
PARENT/GUARDIAN GUIDE
TO ELECTRONIC FORMS

INTRODUCTION
Enrollment Express is a data collection system integrated into PowerSchool. Electronic
forms will be shared with you via the Parent Portal in PowerSchool
(https://ps.kentcityschools.org/public/).

ACCESSING FORMS
All electronic forms are accessed from your Parent Portal PowerSchool account
(https://ps.kentcityschools.org/public/). Forms are tied to your child's record and can be
accessed from the Forms link in the left navigation column.

PARENT PORTAL
1. Go to https://ps.kentcityschools.org/public/ in your browser. Please contact your school for
other options if you don’t have Internet access.

2. Enter the Username and Password you created and click Sign In.
• If you do not remember, select Forgot Username or Password. Enter the email
address you associated with the account, and you will receive an email link to
reset your password.
• If you have an email address to which you no longer have access, please email
enrollment@kentcityschools.org. Provide your student's name, attending building,
your name, and the email associated with the account if it is not the email you are
sending from. Once your information has been verified, your email can be reset.
Please allow 48 hours (M-F) for a return email.
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ENROLLMENT EXPRESS (FORMS)

On the Computer, select Forms from the Navigation menu.

On your mobile device, click More and then select Forms.

If you want notifications when your forms have been approved and to change the user
language, Select the Preferences gear.

The following screen shows the forms that need to be completed/updated for your student.
These will differ depending on if your student is new or returning. You will see the appropriate
forms that you will need to complete.



Click the first form (link in blue). This will open the first form you need to complete. Please note that
new students have different forms than returning students, or there may be extra forms for returning
students if this is the first time you have filled that set of forms, so your tabs may look slightly different.

Above the form is the Form Ribbon. This allows you to move between forms within a category without
having to return to the Ecollect Forms page. Use the arrows on either end of the ribbon to see more
forms.

Just below the Form Ribbon is the Active Header. If a form has been previously submitted, the archive
header gives you the ability to view these submissions.

The rest of the page is the form itself. Fields with the * icon are required fields. They must be
filled out in order for the form to be submitted.



A form can have one of four statuses indicated within the status column.

The Form Empty Icon means that that form has not yet been filled out.

Enrollment forms are complete once your Acknowledgement of Completion has been
submitted (displaying a green leaf) and all forms are approved.

UPLOAD A DOCUMENT INTO THE DOCUMENT UPLOAD FORMS TAB

1. The document must be saved to a folder on your computer or device. Ensure the file is valid for
upload (Less than 5MB, PDF, DOC, DOCX, RTF, PNG, JPG, JPEG). You can easily save it to your
device by taking a picture of the document. If taking a picture, please ensure the document is flat, not
on an angle, and crop out all the background.

2. EO - Document Upload Form Tab from the Form Ribbon.

3. Click Upload under the document header of the document you want to upload.



4. Click BROWSE to search for the saved document on your computer or device.

5. Select the document from your computer (double click) on the device to upload.

6. Your document will now show under file. Select Upload

7. If you do not have a document and need to either bring into the office or upload later, select the
bubble OR if all documents are uploaded then select Not Applicable.

8. Click Submit

SAVE FOR LATER VS. SUBMIT
1. You do have the option to select different forms by clicking on each of the tabs. You have the option
to either Save for Later or Submit. Before submitting, make sure all required questions have been
entered.
2. You need to upload the required documentation to finish the enrollment process.

APPROVAL OF ENROLLMENT FORM
Once all documents have been approved, you will receive a call from the building your child will be
attending with start date information.


