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This job aid is designed to provide instruction in the process to update the Student Home Language 
and Student Ethnicity survey questions on a student’s enrollment record.  Users with the Office 
Manager role will be able to perform this function.  The job aid was created using the Office 
Manager role and a middle school.  
  
 
 

Step 1  Log into MiSiS with the following URL: 
http://misis.lausd.net/start, from your internet browser, 
using your single sign-on (SSO) user ID and password.   

 
 
 
 
 
 
 
Step 2  Select the correct user role from the landing page, as required (Example: Office Manager).  
 
 

 
 
 
Step 3 To initiate a student search, type in the student’s name and click on the Search icon.  
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Step 4a The Search Results are displayed below.  To access the student profile directly, click on the 

student name hyperlink, shown in blue below.   
 

 
 
Step 4b To access a specific area of a student record, click on the Action button at the end of the 

row and select an option.  In this example, Enrollment was selected. 
 

 
 

Step 5 To collapse the search results window, click the arrow displayed in the middle of the screen. 
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Step 6 Click the Edit button to edit information in the Quick Enrollment form. 
 

 
 
Step 7 Click to expand the Student Home Language section.  The ethnicity questions are already 

completed, as shown below. 
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The Student Home Language survey questions must be completed for new students in order to 
properly assess students and to populate select reports. 
 
If the survey questions were already completed correctly as part of the enrollment process, the 
Student’s Primary Language field will appear shaded, as shown below. 
 

 
 
If the student was newly enrolled to LAUSD via MiSiS prior to the primary language field being added 
to the enrollment form, the screen will appear as shown below. 
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Step 8a Complete the required fields as needed.  A completed sample is shown below. 
Step 8b Click the Save button to save entries. 
 
NOTE:  If you receive a red alert prompting you to verify address, click on the Address Search 
button and then click the Save button again. 

 

 
 
 

The Student Enrollment information updated successfully message is displayed. 
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Step 9 To access another student record, click on the Close Tab icon to close the current enrollment 

record. 
 

 
 

Step 10 Click on the Students tab to search for another student. 
 

 
 

 
Repeat steps 3-8b as needed to update additional enrollment records. 
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