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I. CHAPTER 1 — GETTING STARTED

A. INTRODUCTION

Welcome to the user guide for the Non Department of Defense Schools Program Student
Online Registration application. This web-based application will enable you to register your
children for NDSP schools. It can be found at . First,

please read the frequently asked questions in the section below.

B. FREQUENTLY ASKED QUESTIONS

1. Do I have to use the online registration system?

IF you are a new family to NDSP, you must register using the online registration system. If
you are already registered in NDSP and have an additional dependent to add, please go
through your NDSP Liaison/Point of Contact at your overseas location (if available at your
location) or register via email with the NDSP using the appropriate email addresses listed
below:

o Canada, Central America, South America -

o Europe, Africa, Middle East —

o Pacific, Far East —

2. Why should I complete the online registration?
Online Registration is required for all new families to NDSP. Completing the online

registration will automatically submit the enrolilment documentation to HQ DoDEA NDSP.

3. Must I attach documents in the online registration program?
Yes. You are required to attach:
e A copy of your orders
e Verification of birth date for students entering Kindergarten or 1% Grade (Passport or
birth certificate)
e Verification of Command Sponsorship (if the dependents are not on your orders)any
optional documents needed

e School Fee Schedule (if tuition is charged)


https://registration.dodea.edu/NDSP/�
mailto:NDSP.Admin.Americas@hq.dodea.edu�
mailto:NDSP.Admin.Europe@hq.dodea.edu�
mailto:NDSP.Admin.Pacific@hq.dodea.edu�

Page |4

e School Calendar
e Special Education/504/Gifted Education/English as a Second Language documents (if
applicable)

4. Is it required to have documents in English?
Yes, documents must be in English. may be able to assist you with any

translation needed.

5. Can | use this system to register a student that is already enrolled and returning
to the same school next year (referred to as re-registration)?

No, this system cannot re-register a student. The only items needed for re-registration is a
copy of the fee schedule and calendar of events if your child attends a private day or

boarding school. The sponsor should submit these documents to NDSP.

C. GETTING STARTED

To use the Student Online Registration system, you need two things: a computer with an
internet connection and a compatible web browser. This system has been tested for use

with the following web browsers:

Browser Platform
- Microsoft Internet Explorer 7 or later (Windows only)
@' Mozilla Firefox 3.5 or later (Windows, Mac or Linux)
& Apple Safari 5 or later (Windows or Mac)
0 Opera 10.5 or later (Windows, Mac or Linux)

If you decide to use a browser other than the ones listed in the table above, the Student
Online Registration system may not work as designed. If you would like to update your
browser to the latest version, you can browse to one of the sites below to download and

install an updated version of your preferred web browser:


http://www.militaryonesource.com/�
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Browser Upgrade Download Site

microsoft.com/windows/internet-exp

0 Internet Explorer

‘. Maozilla Firefox
& Apple Safari
Opera

%

Il1. CHAPTER 2 — ACCOUNT MANAGEMENT

A. CREATING AN ACCOUNT

Open your web browser and go to the following URL:
https://registration.dodea.edu/NDSP/

When the page loads, you should see the following screen:

F 0 ¥ @EF Tyl e C: S I U - S ST o R I S,

NDSP Student Online Registration

Legal Notice

Yzu zre sccessitg 2 LS. Government (LEG) Inforat or Systen {IS) tatis arovided for USE-avthorizad ass orby

Sy uzing this £ (whch inzludes av device attachzd <2 this 2. you corsent t2 ths follzwing conzitions

* Tae JSG rout ney ntercepts and mon toss com-wricatizne or this IS fo- susozes including. out not i~ited tz. penetrat or festing
CCMSEC ~wo-itoring. netwok ope-atizns ard defense. personne m sconzuct (PM), law enfozer-ert (LZ), and cou-te~in:zll gence (Cl)
imvestigsticns

o At zmy lime, tre USG may inzpect znd seizz dafa storzd tn 1hig IS

# Commun calio-s _sing. or catz stzrec or ths |5 are nol prvate are subjsct to rcutine monitcring. intercestizn. anc search, end mey be
d sclozec or used for 2ny USG-aut-orzed purpass

e Thig IS incudes securty rezsures je.c ., adthsnt catio- a~d sccess contals) to protec: LSG ntrests—ot fo- yoor parsonzl ben=fil or
privacy

= Mowwthzta~ding the abave. _sing thiz IS coes not constizate coqsent 1o P, LE or Clinvesticative szarching ar montosng of the contet of
pivilzged communizat ons. or wors product, ~=letec to cerzoral repressnisticn or ssnicas ov

o-neys, osychotherapizts, or cle-gv, anz

thei- assistants. Such commun c2tions ans wor< prad.ct sre arivale end cofidetizl See t-e User Screement “or cetzilz

Click the “OK” button if you agree to the conditions. After you click the “OK” button, the

following page will load:


https://registration.dodea.edu/NDSP/�
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For Official Use QO nly

NDSP Student Online Registration

NDSP Student Online Registration

Version 1.0, Last Updated on Aug 4, 2011

New to this site? Create an account here:

Create a new account »

\ Log in here if you have already created an account:
\ Usermame
\ Password
Login »

Forgot your password?
Have a new one generated and emailed to you:

Username

‘ Generate a new password |

__©.2011 Deparment of Defense Education Actviy__|_Reportatug ___Contactus | __NDSP | _FOA__|_PriaorAd _ Reumiotip

There are three sections along the right hand side of this page. The first (top) section
enables you to create an account. The second (middle) section enables you to log in after
you have created your account. The third (bottom) section enables you, after you have
created your account, to have a randomly generated password emailed to you if you forget

your password. See part D — Resetting a Forgotten Password for more information.

The first (top) section is the one we are most interested in since it enables you to create
your account. Click the “Create a new account” button to begin the process of creating your

personal account. You should see the following page:



F or 0Official Use

NDSP Student Online Registration

Step1 Step2 Finish

Choose Your Username and Password

Create Account
Step 1 - Choose Your Username and Password

Some fields are required and others are optional. * Denotes a required field

Username®

| (Mot case sensitive)
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Completion Status

B Username* Not Completed

B Password* Not Completed
& Confirm Password* Not Completed

& Firstname* Not Completed

Username must be at least 6 letters and/or numbers in length but no longer than 50 a8l

Optional
Spaces. special characters and punctuation are not allowed

& Lastname* Not Completed

Password® Confirm Password® B Current Address* Not Completed

B My address is Not Completed

B Phone Number* Not Completed

Mote: Your password must meet the following criteria

& Email* Mot Completed

B Must be at least 10 characters long but not longer than 50 characters

B Confirm Email* Not Completed

B Must contain at least 1 uppercase letter
You will not be able to save your information and
create your account until all fields are completed

& Must contain at least 1 lowercase letter
Can contain 0 or more special characters (~@#3%"&*_+-)

@ Must contain at least 1 number

& Your password is valid and matches your confirmation password

« Prev | MNext »

Cancel ‘

02011 Depariment of Defense Educaon Aciviy__|_Reportabug ___CarlactUs ___|_NDSP__|_FOK__|_PrvacyAct | Remiolop ___

As you can see in the picture above, there are many colored boxes along the right-hand
side of the page. These boxes are indicators of the completion status of each field you must
fill out in order to create your account. All but one start out red, which means they are
blank and need to be completed. The other box is blue, which means it is optional and does

not have to be filled out in order to create your account, but you can fill it out if you like.

Since you are on Step 1, you must enter a username and password of your choosing before
you can continue to the next step. Underneath the username field is a red box that indicates

the requirements of a valid username for this system. A valid username must be at least six
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(6) letters and/or numbers in length but no longer than 50. Spaces, special characters and

punctuation are not allowed. The red box will turn green when you have entered a valid

username. Usernames are not case sensitive.
Examples of valid usernames:

¢ Johnsmith e Smith21

e JSmith e Js19670ne
Examples of invalid usernames:

¢ john.smith (has punctuation)

e $mith21% (has special characters)

e Js 1967 one (has spaces)

After you have entered a valid username, you need to choose a valid password. Underneath

the password fields are six (6) red boxes, each of which indicates a requirement that must

be met for a valid password. They are, from top to bottom:

e Must be at least 10 characters long but not longer than 50 characters

e Must contain at least 1 uppercase letter

e Must contain at least 1 lowercase letter

e Can contain special characters (—!1@#%$%"™N&* +-)

e Must contain at least 1 number

e Your password is valid and matches your confirmation password

Each box will turn green as each requirement is met while you enter your password. If you

have entered an invalid username and/or password, you may see something similar to the

following picture:



O fficial

NDSP Student Online Registration

Step 1 Step2 Finish

u

=

e

o n 1y
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Choose Your Username and Password

Create Account
Step 1 - Choose Your Username and Password

Some fields are required and others are optional. * Denotes a required field

Usemname®

| My Username o
(Mot case sensitive)

Username must be at least 6 letters and/or numbers in length but no longer than 50.

Spaces, special characters and punctuation are not allowed

Password® Confirm Password®

seessesssnnsne sssssnssnesne

Mote: Your password must meet the following criteria

Must be at least 10 characters long but not longer than 50 characters
& Must contain at least 1 uppercase letter

Must contain at least 1 lowercase letter

Can contain 0 or more special characters (~I@#3%"&"_+-)

& Must contain at least 1 number

& Your password is valid and matches your confirmation password

Cancel ‘

« Prev | Mext »

Completion Status

4| Username™

4| Password®

4| Confirm Password*
& Firstname*

8

& Lastname®

B Current Address®
= My address is

& Phone Number*

& Email®

& Confirm Email*

Invalid

Invalid

Invalid

Mot Completed
Optional

Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed

Mot Completed

You will not be able to save your information and

create your account until all fields are completed

__& 201 Department of Defense Education Aciviy _|__Reportabug | ContactUs | _NDSP____FOW | PrvacyAd | Reumioip

Notice how the completion status boxes along the right are yellow and indicate that the

Username, Password and Confirm Password fields are invalid. In the picture above, the

username is invalid because it contains a space (the box beneath the username is also red,

indicating the username is invalid). The entered passwords are also invalid because three

(3) of the six (6) requirements listed below the fields have not been met. The boxes that

are green indicate those requirements have been met. In the picture above, the following

requirements have been met:

Must be at least 10 characters long but not longer than 50 characters

Must contain at least 1 lowercase letter
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e Can contain special characters (—!@#$%"N&*_+-)
and the following requirements have not been met:

e Must contain at least 1 uppercase letter
e Must contain at least 1 number

e Your password is valid and matches your confirmation password

If you have not met the requirements for your username and password, please review them
and enter a new username and/or password which meets the requirements. You will not be

allowed to continue to the next step until you have successfully met the requirements for

your username and password choices.

Once you have entered a valid username and password you should see something similar to

the following picture:
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F or o fficial Us e QO n 1y

NDSP Student Online Registration

Step 1 Finish

Choose Your Username and Password

Create Account
Step 1 - Choose Your Username and Password

Some fields are required and others are optional. * Denctes a required field

Username*®

| MyUsername ;
(Mot case sensitive)

Spaces. special characters and punctuation are not allowed.

Password*® Confirm Password®

Soccooooooood] SoooooooCooon

Mote: Your password must meet the following criteria

Username must be at least 6 letters and/or numbers in length but no longer than 50.

Completion Status

Username*
Password*
Confirm Password®
& Firstname*

B M

B Lastname*

B Current Address*
B My address is

B Phone Number*

Completed
Completed
Completed
Not Completed
Optional

Mot Completed
Not Completed
ot Completed

Mot Completed

Step 2

& Email* Not Completed

Must be at least 10 characters long but not longer than 50 characters

& Confirm Email* Not Completed

Must contain at least 1 uppercase letter
“ou will not be able to save your information and
Must contain at least 1 lowercase letter

create your account until all fields are completed
Can contain 0 or more special characters (~!@#3%M&*_+-)

Must contain at least 1 number

Your password is valid and matches your confirmation password

Cancel a Prev Mext »

The requirements box for the username is green, indicating that a valid username has been
entered. All of the requirements boxes for the password are green as well, indicating that a
valid password has been entered and confirmed. Notice the completion status boxes on the
right are green and show that the Username, Password and Confirm Password fields are

now complete. Now that you have entered a valid username and password, click the “Next”

button at the bottom of the page to go to the next step.

Step 2 is to be completed the same way as Step 1. Enter your name, current address,
choose whether your current address is temporary or permanent, your current phone
number and your email address. Enter your email address in both the Email field and the
Confirm Email field in order to make sure you have entered it correctly. Your email is used

to send you a confirmation code that you will use to activate your account. An example of a
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completed Step 2 is below (do NOT enter the information shown below; enter your actual

information):

For © €101l clal U3 & o n I vy

NDSP Student Online Registration

Step 1 Step 2 Finieh

Enter Your Basic Profile Information

Completion Status
Create Account

Usarnama” Complsted
Step 2 - Enter Your Basic Profile Information
Some fields are required and others are optional. * Denotes a required field Password* Complatad
Frrstname” M Lastname® Conflrm Password® Completed
l Firstnsois Laginpmy Flrsmtname* Caompleted
Current Address*
[ 7 Al Optional
123 Any Street
Any City. CA 20910 Lastname” Completad
Current Address® Completad

My address is: & Temporary € Parmanant *

Phane Numbar My address Is Cemplated
[ 555-555-55558 Phone Humbar® Complstad
Boil* Email* Completed
[ mysmeii@intaniet con Confirm Emall* Completed

Confirm Email*
rou will not be able to save your information and

[n\\'ema;l@mtemel com create your account until all fields are completed

= A confirmation code will be sent o your email address to activate your account
= Your amail can alsa be uged ta send you a new password in case you farget it

I Cancal | = Prov 1 Maxt = |

© 2011 Depanment of Defonao Education Adiviy | Renortabug | Contactts | NDSP | _FOA | PragAd | Remiotn
Once you have successfully entered your current information, click on the “Next” button

again to go to the Finish step.
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For OTfficial U s e O n 1y

NDSP Student Online Registration

Step1 Step2 Finish

Save Your Information and Create Your Account

Completion Status

Create Account Username* Completed
Finish - Save Your Information and Create Your Account

Some fields are required and others are optional. * Denotes a required field. Password” Completed
Please make sure you have entered the correct information. You may also change it after Confirm Password* Completed
your account has been created
Firstname® Completed
B m Optional
Lastname™ Completed
Please enter the above letters (not case sensitive) (What's this?)* .
Current Address* Completed
uxggim Try another —
My address is Completed
Save my information and create my account Phone Number* Completed
Email* Completed
Confirm Email* Completed
You will not be able to save your information and

create your account until all fields are completed

Cancel | « Prev | Next » |

2011 Deparmentof Deferse Education Adiy ____Reporiabug ____ ConiaclUs _____NDSP_|__FOA___PriacyAc | Retmiobop ___

The Finish step gives you the opportunity to review your entries by clicking on the “Prev”
button to go back to the previous steps. When you have finished reviewing each step, you

can click the “Next” button to get back to the Finish step.

The Finish step is also where you enter the letters shown in the picture. This is called a
CAPTCHA, which keeps malicious computer systems and programs, known as bots, from
creating accounts. If you would like to read more about CAPTCHASs, you can read the article

about it on Wikipedia (DoDEA does not endorse Wikipedia or its content) at:
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http://en.wikipedia.org/wiki/CAPTCHA

Enter the letters you see in the picture into the box. The letters are not case sensitive, so if
a letter is shown as an “A”, you can still enter an “a”. Remember, these are letters only;
numbers are not a part of the random characters.

If you enter the wrong letters for the CAPTCHA, and you click the “Save my information and
create my account” button, you will be prompted to enter a new set of letters. If you cannot
read the letters in the picture, you can click the “Try Another” button that is next to the box
where you enter the letters. Clicking this button will load a new picture with a different set
of letters for you to enter. If have entered the wrong letters, you will see something similar

to the picture below:

NDSP Student Online Registration

Step1 Step2 Finish

Save Your Infermation and Create Your Account

One or more of your antries are ifnvalid

=] a Your entry for the characters in the image is invalid. Please try again

Completion Status
Create Account

Ed Username* Completad

Finish - Save Your Information and Create Your Account
Some fields are required and others sre optional * Denotes a required field E3 Password’ Complated
Flease make sure you hawe entered the correct information. You may also change it after Confirm Password® Complated

your account has boen cratoed
B Firstname” Comphoted
(7 ] Oipticonal
B Lastname” Comploted
Pleass anter the above letters (not case sensitive): (Mithat's this?)*
B Current Address® Completad
Try ancthar |

— B My addiess is Comphoted
Save my information and create my account E Phone Number* Completed
Email* Campleted
Confirm Emall® Completed
You will not bo able to save your informiation and

ields are completed

créate your account until

Cancel = Prev | e ]
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Once you have successfully entered all of your information as well as the CAPTCHA letters,
click on the “Save my information and create my account” button to do just that. Your
account will be created and you will be taken to the main page that we saw earlier. This

time it also has a message along the top of the page notifying you of the success:

For oOofficial Use o n 1y

NDSP Student Online Registration

= Thank you for creating your account! Please check your email in about 10 minutes for your activation code. You will be asked for it the
first time you log in. If you cannot find the email, it may be in your Junk email folder.

NDSP Student Online Registration

Version 1.0, Last Updated on Aug 4, 2011

New to this site? Create an account here:

Create a new account »

Log in here if you have already created an account:
Usemame
Password
Login =

Forgot your password?
Have a new one generated and emailed to you:

Username

‘ Generate a new password

For Official Use O n 1y

Don’t forget to check the email account you entered during your account creation for the
email from noreply@hg.dodea.edu with the subject of “NDSP Student Online Registration
Account Confirmation”. Please wait about 10 minutes for the email to arrive. If, after 10

minutes, you cannot find the email, it may be in your Junk email folder.
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Once you have received your account creation confirmation email, follow the instructions in

the email to activate your account. The contents of the email should be similar to the

following:

(Oa HY U+ 9 )+
(i |

Message Add-Ins Adobe PDF

;»% -4@ '_% 2 - x -—.jl i;; jﬁ % &, safe Lists - Eﬁ Y

MDSP Student Online Registration Account Confirmation - Message (Plain Text)

>

e o s Call e e Rule Adions « | Senger — 1o UK SO TR oread
Respond Actions Junk E-mail (F Options (F]

From: noreply @hg.dodea.edu

Co

Subject: MDSP Student COnline Registration Account Confirmation

33 Find
2y Related ~

Ly Select -
Find

Sent:

-8B X

Thu 8/11/2011 11:05 AM

For 0fficial Use Only // Privacy Act Data
Dear Your Name,

Thank you for creating your account. Please activate your account by:

b mop/

1. Going to the following URL:

2. Logging in with your username and password.
3. Entering the following activation code:
UeDs6-H1T2

Once you have activated your account you may begin registering your students.

Thank you,
The NDSP Student Online Registration Team

For 0fficial Use Only // Privacy Act Data

Please note this email has been automatically generated. Please do not reply to this email.

[

[l
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The activation code in the email is in the form of alternating letters and numbers. The
activation code in the example email above is J1S9-V6T4. This means that it is the letter J,
the number 1, the letter S, the number 9, the letter V, the number 6, the letter T and the
number 4.

Log into the site with the username and password you chose during account creation. If you
type in an incorrect password five (5) times in a row, when trying to log in, your account
will be locked for five (5) minutes for the safety of your data. When you successfully log in

for the first time you should see something like the picture below:

Fadr @i¥Ti%iad 435 0nly

NDSP Student Online Registration

Welcome, Your!
You need to activate your account before you may continue. '
Activate Account

Enter your activation code to activate your account

All fields are required

Activation Code

’7| 2t ’7‘ {Four characters per field)

‘ Activate my account ‘ | Cancal ‘

92011 Deparment of Defense Education Activity Reporta bug v 5 Return fotop

Far @andedal Ase o0 ly
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Enter in the activation code you received in your confirmation email. You can either type the
code in manually or you can copy and paste it from your confirmation email. Once you have
entered your confirmation code, you should see something like the picture below (enter the
confirmation code you received in your email, not the one in this example):

For 0fficlal Use ©0nly

NDSP Student Online Registration

Welcome, Your!
You need to activate your account before you may continue. ' | |I
Activate Account

Enter your activation code to activate your account
All fields are required

Actwation Code

M- A ‘ (Four characters per field)

‘ Activate my account ‘ | Cancel ‘

2011 Department of Defense Educaion Actiiy Reparta bug Coptaclls Retun fotop

Falr adftaial dale Daill
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Click the “Activate my account” button to activate your account. If you did not enter your
confirmation code correctly, you will see something similar to the picture below and will

have to enter your code and click the “Activate my account” button again:

For Official Use O n |l y

NDSP Student Online Registration

Your activation code was incorrect. Please enter the 8-character activation code you received in your account canfirmation email, four
characters per entry field.

Welcome, Your!

You need to activate your account before you may continue.

Activate Account
Enter your activation code to activate your account

All fields are required

Activation Code
- (Four characters per field)
Activate my account ‘ Cancel ‘

= oo menoss o Rowtaog | omavs o | fon | rasara | camow

For Official Use Only
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If you entered your activation code correctly you should see something similar to the
following:

For official Use On Iy

NDSP Student Online Registration

Thank you for activating your account! You may now start registering your children.

Welcome back, Your!
What would you like to do?

e R R R e

Getting Started Is your information current? Update »
‘&l Please remember that this registration application DOES NOT Address Type ~ Temporary

guarantee your child(ren) registration in the Non-DoD Schools

Program (NDSP). You might be required to submit School Fee Address 123 Your Addr, Your City, CA 91010

Schedule and Calendar if not published online.

Phone Num 666-666-6666

New Registration Email
0 Create a new registration for one or more students. This
allows you to enter the required information needed to Other DOCU ment LlnkS

register your students in a non-DoD School.

Forms to Download and/or Print
F . c * means a form is required
4 Edit ReQIS[rauon « Verification of Command Sponsarship
./ Edit or continue filling out a registration. Any registration you » Home Based Education Plan
have submitted to HQ DoDEA NDSP will not be editable.

Frequently Asked Questions View »

You have not created any registrations

T
F o

r official Use On Iy

Once you have activated your account, you will be able to create a new registration. First,
let’s break down what you see in the picture above since this is your home page when you
log in. The screen is divided into two halves, a left half and a right half. The left half is titled
“Getting Started” and provides links to create a new registration and, once you have created

your registration for this school year, edit an existing registration you have already created.
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The right half of the screen contains three sections. The top section, titled “Is your
information current?” shows your contact information and provides a link (labeled “Update™)
to the right of the title to update your information. See part C — Updating Your Account

Information below for more details.

The middle section, titled “Other Document Links”, lists documents which may be

required/optional by the sponsor.

The final section, titled “Frequently Asked Questions” only provides a link (labeled “View”) to
view the frequently asked questions page. This page lists informative questions and answers
and may be periodically updated. A similar frequently asked questions section is provided on

pages one and two (1-2) of this document.

C. UPDATING YOUR ACCOUNT INFORMATION

On your home page, you can click either the “Update” link next to the “Is your information
current?” section on the right or you can click the “My Account” link at the top right, in
between the “Home” and “Logout” links, to go to the page that will allow you to update your
account information. When you click either of the links, you may see something similar to

the picture below:
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NDSP Student Online Registration

Completion Status

My Account Update My Account Firstname” Complated
Some fields are required and others are
optional. * Denotes a required field. Bm Optional
Update any information that has changed. Lastname* Completed
. Current Address* Completed
Firstname* ] Lastname*
Your | I:l |Name My address is* Completed
Current Address* Phone Number® Completed
123 Your Addr, > i
Your City. CA 91010 Email Completed
Confirm Email* Completed
My address is*= & Temporary ¢ Permanent |0 Password Not changed ‘
Phone Number*
|!:l‘ Confirm Password Not changed ‘

666-666-6666

Email*

Confirm Email*

= Ifyou change your email a message will be sent to both your old and new
addresses notifying you of the change.
= Your email can also be used to send you a new password in case you forget it

You will not be able to save your information and
create your account until all fields are completed

' If you would like to change your password you may do so using the fields
below. Leaving them blank will leave your password unchanged. Only enter a
new password in the fields below if you want to change your current password!

Passward

Confirm Password

Note: Your password must meet the following criteria

& Must be at least 10 characters long but not longer than 50 characters
& Must contain at least 1 uppercase lstter

@ Must contain at least 1 lowercase letter

Can contain 0 or more special characters (~1@#5%"8&"_+-)

B Must contain at least 1 number

& Your password is valid and matches your confirmation password

Update My Account

® 2011 Depariment of Defense Education Activity Report a bug Contact Us m Return to top
a |l U s e o nly

For Offici
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This page is similar to what you saw when you created your account. The information you
entered during the account creation process can be updated by using this page. Just click on

the information you would like to change and type in the new value.

If you choose to update your email address, a confirmation email will be sent to both your
old and new email addresses in order to inform you of the change. Please note that every
field is required except for the “Password” and “Confirm Password” fields. The two (2)

password fields are only required if you would like to change your password. If you decide
to change your password, keep the password requirements in mind. They are, from top to

bottom:

e Must be at least 15 characters long but not longer than 50 characters
e Must contain at least 1 uppercase letter

e Must contain at least 1 lowercase letter

e Must contain at least 1 special character (—!1@#%$%"N&* +-)

e Must contain at least 1 number

e Your password is valid and matches your confirmation password

When you are done entering in your updated information, click the “Update My Account”

button. If you do not want to change your account information, click the “Cancel” button.

D. RESETTING A FORGOTTEN PASSWORD

Each time you visit the NDSP Student Online Registration site, before you log in, there is a
place for you to enter your username in case you forgot your password. See page 4 if you
have forgotten where this is located. If you choose to enter your username and click the
“Generate a new password” button, a new, randomly generated password will be emailed to
the email address you provided when you created your account (or the updated email
address if you changed it when you updated your account). Follow the instructions provided

in the email to log in with the random password and do not forget to set a new password by
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updating your account. Please note the random password is 15 characters long, so if you do
not type 15 characters for the password when you go to log in you will not be successful. If
you would like to read more on how to set a new password, see part C — Updating Your

Account Information above.

Don’t forget to check the email account you entered during your account creation (or
changed when you updated your account information) for the email from

with the subject of “NDSP Student Online Registration New
Password”. Please wait about 10 minutes for the email to arrive. If, after 10 minutes, you

cannot find the email, it may be in your Junk email folder.

I11. CHAPTER 3 — REGISTRATIONS

A. CREATING A NEW REGISTRATION

Creating a new registration allows you to enter you and your child(ren)’s information into
this system and submit it to HQ DoDEA NDSP. Also remember that this registration
information DOES NOT guarantee your child(ren) registration in the Non DoD Schools

Program.

While on your home page, right after logging in or clicking the “Home” link at the top right

of any page, click on the “New Registration” link in the left half of your home page. This will

take you to the Registration page. Continue reading in part C — Completing a Registration

below for guidance on how to complete your registration.

If you have already created a registration, continue reading in part B — Editing a

Registration below for guidance on how to edit your registration.

B. EDITING A REGISTRATION

If you have already created one or more registrations, then you will notice that they are

listed under the “Edit Registration” section:



Getting Started

(' Please remember that this registration application DOES NOT
guarantee your child(ren) registration in the Non-DoD Schools
Program (MDSF). You might be required to submit School Fee
Schedule and Calendar if not published online.

New Registration

@ Create a new registration for one or more students. This
allows you to enter the required information needed to
register your students in a non-DoD School.

» Edit Registration

V. 4 Edit or continue filling out a registration. Any registration you
have submitted to HQ DoDEA MDSP will not be editable.

School .
Location
Year
i Wi WA
2013-2013 Ifternatmnal School Wiesbaden, Wieshaden
Germany Edit =
2011-2012 ?erlm British Schoaol, Berlin |
Germany View
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The table lists the registrations you have already created. It shows the school year that

each registration is for, its location and either an “Edit” or “View” link. The “Edit” link allows

you to continue editing your registration. If you would like to read on how to edit your

registration, continue reading in part C — Completing a Registration below. The “View” link

allows you to view an already-submitted registration. If you would like to read on how to

view your registration, please read part F — Viewing a Registration.
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C. COMPLETING A REGISTRATION

Let’s take a look at the different parts of the registration page:

NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll Finish

Privacy Act Statement and Initial Information

Start - Privacy Act Statement and Initial Information Completion Status for Start

Some fields are required and others are optional. * Denotes a required field. Click on an item name to navigate to that item so
You can save now and come back later. Click the Next or Prev buttons will auto- Scroll Here that you may complete it:

save.

Entering School Year* Completed
PRIVACY ACT STATEMENT

Destination Country™ Completed
AUTHORITY: 10 USC 1605, 20 USC 926(b)

PRINCIPAIL PURPOSE(S) Required to determine enrollment eligibility of authorized DoD

dependents supported by the Non-DoD Schools Program. Also used as a management tool for

statistical analysis, tracking, reporting, evaluating program effectiveness and conducting

research.

ROUTINE USE(S): Data is collected and entered into the automated NDSP World-Wide
System for use by DoDEA personnel in providing educational and management programs.
Release of student information to non-DoDEA persannel is restricted to U.S. Government
personnel and other authorized individuals as approved by DoDEA_ Sponsor information may
be released to other schools, colleges, and prospective employers as part of the individual
student record.

DISCLOSURE: Voluntary; however, failure to provide the requested information may delay or
result in the denial of educational benefits for the dependent of the individual requested to
complete the form.

Entering School Year®

2012-2013 |+

Destination Country®

‘ Burma ~

Cancel | | | Next » |

© 2012Dopunert ot Dt oy | aportatog——ontvs——| 05— o | Prvcyset | _Retmion
F or O fficial Us e O n | vy
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The orange bar across the top of the page lists the sections you have to complete before
you can submit your registration to the registrar. In this case it is showing five (5) sections:
“Start”, “Section 1”7, “Section 117, “Section I11” and “Finish”. It also allows you to navigate
from one section to another by clicking on the name of the section. The gray bar
underneath shows the description of what the section is for. Please note that you must
select your child(ren)’s entering school year on the Start section before you can navigate to

another section.

There is a link titled “Scroll Here” which is immediately to the right of the “* Denotes a
required field” text. Clicking this link will scroll your page to the point where most, if not all,
of the form should be visible on your screen. For this to be most effective, please make sure
your web browser is maximized to fill your whole screen. This should allow you to see the

fields to complete as well as the “Prev” and “Next” buttons.

Again, just like when you created your account, the right side of the page shows the
completion status. However, unlike when you created your account, it only lists the
completion status for the fields that are for currently shown section. Required fields still
have red stars next to their names and show up as a red box when not completed. Optional
fields show up as blue boxes and completed fields turn into green boxes. You can also click
the name of the field in its box to put focus to that field. Clicking the name of the field will

highlight that field and make sure it is shown on the screen so that you may complete it.

1. COMPLETING THE START SECTION

Try clicking the red box on the right that is labeled “Entering School Year”. Notice that it has
a star next to the name, indicating that it is a required field. After you have clicked the
underlined text, the Entering School Year dropdown field will be highlighted. Click the down
arrow next to the “Select one” text to show a list of selectable school years. You should see

something similar to what is shown below:
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NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll

Privacy Act Statement and Initial Infermation

Start - Privacy Act Statement and Initial Information Completion Status for Start

on an item name to navigats to that item o

Sz £ = zra reoyine n r= nzl = Deno reauited § L Click

that you

Entering School Year® Completed
& Destination Country® Mot Completed

DISCLOSURE: W

esult in the

complete the form.

Cancel | Sa'.'a| Next »
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Select your desired school year from the dropdown list. Once you have selected your
entering school year, the status indicator for that field will turn green and you will be

allowed to navigate to another section.

Please note that you do not have to click on the completion status box to complete each

field. You can directly click on a field and complete it as well. Clicking on the completion

status box is just a convenient way to select a field if you cannot easily find it.

Select your destination country. Notice that it is listed as required along the right hand side

of the page and that it does have a red star next to its name.

Once you have selected your entering school year and have selected as much as you know
about your destination, you can click the “Next” button that is near the bottom of the page.
You may have noticed there are other buttons there as well. There is a “Cancel” button
which will discard any changes you have made to the current section. There is a “Prev”
button which will navigate to the previous section (if there is one). Each time you click the
“Prev” or “Next” buttons, the information you have entered for the step you are navigating

away from is automatically saved.

In addition, there is a “Save” button which allows you to manually save the information you

have entered for the current section. This enables you to save your information if you need

to step away from your computer for a while. If the “Save” button is disabled and grayed

out then your information has already been saved.

2. COMPLETING SECTION |

Section | is where you enter information about your child(ren). This information includes
their legal name, birth date, school, home school, entering grade and start date. There is
also a short questionnaire that helps us better understand the educational needs of each

child.
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Section | is a bit different from the other sections. An annotated picture is below which

describes all of the special elements which make up this section:

NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll Finish

Student Information

Section | - Student Information Completion Status for Section |

an item na

Click on

= to navigate to that item so

that you may complete it:

First Name* Compisted
First Name" M Last Nams" Use to =
= — scroll (7 il Optional
| N | | i down =
Birth Date” Destination School Last Name® Completed
08/ 222002 Schoo E i Completed
{Inciude City e.g., School, City) ied Soilse P
Destination School Completed
b
Home School* Compi=ted
3 Entering Grade® Completed
L
Start Date* Completed
*fou have chosen to enter detsils for 1 student. ou
=t Child | Special Meeds Questions Incomplate
Student Completion Status Complete 8| Incompletz | @ Blank
1
Nz 3 4 5 6 T & 5 10 11 t i5 16 17 18 18
20
Add Student || Remove Cumrent Student
Cancel a Prev ‘ Ssve MNext »
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Again, these special elements only apply to Section I. They are as follows:

1.

Scrollbar — The up arrow for the scrollbar allows you to scroll up through the fields
for the current child. These fields include the basic student information as well as the

special needs questionnaire.

. Scrollbar - The down arrow for the scrollbar allows you to scroll down through the

fields for the current child. These fields include the basic student information as well

as the special needs questionnaire. You will have to scroll down (using either the

mouse wheel or clicking the down arrow) to see the additional fields initially hidden

from view.

Student Information Panel - This shows the number of students you are choosing

to enter as well as the current student that you are working on.

Student Completion Status Legend and Navigation Bar — The legend shows
what the three different completion status icons mean: (green checkmark) indicates
all fields for the student are complete; (yellow exclamation mark) indicates one or
more fields for the student have not been completed; (red dash) indicates none of the
fields for the student have been completed. An icon or number may be clicked, with
the left mouse button, to switch to that student to complete the fields for. If a

number does not have an icon over it then that student has not been added yet.

Add Student and Remove Current Student — The “Add Student” button enables
you to add another student to enter information for. If the current student is blank,
then you will not be able to add another student until you have completed at least
one of the required fields. The “Remove Current Student” button removes the current
student as indicated at the top of the Student Information Panel as well as the

blinking number.
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6. Student Navigation Buttons — These buttons allow you to navigate back and forth
between your added students. Each button click moves forward or backward one
student at a time. If navigation in a particular direction is not possible then the
appropriate button will be disabled and grayed out. If you would like to navigate to a
specific student you may also click the appropriate icon or number as described in

item 4 above.

The following fields are required for each of your children:
e First Name — Enter the first name of your child

Last Name — Enter the last name of your child

e Birth Date — Either enter your child’s birth date in MM/DD/YYYY format or use the

calendar that appears when you click on the field

¢ Home School — Select ‘Yes’ if your child is under Home Schooling or else select No

e Entering Grade — Select the grade your child will be entering for your selected

school year from the dropdown list

e Start Date — Select the anticipated/original Start Date at the NDSP School.

e Special Needs Questions (the numbered questions from 1 through 6)

1. Use the dropdown to select if your child was formally assed for Gifted Education.
Also, use the other dropdown to select if your child was found to be eligible or

not.

2. Use the drop down to select your child’s primary language and any additional
language that he/she would speak at home. Please also use the drop down to

select if your child received ESL services before.

3. Use the dropdown to select if your child received additional services (Remedial

Reading Instructions and Remedial Math Instructions).
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4. Use the dropdown to select if your child was previously assessed for an Individual
Education Program (IEP). Also, use the other dropdown to select if your child has

an active IEP.

5. Use the dropdown to select if your child is eligible/enrolled in Exceptional Family

Member Program.

6. Use the dropdown to select if your child has received any non-special education

assistance. Also, use the other dropdown to select if your child has a 504 Plan.

You may also enter optional information for your child as well. The optional fields include:
¢ Middle Name — Enter the middle name of your child

¢ Destination School — Enter the anticipated destination school of your child.

Once you have entered all of the necessary information for your first child, you may click
the “Save” button to save the information for that child. If you have additional children you
would like to enter information for, click the “Add Student” button to add another child.
Complete all of the fields for this child, as you did for the first child, as well. Repeat this

process for every child you would like to enter information for.

If you make a mistake and enter an extra student, or you would like to remove a student
you have already entered, select the appropriate student by clicking the student navigation
buttons or clicking the navigation bar (see page 31 for more information) and then click the

“Remove Current Student” button.

Once you have entered all of the necessary information for the children you have chosen to

provide information for, click the “Next” button to proceed to the next section.

3. COMPLETING SECTION |1

Section 1l is where you enter information about the sponsor of the children.
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NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll Finish

Sponsor Information

Section Il - Sponsor Information Completion Status for Section Il
Some fields are required and others are optional. * Denotes a required field Click on an item name to navigate to that item so
You can save now and come back later. Click the Next or Prev buttons will Scroll Here that you may complete it
auto-save -

First Name* Completed =
First Mame* M Last Mame*

i} Optional

| Sponsor | | Kid aw L
Title / Rank* Unit/Crganization Assigned Duty Phone Last Name* Completed
| Col | Title / Rank* Completed
LocauonlogSntiGouninyg B Unit/Organization Assigned  Optional
Assigned”
|ElL|rma (BU) v| B Duty Phone Optional
Post Location * (Your Orders will state your Post Location. If you can't locate it on the HocatonicHlmtGount Completed

p— Iy
drop-down bar, select the Country and "Other”. You can find your DSSR Rate here.) Assigned*
|ElL|rma - Other V|

Post Location * Completed
Major City * (What Major City is 50 miles or closer to the Post Location?)
|ElL|rma - Rangoon V| Major City * Completed
Rotation Date * (DEROS) Rotation Date * Completad
8/3114 .

Are you assigned under Mot Completad

Are you assigned under EMS or SAD? * L
FMS or SAD? * (Foreign Military Sales or Security Assistance Office?)

B Address Line 1* Mot Completed
|Se|ect one v
Mailing Address (e.g. APO/FPO) B Address Line 2 Optional
Address Line 1* Address Line 2 City
| | B City Optional

B Ctata Artinnal | ¥
State Post Code  Country
| |Se|ect one v
Email* Home Phone

Cancel ‘ « Prev ‘ Save ‘ Next » ‘

The fields which are required for the Sponsor are:
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e First Name — Enter the first name of the sponsor

e Last Name — Enter the last name of the sponsor

e Title/Rank — Enter the sponsor’s appropriate title or rank

e Location of Unit/Country Assigned — Select the Country Assigned from the

dropdown list

e Post Location — As stated on your Orders. If you can’t locate it in the drop down

you may select ‘Other’. A link to the DSSR rates is also provided next to the label.

e Major City — Select a Major City that’s 50 miles or closer to your post location. If
you do not have a major city within 50 miles please select ‘No, there are no major
cities within 50 miles’ but, if there is a major city but, it’s not listed in the drop down

box provided, please select ‘Other’.

e Rotation Date (DEROS) — Enter the applicable date in a MM/DD/YYYY format or

use the calendar that appears when you click on the field

e Are you assigned under FMS or SAO? (Foreign Military Sales or Security

Assistance Office?) — Select Yes/No and if you select yes, select FMS or SAO

¢ Mailing Address (e.g. APO/FPO) — Address Line 1 is required

e Email — Enter the sponsor’s primary email address

You may also enter optional information for the sponsor as well. The optional fields

include:

< MI — Enter the middle initial for the sponsor
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- Unit/Organization assigned — Enter the name of the organization the sponsor

works for

< Duty Phone — Enter the sponsor’s phone number at his/her new duty location

* Mailing Address (e.g. APO/FPOQO) — Enter the sponsor’s new location mailing address

 Home Phone — Enter the sponsor’s home phone number

Once you have entered all of the necessary information for the sponsor, click the “Next”

button to proceed to the next section.

4. COMPLETING SECTION 111

Section 111 is where you can upload supporting documentation for your registration.

e PCS Orders - In order to complete your registration it is required that a copy of

your orders is attached.

The following Document Types provide you an option to choose N/A if it does not apply

to you:

e Verification of Command Sponsorship / Dependent Entry Approval — Required

if dependents are not on Orders.

e Birth Certificate / Passport — Required if, you child is in Grades, Kindergarten,
Grade 1 or PreK (Special Needs).

¢ Home Based Education Plan — It is recommended that you attach a copy of your

Home Education Plan if your child is Home Schooled.

e School Fee Schedule — We highly recommend uploading a copy of your child’s

School Fee Schedule.
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School Calendar — We highly recommend uploading a copy of your child’s School

Calendar.

Special Education / 504/ Gifted Education — Required if your child is screened

and found eligible for one of these services.

Other — any other documents can be uploaded under this category
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NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll Finish

Upload Documents

Section lll - Upload Documents Completion Status for Section Il

gats to that item =0

will auto-  Scroll Here that youw man

PC 5 Orders” Complet=d
¥ Ars there any files you would like to uplosd
ENCOUTSge you to Stta Verification of Command Completed
help sxpedite the neg Sponsorship / Dependent Entry
werification of birth date f i o Approwval *
also download, complete and upload any completed documents listed under the "Other
Drocument Links" s=ction to the right. B Birth Certificate/Passport* Mot Completed
. ; Home Based Education plan®  Complet=d
& School Fee Schedule =
Browse... Upload File -
Files Attached: 1 & 5chool Calendar® Not Compileted
~
=1 Special Education * Completed
o
204* Completed
& Gifted Education® Not Compileted
& Cther® Naot Completed
-
~
e
| &

« Tour extensionfamendment orders:
DEROS/PRD expirsd
« Verification of Command
Sponsorship: |

« Age decumentation: Co

your

|%

At the bottom right corner of the page you can find links to the forms you can download

and/or print and ‘Required — Eligibility Documentation’.

Forms to Download / Print — These are the other document links like the ones listed on
your home page (see page 19 for an example). They include forms which must be filled out

for every child as well as forms which must be filled out once by the sponsor. Do not forget
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that you can download copies of these forms, complete them and then upload copies of the

completed forms using the upload buttons as described in point 1 above.

Required - Eligibility Documentation — This section includes the list of required

documentation to check the dependent’s eligibility to register for Non DoD Schools Program.

5. COMPLETING THE FINISH SECTION
The Finish section is where you can finalize your information by submitting your

registration, along with any uploaded files, to HQ DoDEA NDSP for review.

Please remember that using this system to fill out a registration, and submittal to the NDSP,

do not guarantee that your child(ren) will be accepted for registering at Non DoD Schools

Program.

The Finish section is also a bit different from the other sections, as you can see in the

picture below.
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NDSP Student Online Registration 3.0

Start Sectionl Sectionll Sectionlll Finish

Finalizing Your Information

Finish - Finalizing Your Information Completion Status for Finish

gate to that item so

aute- Soroll Here
Completed
' You will not be able to submit your registration to HG DoDEA HDSP until you
have completed all of the required fields in each section and CERTIFY. The Complatad
completion status for esch section is listed on the right. You can click on 3 section to
nsvigate to it so you can complete the blsnk andior invalid fizlds. Onoce esch section is Section Il Complztad
complete you can submit your registration to HQ DeDEA NDEFR.
Section Il Comipleted
I™ I certify that the information provided on this Form is true and correct to the =

best of my knowledge. | alse certify that the dependent/s named is/are command Forms to Download and/or Print
sponsored. | will notify the ND5SP Program Manager in case of withdrawal of my Varif i

s Ma

dependent prior to the end of the term. | understand that | am respensible for . Ho
any costs incurred that are not approved by DoDEA.

Required - Eligibility Documentation
« Sponsor Eligibility: 7

DERCS/FRD
» Tour extension/amendment orders:

If DERQE/FRD expirad
Verification of Command
Sponsorship: |

=t=d in your PCS

« Age documentation

.

%

Cancsl « Praw | | |

Submit to HQ DoDEA NDSP Button — Use this button to finalize your registration and
submit it to the NDSP team. This button will be disabled and grayed out until you have
completed each section and certify the information you provided by clicking on the check

box.

Completion Status for Each Section — This list shows the completion status for each
section. As shown in the picture above, Start, Section I, Section Il and Section 11l (the

green boxes) should all be completed to submit your registration.
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D. SUBMITTING A REGISTRATION

Once you have completed each section and uploaded all of your files you can click the

“Submit to HQ DoDEA NDSP” button. This will bring up the following dialog:

Have you downloaded the other documents?

Have you downloaded (and/ar printed) the other documents
listed under the "Other Document Links™ section? Please note
that some documents must be filled out on a per-child basis

as indicated.
Yes || Mo

\a 1'\;_".."._1.;1.;"-.;;.. L1

If you have not downloaded the documents listed under the “Forms to Download / Print”

section, then click the “No” button. This will then bring up another dialog:

o Davwnload the Other Daocuments

lse the links helow to download the other documents. Please note that some
documents must be filled out on a per-child basis as indicated.

Forms to Downlead and/or Print
"means a form is required

« Yerification of Command Sponsarship
¢ Home Based Education Plan

pT 1'\;_'-.."..1.;1.[‘-. AR

I'm Dione Diownloading | Cancel |

This dialog provides you with links to download/view the other documents you will need to
register your child(ren) at the local school. Remember to print multiple copies of the forms

in the top section, one copy of each form for every child. You can also download these
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forms, complete them and upload them to your registration (see point 1 — File Uploading on
page 34). When you are done downloading the documents click the “I'm Done Downloading”
button. After you click the “I'm Done Downloading” button, you will have to click the

“Submit to HQ DoDEA NDSP” button to bring up the first dialog again.

If you have already downloaded and/or printed a copy of the forms for each child and for
the sponsor, then click the “Yes” button. If you click the “Yes” button, you will then be

asked if you would like to submit your form to the NDSP team:

Windows Internet Explorer |

Are you sure you want ko submit your form to the HG DoDEA MDSP? You will have a limited amount of time to recall vour registration after submitking it
Recalling wour reqgistration will enable wou to make Further changes. after the limited recall time has passed, wou will nat be able to make any further
changes to your registration,

- Click. OF, ko submit wour Form,
- Click Cancel ko conkinue editing wour Form,

o4 I Cancel |

You can click the “Cancel” button to continue editing your registration form or click the “OK”
button to finalize and submit your registration form. If you click the “Cancel” button, and
decide to click on the “Submit to HQ DoDEA NDSP” button again, you will only be asked if
you would like to submit your registration form to the registrar. You will not be repeatedly

asked if you have already downloaded the other documents.

Once you finalize and submit your registration form to NDSP, by clicking the “OK” button, it
will be read only and you will not be able to make any further changes. However, once you
submit your registration form, you will have some time after you submit it to recall it so you
can make changes. Recalling your registration form will allow you to edit anything on it as

well as upload new files and remove previously uploaded files.

Remember that you will have some time after you submit your reqgistration form to recall it

from the NDSP so you can change/update it. Recalling your registration form is covered in

part E — Recalling a Registration below.
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If you do not want to submit your registration form just yet, you can click the “Cancel”

button that is to the left of the “Prev” button or click on the “Home” link at the top-right of

the page.

E. RECALLING A REGISTRATION

Once you have submitted your registration form it is made read-only, preventing you from
making any additional changes. However, there is a period of time where you will be able to
recall your registration from the NDSP in order to make it editable again. Recalling your
registration enables you to make any changes you desire. This may include, but is not
limited to: changing your destination location; adding, updating or removing children from
your registration; uploading additional files that you would like attach to your registration

for the NDSP’s review.

If the time has not expired to recall a submitted registration, a link to recall the registration
will be underneath the “View” link for that registration, titled “Recall this registration”. This

is shown in the picture below:
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(' Please remember that this registration application DOES NOT
guarantee your child(ren) registration in the Non-DoD Schools
Program (MDSF). You might be required to submit School Fee
Schedule and Calendar if not published online.

New Registration

m Create a new registration for one or more students. This
B allows you to enter the required information needed to

register your students in a non-DoD Schoal

s Edit Registration

Edit or continue filling out a registration. Any registration you
have submitted to HQ DoDEA NDSF will not be editable

School
Year

Location

Berlin International Americal School
Germany Wiew
2012-2013  ENeed to change something or add/remove children?
You still have time to
Eecall this registration 3

Clicking on this link will display a message reminding to re-submit your registration to the
NDSP when you are done making your changes. After you click the “OK” button on that
message box, you will be taken back to the registration page to edit. Refer back to part C —

Completing a Registration if you would like to review how to complete your registration.

F. VIEWING A REGISTRATION

After you have submitted the registration, you may view it for your reference later. On your
home page, under the “Edit Registration” list, click on the “View” link for the registration

that you would like to view:
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(0 Please remember that this registration application DOES NOT
guarantee your child(ren) registration in the Mon-DoD Schools
FProgram (MDSPF). You might be required to submit School Fee
Schedule and Calendar if not published online.

New Registration

0 Create a new registration for one or more students. This
allows you to enter the required information needed to

register your students in a non-DoD School.

/ Edit Registration
% Edit or continue filling out a registration. Any registration you
have submitted to HQ DoDEA NDSP will not be editable.

School .
Location
Year
2012-2013 Berlin International Americal School

Germany View

Clicking on the “View” link will take you to another page. This page has many parts, so an

annotated picture of it is below:
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NDSP Student Online Registration

Viewing Your Finalized Forms for 2011-2012

The forms on the left below have been completed by you already.

Your Registration Forms Home &

View Your Registration Form
This will open a new win
You can then save it or |
viewer.

h your Registration Form.
ing your default PDF

View Your Special Needs Form

This will open a new window wi*’
Needs Forms for all of yourcl 3 single document.
You can then save it or print it \/jur default PDF

Attachments: This registration has 4 attachments. Click "Show
Attachments"” to view the list of attachments.

Registration Special

viewer.

Show Attachments ‘

4

e
£ Se—

Other Document Links 6 )
If you do not have a PDF viewer, you can download Adobe Acrobat Reader.

Forms to Download and/or Print

* means a form is required

« Verification of Command Sponsorshi

+ Home Based Education Plan

</

0201t Osre Gt oy sty | Corts | Wose | ron P eumioon

For OTfTficial

U s e O n |y

1. Home Link — This link allows you to return to your home page, which lists your

registration(s) and allows you to create new ones.
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2. View Your Registration Form — This link provides you with a PDF version of your
registration form for your reference. We recommend printing out a copy for your

reference.

3. View Your Special Needs Forms — This link provides you with a PDF version of
your special needs forms for all of the children you entered into this registration. We

recommend printing out a copy for your reference.

4. Show Attachments Button — Clicking this button will hide the “Other Document
Links” section on the right (see point 5 below) and show the “Attached File List”

instead. See the annotated picture below for more information.

5. Other Document Links — These are links to the documents you will need to

download and/or print in order to complete them.

6. Adobe Acrobat Reader — This link will take you to the Adobe Acrobat Reader web
site which will enable you to download and install Adobe Acrobat Reader if you do not
already have it installed on your computer. This program (or another PDF reader) is
required to view PDF files on your computer. Please note that DoDEA does not

endorse Adobe or its products.

If you click the “Show Attachments” button, your page may look something like the

annotated picture below:
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NDSP Student Online Registration

Viewing Your Finalized Forms for 2011-2012

The forms on the left below have been completed by you already.
e TS

Your Registration Forms Home £ Attached File List

. . ) DOC Birth Cert 1.doc
View Your Registration Form Size: 21 KB Uploaded on: 29 Aug 2011 \2/

This will open a new window with your Registration Form. o Birth Cert 2 doc
You can then save it or print it using your default PDF Size: 21 KB Uploaded on- 29 Aug 2011
viewer.

Home_Schaooling_Plan.doc

Size: 21 KB Uploaded on: 29 Aug 2011
View Your Special Needs Form pes orders pdf
This will open a new window with your Registration Special Size: 19 KB Uploaded on: 23 Aug 2011

MNeeds Forms for all of your children in a single document.
You can then save it or print it using your default PDF
viewer.

Attachments: This registration has 4 attachments. Click "Hide
Attachments” to hide the list and show the "Other Document Links".

N
B T

r O ffic.i

Hide Attachments ‘

1. Hide Attachments Button — Clicking this button will hide the “Attached File List”
section on the right and show the “Other Document Links” instead. See point 4 above

for more details.
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2. Attached File List — This lists all of the files that you have uploaded and attached to
this particular registration. Links are provided for each file so that you can view
and/or download them. Please note that, since your registration has been finalized,
you are not able to upload new files or remove ones you have already uploaded. If
you would like to do so, you can read more about recalling your registration in part E

— Recalling a Registration above.



