Translate, you will not
need to make any
translations to your form!




Custom Translations

If your school is NOT using Google Translate, and instead utilizing Custom Translations, you will want to

make sure that any new form steps or fields that you have added are translated.

(R‘ Translate: Registration / Re-registration Cance

YA)\ R Es

Registration / Re-registration R Spanish

Form Process Registration / Re-registration

Choose a form step:

Student Information GetStarted A

Form Step Name:

Student Information

Student First Name

Student Last Name
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Test, Don't Guess!

Testing Is one of the most IMPORTANT steps
IN bullding your form process!
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V%

~

Zendesk

Help Articles
Release Notes
Webinar Calendar
Submit Tickets

Admin Resources

—

)

Walk Me

Step-by-Step guides
within your Enroll
platform. Access by
clicking the
Need Help button

Community

Enroll Forum
Feature Requests
Beta Groups and

Surveys



https://schoolmint.zendesk.com/
https://schoolmint.zendesk.com/hc/en-us/community/topics

THANK YOU!
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