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Setting Up Checklists 

Checklists can be used as part of the Enrollment/Re-Enrollment process. There is a three step process to 

associate a checklist item with a contract:  

1. Create/Edit an enrollment form 
2. Link the form to a master checklist item 
3. Associate the checklist item to an Enrollment Year 

 

1. CREATE / EDIT AN ENROLLMENT FORM  (Home  | Setup | Enrollment Forms) 

 Select Add button to create a new form  
o To edit an existing form click on Form Name from the list 

  
 
 
 

 
 
 

 Set Editing button to ON mode  
  
 
 
 

Form Information 

 Add Form Name 

 Add Form Type = Checklist 

 Select Active button 

 Select Preview Form as 
you build the form  

 
 

Header Text 

 Add instructions 

Questions 

 Use Add button to add questions

 
 

 Use Arrange icon to move a 
question up or down in the list 
order 
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 Use Pencil icon to edit a question 

  
  

 Use Delete icon to remove a question 

 
 

 
Footer Text 

 Add contact info if applicable 
 
 
 
 
 
 
Building a Question  

 Response Type field is required (See below for more details) 

 Question field is required 

 Select Required checkbox if the form must be submitted to consider enrollment process complete 

 Separator is a thin grey rule used to define blocks of content 

 Options will vary depending on Response Type selected. See examples below. 

O Dropdown list will 

require adding menu 

items to appear in 

dropdown list. 

 

 

 

 

 

 

 

 

 

 

 

 

O Likert charts allow for 

making a selection 

based level of 

agreement with the 

Question 
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Preview Form View (Red = required questions) 

 

 Information: is used to give an instruction, no 

response is collected. 

 

 Text Area: Will display as multiline text box; 
intended for long paragraphs, i.e. essay. Set 
word or characters counts. 
 
 
 

 Checkbox 

 

 Date picker 

 

 Dropdown list 

 

 Text Box:  Will display as single text box; 
intended for short answers. Set word or 
characters counts. 
 

 Likert  

 

 

 

 Ratings Table 

 

 

 

 

 

 

 

 

 Upload Control 
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2. LINK FORM TO A MASTER  CHECKLIST ITEM (Home  | Setup | Master Checklist) 

 

Master Checklists need to be set up for both Enrollment and Re-Enrollment.  

 For our example we will add a checklist item to Re-enrollment 

 

 

 Select Add button to create a Master Checklist item 

o To edit an existing checklist item  click on Pencil icon next to Checklist Item  

 Complete the Add Master Checklist  Item fields in window 

o Add Checklist Item Name 
o Select Checklist form in Links To field  
o Select the a form be linked to checklist item in the Form field (forms should be created 

prior to this step see step 1 
o Media Category is set to Enrollment  

 Category is established in Administration | Code Table | Person Media Category 
o Ignore Set as Portrait (this is only used for student photo uploads) 
o Select Add another if applicable 
o Select Save or Cancel 

 

  

From Master Checklist search screen the user can: 

 - Use the pencil icon to edit a checklist 

item name or re-link a new form 

 - Check OR uncheck Active box  
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 - Delete a form that has a usage count of 0 

 

3. ASSOCIATE A CHECKLIST ITEM WITH ENROLLMENT YEAR  

(Home | Setup | Enrollment Years) 

 From the Enrollment Years Search screen select the Division in the year to be setup 
 

 

 

 Select Re-Enrollment 

 Select Checklists from Re-Enrollment submenu 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
If you do not see your form: 

A. Verify that the form is active: 
o Deselect Show Only Active checkbox 
o Select the checkbox in the Active column next to form name 
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B. Verify that the form is associated with a checklist item in both Enrollment and Re-Enrollment: 
 

  
 
 
 
 
 
 
Options for Checklists in Enrollment Years 
 

 Use the Pencil Icon to edit a checklist item associated with a specific Division and Enrollment Year 
o Active flag 
o Portal Name: parent facing name (required) 
o Portal Description: add details if needed 
o Visible in Portal flag 
o Required flag 
o Grades: select grade specific years, or check all  
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 International options 

 Board / Day options 

 Resources URL: link the checklist to a URL (FACTS, school webpage, etc.) 

 Resource File: add a PDF, medical form, etc. 

 Select Save button when set up is complete 
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Reminder: Checklists need to be set up every year: 

 - In each division  

 - For Enrollment 

 - For Re-Enrollment  

 


