
                                Enrollment Account Creation Instructions 

1. Click the Create Account button to create your initial account. 

 

2. Enter basic information to complete your profile. You will be prompted for a password and 2 challenge questions. 

 

 

First time users of our online registration system must create an account first prior to 
registering a student. 

 



 

3. Select the checkbox to comply with the age requirement then click the Create Account button. 

4. Check your email for a verification email titled Springfield School District - Verify Your Email.  

 

 

  



5. Enter the verification code listed in your email when prompted then click the Verify button. 

 

6. You will receive a message that your email has been successfully verified. Click the Continue button. 

 

  



7. The New Student Registration form will be displayed. When entering your child’s first and last names, please enter it 
as it appears on the birth certificate/passport. Click the Add Student button when complete. 

 

At any time, you can save your information to be completed at a later date by clicking on your initials at the top right 
corner and selecting Save & Sign Out. You will see your In Progress registration when you log back in. 

  

 



8. Complete the information requested on each of the forms. When finished, click the Submit button. You will be 
brought to the Submission Confirmation page. You can print/save your information for your records and/or complete 
another registration, if needed. 

 

9. Check your email for a confirmation email titled Springfield School District – Submission Confirmation. You have 
successfully submitted your registration! You will be contacted if additional information is needed or when your 
registration has been approved. 

  

 



10. If you have another student to register, click the New Student Registration link.  

 

11. You will be prompted to allow your previous child’s information to be brought forward into the current child you are 
registering (Import option), or you can choose not to bring forward the information (Start from Scratch option). Click the 
Continue button. 

For questions or assistance, please email registration@ssdcougars.org. 

 

mailto:registration@ssdcougars.org

