
Online Registration Tips and Tricks 
_________________________________________________________________ 
 

PRINTING ONLINE REGISTRATION 
FORMS (New Feature) 
Printing registration forms is now available within SIS/Synergy.  

Pad tree > GCPS > Views > Online Registration Forms 

Note: The Registration Form and Parent Portal Form are required for the 
permanent record.  

   

 

PARENTS LOGIN ISSUES 
 

Incorrect Login or Password:  
 
If a parent is receiving an Invalid user ID or Password message, 
have parent click on the Forgot your Password link and follow 
the instructions.  
 
If this does not allow parent to login successfully, have parent 
Create a New Account. 
 

Email Address Already in Use: 
 

If a parent tries to create a new account and receives the 
message Email address already in use, guide the parent to use 
the Forgot your Password link.  
 

If this does not allow parent to login successfully, have parent 
Create a New Account with a different email. 
 

Note: If the parent is using a public computer, sometimes 
clearing the Cache will resolve issues.  
 

If you’re unable to resolve parent login issues, create a Footprints ticket and provide the parent name and email address. 
  

 

ADDRESS ISSUES 
 

If the parent says he/she is receiving the pink message below, please explore the 
following: 
 

 
 

Make sure the address is correct and that the parent did not select an incorrect Street Name from the list.   

Is the street number and zip code entered correctly? 

Note: Predictive text is activated within the address section.  



If the address appears to be correctly entered, you need to: 

1.  Look up the address on BusPlanner.    
If the address comes up on BusPlanner, it should come up in OLR.   
If the address is not found in BusPlanner, it will not come up on OLR. 

 
2.  If you cannot get the address to work, you should contact customer support and open a ticket.   

PLEASE DO NOT GIVE THE PARENT THE NUMBER FOR CUSTOMER SUPPORT.   
This service is provided for GCPS employees, not for parents.   

  

 
PARENT/GUARDIAN RELATIONSHIPS 

VERY IMPORTANT! 
 
We have found that some parents are skimming 
over this page and are not marking the check 
boxes. This is a problem for the school and for 
the parent.  

                                                 
It is important for parents to evaluate and to 
click, as needed, the Release To box for each 
parent.  This controls the printing of parents’ 
names on the clinic cards and provides 
authorization for parents to “check out” their 
students from schools.   
 
Note: The number of Parent/Guardian Relationship check boxes has been reduced. 
 

 

IN PROGRESS 
 
Instruct the parent to click the “In 
Progress” button.   
 
This will take parent directly to the screen that has missing information.  The 
parent will need to complete the missing field(s), click Save and Continue, and 
then move to the next screen. 
 
  

CORRECTING AN UNINTENDED SELECTED SCHOOL YEAR  
The school should accept the student and then enroll them in the correct year by clicking on Add in the Student view in Synergy.  
Find and Transfer that newly accepted student record into the correct year.   
 
Student was enrolled in the 2016-17 school year in error: 
After the transfer into 2017-18, a Footprints ticket should be created to have IMT remove the student record from 2016-17. 
 
Student was enrolled in the 2017-18 school year in error: 
No Footprints ticket is needed. The Transfer of the student into 2016-17 completes the student's enrollment activity and no 
additional cleanup is needed. 


