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Lee’s Summit West High School
2600 SW Ward Road

Lee’s Summit, MO 64082
816.986.4000 | Iswhs.Isr7.net

June 22,2016
Dear Titan Families,

The Lee’s Summit R-7 School District is excited to announce that we are implementing a new
online registration system that families will use for returning students. The system can be
easily accessed 24 hours a day 7 days a week beginning July 11, 2016. All families now have the
ability to review and update information, confidentially upload necessary residency
documentation, and make payment of required school items. The new online system will
decrease the amount of time families are asked to spend at schools completing this process.
This correspondence includes the following very important information to assist you in
preparing your student(s) for the 2016-17 school year:

1) PowerSchool Parent Portal Directions are included. Creating the PowerSchool Parent
logon is necessary in order to complete the registration process. Please note that the
Access ID and Password information is confidential and specific to your child.

2) Online Student Info-Snap Registration Directions are provided to assist you in following
all the required steps to completing the online registration process.

3) Making Payment Directions are provided to assist you in following the required steps to
complete payment processing. Payment processing includes: Chromebook Insurance
Fee, MSHSAA Activity &/or Sports Participation Fee, unresolved obligations from the
previous school year, etc.

Schedule pickup will be from 1:00p.m. to 7:00p.m. on August 3™ and August 4. The online
registration process must be completed prior to schedule pickup. It is highly encouraged to
complete the online registration prior to August 3™-August 4. If families are unable to
complete the process at home, we will have staff members available at LSW to assist you with
the process on the aforementioned schedule pickup days.

Please visit: http://www.lsr7.org/sites/register/ for further information and FAQ.

_S_' nce rely,
Ao D

Dr. David Sharp
Principal, Lee’s Summit West


http://www.lsr7.org/sites/register/

Lee’s Summit R-7 School District
PowerSchool Parent Portal Directions

1. Make sure you have the confidential PowerSchool Access Information for each child in your family. If
you have lost the unique Access ID and Password document that was mailed to you, contact

PowerSchool at hitp://www.Isr7.org/contact-us/
2. Go to this website > https://powerschool.lsr7.org/public/

3. Click > Create Account tab (Secondary parents may have this step completed from previous year. If

so, sign in using your username and password)
4. Click > Create Account button

5. Complete the first section of the page Create Parent
Account Create Parent Account -

First Mama

o Name i e

o Email address that you wish to use to receive o
communications from PowerSchool Dm

o Desired username for your account s s

o Password for your parent portal account

uuuuuuuuuuuuu

-------------

NOTE - Each Parent can create their own account R Kt M“WN* 9

6. Complete the second section of the page titled Link
Students to Account

e Student Name

e Access ID (see the confidential information that p
was mailed or handed to you specific to your
child)

e Access Password (see the confidential Accees Paverces
information that was mailed or handed to you
and specific to your child)

e Enter Relationship

7. Click > Enter to Save this page

1

Fbudent Hama

If you need to add additional students:
1. Click > Account Preferences icon after logging in

2. Click >
Students Tab Add Student 1
3. Click > ADD

4. Click > Submit

In the Parent Portal, you can navigate between students by clicking on the
student’s name as shown here. To learn more about the PowerSchool Parent
Portal go to http://www.lIsr7.org/wp-content/uploads/2015/09/
PowerSchool_Parent_SSO.pdf.

NOTE: Depending on your student’s grade level, not all information shown in the
directions may be viewable.

Student Name - Access 1D = ﬁ-ﬂ“lﬂ!m
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Relationship

— Choose hd

PowerSchool

Navigation

Grades and Atendance | Slandands Graes
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Lee’s Summit R-7 School District
Online Student InfoSnap Registration Directions

The process of online registration begins in the PowerSchool Parent Portal
with your existing credentials. If you have not created this account, please

follow the PowerSchool-Parent Portal Directions first. 0 PowerSchool
e o
1. Log into your PowerSchool Parent Portal at: Naviganen
https://powerschool.lsr7.org/public/ Orades st
a. Click the student tab for the child you wish to register first [—| s
b. Click InfoSnap Student Registration tab (bottom of left .
. . i Anesoance remey
navigation) o
2. Click the student tab for the child you wish to register
3. The InfoSnap registration update website will launch | Teacher Comments

a. NOTE: The student record can only be updated once a year
and may NOT be edited once submitted. If a parent or any
other person with access to the student’s Parent Portal submits
the form, another parent will not be able to make changes in I3 wy Caensan
InfoSnap. Additional changes in this situation will need to be Ho o worration
made by contacting the child’s school directly.

.
s Hnoo Butean

,._. " Curss Regrstration

a ALCooM Prefesences

4 InfoSnap Online
* Registration

4. When you log in, you will be asked to validate your student by confirming an
identifying question presented on the screen (i.e., student DOB). The first time you log into InfoSnap, you will
need to agree to the terms and conditions of the site by:

a. Click > | agree

b. Click > Begin Forms

. . . Raegistration INTRODUCTION = Frnns = Baview mmum
5. Directions will be presented so please read
them carefully > Click Next hiendicte
Online Registration
Weeloome o Les's Summit B-T School Distnct Orline Regsimtion, poseed 5y InicSnap. Please flow the steps b=low 1o provids your

sludsrel’s registration infomation for the 2016-2017 schoo’ year

1 Click "Hext =™ un this puge, s sober the inl
Wty Reyuined Tl o marked wi
st M b casful o seli 1] 1z

2 O the "Revies™ pags, chisck yau dutn baluvs ssalmifting.

3 Click "Subenit”

O e sl i corfinmaton pagw vou will bave Eu ppaotuity o pint o = ceg of pooe mgsition o kesp looyoo ool Nuls
Ce= s T s Shestrenizaly sl o will v vs o einad corfimmalion Hem i

e iepmesled Erg fhe onlise forms
il Lewry 3\_1'!!"" R-T Sl Dislisl wil reoeies the daba exacly a2 ilis
e

Ragistration for Additional Stedents

An Crlne Regsimtion form must be submitled Tos each student inyour family. Orce you haee suzcesafuly suamitied one Regstation, you
well Favs the opportunity 1o begn ancther from the “Confirmation” mge

6. Some information will be pre-populated from the current data in the District’'s student information system,
PowerSchool. Please make sure you read each screen carefully and update fields as needed. Example, if
your address has changed, please update the address information.

NOTE: There are certain fields that you will not be allowed to update and those will be grayed out.


https://powerschool.lsr7.org/public/

7. All student files must have a

When you reach the Document

Student > Family > Emergency > Medical > Transportation > Permissions > Handbook > School

Upload screen, please make Forms %>M>M>M>oocwmr UPLOAD >

sure to upload a current electric
or water bill or a lease. To learn

Document Upload

Please note: If you do not have these items available right now and/or do not have a scanner or electronic copies of the
more abOUt acce ptable fO rms Of documents, please logout of the process and obtain the electronic copy(ies) for this upload. You will not be allowed to submit

reSidency dOCUmentation ViSit unless all documents are uploaded. If you need help with document uploading see the FAQ located here.

the Residency information page:

Proof of Residency Within Lee's Summit R-7 School District Boundaries
Residency can be proven in one of the following ways:

A. A current, original utility bill (only electricity, gas (not propane). water or water statement of account) that meets the following:
o The bill must show the resident’s name
Billing/statement date
For July/August enrollment/registration the billing/statement date must be June, July or August
Diuring the school year the billing date needs to be within 30 days of the date the student is attempting to enrocll
The service address
No final or disconnect notices will be accepted
On-line payment infermation will be accepted only from the utility company (not a third party pay service) and include all the
informaticn listed above

o o

o 00 0

B. Rental/Lease agreement. The resident must be domiciled in the rental 30 calendar days from the first day of school or the first day of
the second semester. Rental/lease agreement must include the following
o Date of agreement
o Name of Lessee and Lessor
o Address of Lessee and Lessor
o Phone number of Lessee and Lessor
e Signature of Lessee and Lessor

The upload can be in a PDF or
image format.

Please upload proof of residency:

Document upload i

Upload Document.. | Delete

http://www.lsr7.org/parents/enroll/

8. All student files must be current on Immunizations. If the Document Upload screen shows Immunization
Upload button, please upload the most current student immunization record. For more information about
immunizations in Lee’s Summit visit http://www.Isr7.org/parents/enroll/

9. Proceed through the remainder of the screens by Clicking > Next.

10. IMPORTANT - You will only be allowed to Submit the screen one time. IF YOU HAVE NOT UPLOADED
PROOF OF RESIDENCY OR IMMUNIZATIONS (if requested), PLEASE DO NOT SUBMIT. These required
forms must be present for full approval and for your student to be given their schedule at the secondary level or
placed on a class list at the elementary level. InfoSnap provides 24-hour assistance for questions by clicking
Contact Us. Building staff are also available for questions.

11. Once you click Submit, you will get the Submission Complete Screen. You are now ready to enter data for
another child or Make Payment.

To Make Payment > Click on the Make Payment Link on the Submission Screen and follow the Paying Online
Directions.

To update student data for another student, please return to the PowerSchool Parent Portal. Click on the tab
of the next child’s name as shown in Step 1a.


http://www.lsr7.org/parents/enroll/
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Lee’s Summit R-7 School District
Directions for Making Payment for Student School Related Items

The process to Make Payment begins in the PowerSchool Parent Portal with your existing PowerSc
credentials. If you have not created this account, please follow the PowerSchool-Parent
Portal Directions first. _
Mavigation :
1. Log into your PowerSchool Parent Portal at: https://powerschool.lsr7.org/public/ [ Summer
2. Click > Make Payment S
3. On the next screen, you will find the following items:
a. Important information to read
b. Name(s) of child(ren) associated with your Parent/Guardian account l}l E?&g&m

c. Shopping cart displays all required
items that are associated with the
child(ren) pre-loaded into your cart.
For example, you will see the
Chromebook Insurance has already
been added to this cart for two
students.

4. If you are ready to make Payment > Click
the Payment Type button at the bottom of
the screen. Then skip to step #7.

a. NOTE - paying online will help you
avoid lines at the school

Dewey Duck (1025641) - [SHS

Please Read: e

Required Ttems:

Huey Duck (1025642) - PLMS B
Louie Duck (2424866) - RHE

e added to the shopping cart below for each student connected to this account.
ich as Connect2Learn Insurance Fees, Secondary Activity and Programming Fees,
optional items, please scroll to the

Optional Items:

You will need to click on gne student at a time on the left-hand menu to add optional registration
related items to your shopping cart such as yearbook, parking pass, athletics or activity fees, et

Shopping Cart

Extended Cost

Dewey Duck Distriet Chromebook Insurance Fee 1 15 $1500

Dewey Duck Tiger Activity and Programming Fee 1 10 51000

Huey Duck District Chromebook Insurance Fee 1 15 $15.00

Pay Online Pay in Person
" ¥ar OULNE ith ade
RevTrak ?E-;

Credit card, Debit card, or
Electronic Check (Paying online
helps avoid lines at the school.)

5. If you wish to add Optional

Click the box for each

Items such as MSHSAA
Activities Participation, Parking
Pass, etc. simply click on the
Name of the child you wish to

Dewey Duck (1025641) - LSHS
Huey Duck (1025642) - PLMS
Louie Duck (2424866) - RHE

Optional Items

additional item you wish
to add for that child.

Check to
add /

Uncheck to
remove

add the items for and then click | Ciickonthe i MSHSAA Activites Partcipation Fee $5000
on the Check Box. Th ey will n?:ml?j ?ifl_g:e i O MSHSAA Activities Participation Fee (Family) $100.00

i 1 MSHSAA Sports Participation Fee (Family) $100.00
then appear n your Cart O MSHSAA Sports Participation Fee $50.00
NOTE - not all schools have 1 Parking Permit Fee 525,00

additional items. Quantity on

some items (ie., PE clothing) may be updated if multiple items are requested prior to clicking the check box to

add.


https://docs.google.com/document/d/1oB7WSa-7vJRS83f-8G6Gj6LVD6Qv2BhsiJ1pOIH7ars/edit?usp=sharing
https://docs.google.com/document/d/1oB7WSa-7vJRS83f-8G6Gj6LVD6Qv2BhsiJ1pOIH7ars/edit?usp=sharing
https://powerschool.lsr7.org/public/

6. When your cart is now ready for Payment > Click the Payment Type ——
|

Browse Our products..

7. A window will appear notifying you that you are leaving the school

Shopping Cart

PowerSchool PowerSchool:

district site and moving to the Payment processing website called B
RevTrak. Click > OK to proceed e e Y i

:;;;&:““‘Y Product Details:  (sw:rsos) V V
8. Enter your PowerSchool Parent Portal username and password to W

transfer your cart into RevTrak. PSS —

e :
RevTrak Continue,..s)

9. The items will appear but you must
Select each one by clicking the HAICHNS 0 518 Sk 2RRe

Checkbox as shown in the red rowse Our producs. square
anyon
hopping Cart Fees for Duck, Dewey
be [ OWw. Date Fee Type Description alance Remaining  Select
i Tiger Activity and  Tiger Activity and o
Hofiig D6/15/2018  programming Fee  Programming Fee Fiooe W
ontact Us District s
aqQ 06/15/2016 Chromebook St Cheimubosk 51500 M
Insurance Fee
Iy Account Insurance Fee
assword Reset s
olicies 06/15/2016 g;‘;‘:‘;’:em“'el" Student Athlatic Pass Fae 5135.00 =
rivacy Policy '
reducts o6/15/2016  rearBook WINAME ook wiiame Fee s7000 K
8 5 Prctectio Fees for Duck, Huey
Date Fee Type Description alance Remaining  Select
- Tiger Activity and  Tiger Activity and i
PCl o 06/18/2018 Programming Fee  Programming Fee e
District
06/15/2016  Chromebook DA Chrmistionk: si500 W
Insurance Fee Teuranae Fea
RevTrak o6/15/2016  Esical Bducation oy cicat egucation Shirt Fae s500 &
Physical Education  Physical Education Shorts i
06/15/2016 Shorts Fog Fee 59.00 =
Fees for Duck, Louie
Date Fee Type Description alance Remaining  Select
District Tard
06/15/2016 Chromebook e omenoak $30.00 =,
Insurance Fee
[(NEXTPAGE | <=== Click To Proceed...

10. On the next screen you can remove an item > Click the red X under Remove

I
11. When cart is ready, Click > Go to Checkout

Your Shopping Cart

Create an account with us, and make reordering a snap!

12. You are now ready to pay, but you must create a unique

. . . Enter your email address:[| ]
account in RevTrak if you do not have one. Click > new customer s
or Click Retu rning (You'll create a password later)

tset ® I am a returning customer

and my password is
¥ |

13. Once you are logged in, your cart should appear. Enter in your m—

billing account information for your credit card. Click > Continue S T

14. Enter your Credit card information and then Click > Verify Info
15. Click > Complete Order (An email will be sent to your email address from RevTrak)

16. If you want a receipt from PowerSchool, you can log back into PowerSchool and & PowerSt
click Payment Receipt on the left-hand menu to print a receipt. _

Mavigation g
Sy

L Eoneal Cass
Sz nadule

$ Maig Payment
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