Automatic Pre-Registration Confirmation Email

When the pre-registration form is submitted, a confirmation email will be sent to the
parent email address provided. Separate emails will also be sent to this address
confirming pre-registration at each site. Programs hold random selection drawings
between March 15t and 31st. Notification emails informing whether the child’s name
was selected or waitlisted will be sent between April 16t and 18th.
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Thank you for your pre-registration!

Please carefully read the following important information.

For each of the sites for which you pre-registered, you will receive an
email in mid-April notifying you of your child's status after the random
selection drawing has been conducted.

Your child's status will either be Pending or Waitlisted. If your child's
name was selected during the random drawing for an available
position in the program, the status will be pending. If your child's
name was not selected for an available position, the status will be
waitlisted.

Please refer to the information below explaining what you will need to
do in each case:

¢ If you are notified that your child's status is Pending - Please
contact the site within 7 days via email or phone call and either
accept or decline the position. Your child will not be placed in a
class until you have accepted the position.

e If you are notified that your child's status is Waitlisted - There is no
need to do anything as you will be contacted by the site if a
position in a class becomes available for your child.

View your pre-registration

Student Status Labels

Pre-registered child’s online pre-registration has been submitted
. child’s name was drawn in the random selection drawing for an
Pending . e
available position in a class
child’s name was drawn after all available positions were filled so
Waitlisted his/her name has been added to the waiting list in the order it
was drawn
Enrolled child accepted an offered available position in a class
child declined to accept an offered position in a class, withdrew
Dropped from a class, or was not eligible




Directors’ Enroliment Management Guide

1. Login at
https://prekprogram.alaceed.alabama.gov.
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2. Click on the “Children” tab to
view all children who have pre-
registered for your site.

mméﬁﬂdhm Locations Childron Enrolled

First Class Pre-K 2024-2025

First Class Pre-K 2023-2024

Select the school year you
wish to view: 2023-24 OR
2024-25 at the top of the

screen. soncs [ ]

Children

If you manage more than one
Site, yOu may filter by O Youngster Smith 2018-05-28 5B Northport Training Site Pre-K Pre-Registered
lOcatiOIl. YOll may aISO fﬂteI‘ ] Child Adams 2018.07-26 ::i;::::;“:""’"“‘ Al raining Site Pre-K Pre-Registered
by child’s status.
. . Mary Day
3. Click on a child’s name to complete the Sy 27,2018
f0110W1ng taSkS' @ Alberta School of Performing Arts
a. View the entire pre-registration form. | , & veuppicaton I
o —
b. Add notes to the child’s record. C C. Waitisted )
c. Change child’s status. Femiy
Sally Day sallybday@nomail.com
After the random selection I
. . 3 . Notes
drawing, set each child’s '
status to Pending or
Waitlisted (as explained in .
#4).
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4. For children who belong on the Waitlist (they were

not selected for an available position in the random
selection drawing), select each name, click “Edit”
then click “Add to waitlist.”
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Q

Select all Edit

Child's nam¢

Set as Registered

Set as Pending

Ho

Add 1o waitlist
Jimmy £ Enrol 04 Mor
O Jill Jones 2017-09-08 Mor
To assign a waitlist number to a child, change the O MEDR e &
%3 1] ”
dropdown number under “Waitlist#.
dhood Locations Children Enrolled
O\
Select all Location v Status v
Child's name DOB Home address Location Status Waitlist # ~
Woodland Forrest
2018-01-23 12 Here St Waitlisted 1
t Mary Day Elementary School ALEe
Woodland F t
O John Deer 2018-07-28 42The Dr S N Waitlisted 2
Elementary School
O Sally Fort 2017-11-03 4987 Moss Ct WSt oRst Waitlisted 3
Elementary School

If a vacancy becomes available, contact the first child on the waitlist. When a child is

removed from the list, the remaining students will not be re-numbered. To fill another
vacancy, proceed using the lowest remaining number on the list.

Once a child has accepted a position, change the
status to “Enrolled.” You may select a single child or
select multiple children by clicking “Select all” to
change the status of all children being displayed.

Click “Edit” then “Enroll.”
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Select all Edit

Child's nam
® Bubbat
Jimmy £ Enrol

0 Jill Jones

Wﬁ

Set as Registered

Set as Pending

Add 1o waitlist

2017-09-(B
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