Enrollment Process Workflow
Objective
This document outlines the step-by-step enrollment process to assess potential issues and identify areas for improvement.

1. Accessing the Enrollment System
· Navigate to the home screen.
· Click on the three-bar menu on the left side to access the Missions Portal.
· Select the option to create a new student application.
· Log in as a test parent to avoid creating duplicate records.
2. Required Documents
· The first screen displays necessary documents including: 
· Maryland health and immunization certificates
· Health assessment forms
· Student handbook, etc.
· Schools can customize this section by adding their own required documents and fees.
3. Enrollee Information
· Enter student details: 
· Address, city, county, state, and ZIP code
· Date of birth and home phone number
· Optional school district information
· Gender selection (limited to male and female per NCEA requirements)
· Student ethnicity (aligns with NCEA requirements)
· Citizenship question (planned for removal next year)
· Primary language spoken at home (used for funding purposes)
4. Religious Affiliation
· Customizable by the school.
· Schools may choose to list all parishes or have a simple Catholic/Non-Catholic option.
· Sacrament information is optional.
5. Household Information
· Two household types: 
· Primary Household: Where the student resides.
· Secondary Household: Used for separated or divorced parents.
· Required details: 
· Parent/guardian contact information
· Custodial and financial responsibility details
· Unique email addresses for each parent (mandatory for login purposes)
6. Grandparent Information (Optional)
· Schools may collect grandparent details for: 
· Special events (e.g., Grandparents Day)
· Potential donor outreach
· Cases where grandparents are financially responsible
7. Emergency Contacts & Authorized Pickups
· Primary household information is automatically linked.
· Additional contacts can be added (up to 30 allowed).
· Each contact requires: 
· Name, phone number(s), and email
· Authorization to pick up the child
· Sort order for emergency contact preference
8. Medical Information
· Parents provide details for: 
· Doctor, dentist, and insurance
· Emergency treatment authorization
· Medical conditions, allergies, prescribed medications
· Last physical exam and dental visit
· Special procedures (e.g., EpiPen use)
· Immunization policy acknowledgment and parental signature required.
9. Public Release Statement
· Parents agree or decline student information release.
· Signature required.
10. Technology & Internet Use Agreement
· Includes: 
· Student and parent acknowledgment
· Agreement to updated policies (pending revision)
11. Handbook Acknowledgment
· Parents review and agree to the student handbook.
· Signature required.
12. Home Language Survey
· Used for title funding and record-keeping purposes.
· At least one parent must sign.
13. Payment Plan Selection
· Parents select a suitable payment plan.
14. Document Upload
· Parents upload required documents at their convenience, including: 
· Medical records
· Court custody documents (if applicable)
· Other supporting paperwork
15. Final Submission
· Parents electronically sign and submit the application.
· Payment is processed (if applicable).
· A summary of completed sections and electronic signatures is generated for school records.

