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Entering PK-12 Enrollment Form Data in Zangle 
 
Updated August 18, 2009 --- Version 3.1 
These directions are for school staff that use Zangle to enroll a student. There are 41 items on the 
District’s Enrollment Form. Use this document to help you understand where much of the information from 
the Enrollment Form is entered in Zangle. For detailed steps on how to enroll students into SDUSD, please 
see the latest Zangle Enrollment Handbook for more information. The numbered black boxes correspond 
to the items on the Enrollment Form. 

The Main Screen for a New Enroll 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: The student’s district ID is generated automatically by Zangle when you enroll a new student to 
SDUSD. Write this number on the Enrollment Form in Box 1 Student District ID. 
 
There is no place in Zangle to enter Box 23-Special Education Services received. This stays on the form. 
   
There is no place in Zangle to enter Box 27-Interscholastic Participation (High School only). This stays on the form. 
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12 

Office Only box  
under Box 11 

13, only if different than Home Address 

32 

35 

36 

From Part V of the form. You 
can also enter this at a later 
time on the General tab, if 
desired. 

 
 

IMPORTANT! Refer to Box 19 
(sibling information) when choosing 
a household to make sure you 
select the correct one. 

25-For “Yes” answers only. 
Also see the section on 

Records Access, page 6. 

25-For “Yes” answers only. 
Also see the section on 

Records Access, page 6. 

23 

19 

 

IMPORTANT! If the child has been previously enrolled in 
SDUSD, make sure to follow the directions in the Zangle 
Enrollment Handbook entitled “How to Enroll a Student from 
Within the District”. Do not enroll a new student. 
In Box 34 on the Enrollment Form, answer “Yes” and write the 
Year, Grade, and School that the student last attended in SDUSD. 

34 

27 

 

9-For “Yes” answers, select 
“Hispanic or Latino”. For “No” 

answers, select one of the 
race/ethnicities from question 10. 

See page 10 for more 
information. 

 

10-Enter any 
remaining race/ethnicities 
from question 10. See page 

10 for more information.  
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          Important! These dates 
apply to K-12 schools only! 
Please enter the dates when the 
student was first enrolled in 
California and in the U.S.; Pre-K 
does not apply here. 
 

The SDUSD tab has four sub-tabs: Language Survey, Other, CSIS and Exit SDUSD.  

SDUSD > Language Survey tab – The SDUSD Language Survey is a separate form. This information is 
not found on the Enrollment Form.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SDUSD > Other tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14 15 

18 

16 

17 

18 (If applicable) 

From the Office Only 
box under Box 11 

      Important! Beginning August 2009, 
these fields apply to all PK-12 students. 
Enter the dates the student was first 
enrolled in California and in the U.S.  

29, if Yes 

 

 
 

IMPORTANT! Nothing from the 
Enrollment Form is entered here. 
However, you must answer the 
four questions and enter the date 
from the Language Survey at this 
time.  

The Language Survey is only for    
K-12 students for their initial 
Enrollment in SDUSD, not for Pre-K. 
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SDUSD > CSIS tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the student already has a California Student State ID (CSIS ID) entered in the Misc. tab in Zangle, you 
will not need to enter information from boxes 37 a/b. Check the Miscellaneous tab to see if they already 
have a California Student State ID entered. If you do not know the Student State ID, please see the Zangle 
Enrollment handbook or the Job Aid entitled “Entering Previous CA School Information” on the Zangle 
Read and Learn Webpage: http://www.sandi.net/zangle/readandlearn/index.asp  

SDUSD > Exit SDUSD tab 
This tab is used when withdrawing secondary students from SDUSD. It is not used for enrolling students. 

37 a/b 

http://www.sandi.net/zangle/readandlearn/index.asp
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Addresses tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: There is no place in Zangle to enter Box 30 Address verification document. This stays on the form. 

Miscellaneous tab 

 
 

32 

31, automatically 
entered 

The Home and Primary Language 
fields are populated from the 
SDCS>Language Survey 
information. See page 2. 

If the Student State ID (SSID) 
exists here in Zangle but is 
missing from box #2 on the 
Enrollment Form, please be 
sure to write the SSID on the 
Enrollment Form filed at 
your school. 

 Office Only box 
 under Box 11 

2 

30 

25-Check the box for “Yes” 
answers only. See the section 
on Records Access, page 7 

of this Job Aid. 

IMPORTANT!  If the parent has 
checked one of the Homeless 

categories in Box 18, please see 
Knowledgebase article #518 to 
determine what address to use 
for the student. The Residential 

Status must also be entered 
correctly, see box 18. 
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Other tab 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Boxes 38 and 39 are only used when a student withdraws from your school. 
  
Box 40 is only used when you have requested records from another school. 
 

24 

For “Yes” answers to 
question #24 on the 
Enrollment Form.  

40 

38/39 
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Contacts tab – At least one contact MUST be entered for each student! For detailed information on how 
to enter Contact information, please refer to the Zangle Enrollment Handbook. 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
  IMPORTANT! Flags such as OK for Release Contact, RC for Report Card, PR for Progress Report, INT for 
Interpreter, PC for ParentConnection, and AM for Active Military are entered by using the checkboxes on 
this screen. Look at the bottom of the front side of the Enrollment Form under each contact for these 
flags. 

Contacts tab > Student Contacts Editor > Addresses tab 
 
 
 

20 

21 

22 

  IMPORTANT! If the 
contact is the Primary 
Parent Guardian and 
lives with the student, 
click the Lives with 
Student box. This is the 
only way contacts get 
put into a Zangle 
Household and it will 
also fill in the address 
for you. 

If the Parent/Guardian 
does not live with the 
student, enter the 
Address from boxes 20 
and 21 on the Enrollment 
Form. 

Enter contact’s name in the 
proper case, not in 
uppercase. Title is optional. 
 

To add a new 
contact, click Add. 

  Flags are also 
used to indicate 
which contacts 
receive Elem. 
Report Cards, 
Secondary Report 
Cards and 
Secondary Progress 
Reports. 
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Contacts tab > Student Contacts Editor > Phones tab 

 

Contacts tab > Student Contacts Editor >General tab 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If the contact answered 
“NO” to Question #26, 
do not enter the 
contact’s email address. 
 

26 

  
 

 Enter the Primary 
Language of any 
contact from boxes 20, 
21 and 22 on the 
Enrollment Form. 
 

Enter the Employer of 
any Parent/Guardian 
from boxes 20 and 21 on 
the Enrollment Form. 
 

Enter all Phone 
Numbers of all contacts. 
Be sure to include any 
Extensions and the 
Description from boxes 
20, 21 and 22 on the 
Enrollment Form. 
 

Enter the Educational 
Level of any 
Parent/Guardian from 
boxes 20 and 21 on the 
Enrollment Form. This 
can be found on the 
bottom of the front side 
of the Enrollment Form.  
 

Click New to enter new phone 
numbers for a contact.  
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Boundary tab 
 

    If the student is attending your school but lives outside your school neighborhood boundary, 
please enter the appropriate information from Question #33 in the Boundary Tab. It is important that the 
students who live outside your school boundary have the correct Boundary Exception. If you are unsure, 
please check the student’s address using the online SDUSD School Finder at: 
http://www.sandi.net/schoolfinder/ or contact the Enrollment Options Department at (619) 725-5672 
or eoptions@sandi.net.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
          Note: For Questions 41a and 41b, please see the School Nurse for confirmation. 
 
 
 
 
 
 
 
 
 
 
 
 
 

33 

41a/41b 

33 
 

http://www.sandi.net/schoolfinder/
mailto:eoptions@sandi.net
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Records Access – Is a separate application found in the Enrollment module. Use Records 

Access for “YES” answers to Question #25 and for “NO” answers from Question #28 on the Enrollment 
Form. For more information, please see the Job Aid entitled: Recording Parent Requests v2.2. 
http://www.sandi.net/zangle/readandlearn/jobaids/enrollment/Enroll_Parent_Req_Recs_Acc.pdf  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 3. For “Yes” answers to Question #25 on the Enrollment 
Form, choose Directory content restriction from the Type 
menu. For the Status, select Granted.  

For “No” answers to Question #28 on the Enrollment Form, 
choose Military recruiter restriction from the Type menu. 
For the Status, select Granted. 

 

2. Click Add 

25 

1. Once you have found the 
student, click the Authorization 
Prohibitions tab. 
 

28 

4. Click Save. 

 

http://www.sandi.net/zangle/readandlearn/jobaids/enrollment/Enroll_Parent_Req_Recs_Acc.pdf
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       Race Ethnicity Requirements 
Federal and State requirements indicate race/ethnicity information must be identified using a two-part 
question. 

For “Yes” answers to question 9: 
A. In the Ethnicity drop-down menu, select Hispanic or Latino:  
 
 
B. AND in the 2nd Ethnicity window, enter all race/ethnicities answered by the parent in question 

#10. Do not enter percentage values for the race/ethnicities. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

For “No” answers to question 9: 
A. In the Ethnicity drop-down menu, select the race/ethnicity answered by the parent in 

question 10. If more than one race/ethnicity is checked, ask the parent if there is a 
preference regarding which one is entered in Zangle. 

 
 
B. In the 2nd Ethnicity window, enter all remaining race/ethnicities answered by the parent in 

question 10. Do not enter the percentage vales for the race/ethnicities. 
 
 
 
 

10 9 
 


