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PURPOSE 

The online LAUSD Student Enrollment Portal supports the submission of enrollment 

information to schools of residence for new students enrolling in grades TK-12th grade. 

Parent/guardians may enter the information included on the LAUSD Enrollment Form, 

Emergency Information Card, and Student Housing Questionnaire in the portal. Parents may 

also upload documents to support enrollment, including Proof of Age, Proof of Address, 

Immunization Records, Individualized Education Plan, and other documents.   

Sections completed by parent/guardians and viewable/editable by school staff include:  

 Section 1 School and Address  

 Section 2 Student Information  

 Section 3 Parent/Legal Guardian 

 Section 4 Home Language and Ethnicity 

 Section 5 Student Education 

 Section 6 Children Living in Household 

 Section 7 Health Information 

 Section 8 Emergency Contacts 

 Section 9 Document Upload  

Only students who do not have a 2020-2021 enrollment in MiSiS or who are new to LAUSD 

should submit an application through this portal. This portal is not for continuing, 

transferring, or matriculating LAUSD students. The portal does not support Expanded 

Transitional Kindergarten, Choice Program (Magnet, Dual Language, etc.) or Zone of Choice 

enrollment.  

Until the application has been approved by the school, parents may edit the application and 

upload additional documents. Parent/guardians and school staff receive an automatic email 

when the application is submitted and when the application status changes. 

School staff may view, edit, transfer, and approve the applications for their assigned school 

in the Student Enrollment Portal.  After the application is approved by the school, the 

student enrollment information will be automatically uploaded to MiSiS. School staff 

complete the student enrollment in MiSiS and schedule the student. Please note the 

ability to view approved applications in MiSiS will not be available until early June.  

 

This job aid is designed to provide directions to complete the following tasks at the school 

level:  

 Log In to Enrollment Portal 

 View Administrator Home Screen 

 View and Edit Student Enrollment Application 

 Update Student Enrollment Application Status  

 Transfer an Application 

Automatic access to the Enrollment Portal is assigned to school Principals, Assistant 

Principals, School Administrative Assistants, Senior Office Techs, and Office Techs assigned 

to school sites. Staff at Local District and Central District offices are assigned access.  
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RESOURCES 

For additional information regarding to the Parent screens refer to the job aid 

parent/guardian navigation in the Student Online Pre-Enrollment Portal Materials’ folder 

For additional information regarding the Enrollment Portal, refer to the Student Online Pre-

Enrollment Portal Materials’ folder 

 

 

LOG IN  

 

Go to the LAUSD Enrollment Portal at https://enroll.lausd.net  

 

1. On the Welcome page click Log In.  

 

 

 

2. Select the Admin, Principal, Designee icon.  

 

 

 

3. Enter LAUSD Single Sign On (SSO) credentials. Click Login.   
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https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Flausd.sharepoint.com%2Fsites%2Fshhs%2Fpserv%2Fcpsa%2Fsc%2FShared%2520Documents%2FForms%2FAllItems.aspx%3Fviewid%3D43bf1b5a-155f-47a7-acfa-917f0ca70f28%26id%3D%252Fsites%252Fshhs%252Fpserv%252Fcpsa%252Fsc%252FShared%2520Documents%252F2020-2021%2520Enrollment%2520Resources%2520and%2520Forms&data=02%7C01%7Clinet.haroutonian%40lausd.net%7C26c045db372d475a460308d80350cb96%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C637262992837219885&sdata=M2pgIxZAI2mwaRrzHeOaAmvYmJekn3WakrLDaYYo3fE%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Flausd.sharepoint.com%2Fsites%2Fshhs%2Fpserv%2Fcpsa%2Fsc%2FShared%2520Documents%2FForms%2FAllItems.aspx%3Fviewid%3D43bf1b5a-155f-47a7-acfa-917f0ca70f28%26id%3D%252Fsites%252Fshhs%252Fpserv%252Fcpsa%252Fsc%252FShared%2520Documents%252F2020-2021%2520Enrollment%2520Resources%2520and%2520Forms&data=02%7C01%7Clinet.haroutonian%40lausd.net%7C26c045db372d475a460308d80350cb96%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C637262992837219885&sdata=M2pgIxZAI2mwaRrzHeOaAmvYmJekn3WakrLDaYYo3fE%3D&reserved=0
https://nam03.safelinks.protection.outlook.com/?url=https%3A%2F%2Flausd.sharepoint.com%2Fsites%2Fshhs%2Fpserv%2Fcpsa%2Fsc%2FShared%2520Documents%2FForms%2FAllItems.aspx%3Fviewid%3D43bf1b5a-155f-47a7-acfa-917f0ca70f28%26id%3D%252Fsites%252Fshhs%252Fpserv%252Fcpsa%252Fsc%252FShared%2520Documents%252F2020-2021%2520Enrollment%2520Resources%2520and%2520Forms&data=02%7C01%7Clinet.haroutonian%40lausd.net%7C26c045db372d475a460308d80350cb96%7C042a40a1b1284ac48648016ffa121487%7C0%7C0%7C637262992837219885&sdata=M2pgIxZAI2mwaRrzHeOaAmvYmJekn3WakrLDaYYo3fE%3D&reserved=0
https://enrolltst.lausd.net/en-US/Account/Login
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VIEW ADMINSTRATOR HOME SCREEN 

After logging on the Administrator Home Screen will display.  The screen displays records 

based on user access level. 

 School users –Records for user assigned school only. 

 Local District users- Records for schools within the users assigned Local District.  

 Central Office users- Records for all schools.  

 

Administrator Home Screen Features  

 

1. Search – Users may search by Application Id, Student First Name, Student Last 

Name, School, or Application Status.  

2. Search Results 

 ID- Application Id assigned by the system when the parent submits the 

application.  

 School Year 

 Student  

 School- Name of school currently assigned to application.  

 Submitted- Name of parent/guardian who submitted the application.  

 Submitted by- Date and time stamp of submission.  

 Status- Current status of the application.  

o Submitted- This status is automatically generated when the application is 

submitted by the parent/guardian. 

o In Process- School has received the application and is in progress or 

pending additional documentation. 

o Approved-The school has reviewed and deemed the pre-enrollment packet 

complete/finalized/accepted. 

o Transferred- The application has been transferred from one school to 

another school.  

o Cancelled-Application has been canceled due to parent request or because 

the student ineligible to enroll based on age or address.  
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3. Sort By- Click to sort search results by Submitted Date, Status, School, Student Last 

Name, and Student First Name.  

 

4. Home- Click Home to return to the Administrator Home Page.  

 

 

VIEW AND EDIT STUDENT ENROLLMENT APPLICATION 

 

1. Click View in the search results on the Administrator Home screen.  

 

 

 

2. The Student Enrollment Summary screen displays the application status history and 

the student application summary information.  

 

 

 

 

 

3. Carefully review all sections for accuracy and completeness.  
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4. To edit any section, click Edit this Section. Required fields are marked with a red 

asterisk.  

 

 

 

5. The enrollment application will display in edit mode. In accordance with District 

policy, update student information as needed. 

 

 

 

6. To save any edited information select an action at the bottom of the screen. 

Information entered will not be saved with selecting one of these actions.  

 

 Save and Go to Summary- Save the current section and return to the 

student enrollment summary screen.  

 Save and Continue- Save the current section and go to the next section of 

the enrollment application. 

 

The Previous button displays the previous section of the application without saving.  
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7. Review the documents uploaded by the parent/guardian in Section 9 Document 

Upload. To download the document, click View.  

 

 

8. Section may also be viewed and edited by clicking on the Section Tabs at the top of 

the screen in edit mode.  

 

 

9. To return to the Administrator Home Screen click Return to Home Page on the 

bottom of the Student Enrollment summary screen or Home at the top of the 

screen.  

 

 

UPDATE STUDENT APPLICATION STATUS 

 

After reviewing the student enrollment application the school must update the application 

status.  Application status may only be changed when the current status of the application is 

Submitted, Cancelled, Transferred, or In Progress.  

 

The application status allows school staff and the parent/guardian to monitor the process of 

the enrollment application.  The status displays on the parent/guardian enrollment screen 

and the parent will automatically receive an email when the status changes. School staff will 

also receive an automatic email.  

 

Approved status will trigger an automatic upload of the student information to MiSiS but the 

student will not be enrolled until school staff complete the enrollment process in MiSiS. 

Please note the ability to view approved applications in MiSiS will not be available 

until early June. 

7 

8 



SCHOOL USER TASKS- STUDENT ENROLLMENT PORTAL                     MAY 24, 2020 

 

 

To Change the Application Status:  

 

1. Click Update Application Status button at the bottom of the Student Enrollment 

Summary screen. This button will only display if the current application status is 

Submitted, Cancelled, Transferred, or In Progress.  

 

 
 

 

2. The Update Status window will display. Click the appropriate application status.   

If Cancelled is selected, a comment is required.  

 

 

 

 

3.  A message will display on the Administrator Home screen when the status is 

updated successfully.  
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TRANSFER AN APPLICATION 

 

Schools may need to transfer an application to another school because the school the 

parent/guardian selected does not support the student’s grade level or the student does not 

live within the school attendance boundaries. Before transferring an application, the school 

must contact the new school. 

 

To Transfer an Application:  

 

1. Click on Click Here to Transfer Application to Another School on the top 

Student Enrollment Summary screen in the application status history section. 

 

 

 

2. Select the new school and click Save.  

 

 

 

 

3. The application status will be updated to Transferred and the application will be 

accessible to the new school for processing. The school who transferred the record 

will no longer have access.  
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