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Region 16 Custom Form - Tracking Returning Student Registration 

ASCENDER ParentPortal Admin

This guide is for ASCENDER Parent Portal administrators and campus staff. The following steps will walk 
the ASCENDER Parent Portal Admin on how to create a custom form to track Returning Student 
Registration Completion. This is OPTIONAL. 

1. Create a custom form:

ASCENDER Parent Portal Admin > Form Management > Custom Forms > Create Custom Form

Form Name: Name the form (include school year) as displayed above or with a name to help identify that 
this custom form is being used to track returning student registration.

Form Descriptions/Instructions: Type specific instructions for the form. For a Spanish form, provide the 
instructions in Spanish.

Campus: (Required) Select a campus in order to assign the form to a specific campus. Or, select All 
Campuses if the form is used for all campuses in the district.
   Note: If you select All Campuses by mistake, click Cancel All to clear all campuses at once.

Language: Select the language of the form. If you need the form in both English and Spanish (now or in 
the future), select English and Spanish. This creates a duplicate of the English form that can later be 
translated into Spanish on Custom Forms > Edit Custom Forms.
   WARNING: Once the language option is selected, it cannot be changed.

Click Next.
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2. Question Format Types:

You can add a variety of elements to your form.
• Drag and drop (or double-click) the element from the right to the blank area in the middle.
• Drag and drop (or double-click) the elements to re-position them within the form.
• Click Save often as you create the custom form.
• Click Preview Form any time to see how the form will look to parents.

Drag and drop the Paragraph from the right to the blank area in the middle of the page (under the 
Header).

Type 'This is the final step before selecting the 'Finish and Submit to District' button below.'

Drag and drop the Header from the right to the blank area in the middle of the page (under 
Add Question).

Type '2023-2024 Returning Student Registration Completion.'
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Drag and drop another Paragraph from the right to the blank area in the middle of the page (under the 
previous Paragraph).

Type 'I have checked each form on the numbered list on the left of the screen and there are NO 
forms that show Pending. All forms show Complete.

Drag and drop a Radio button from the right to the blank area in the middle of the page (under the 
previous Paragraph).

Select the Required check box. By selecting the check box, parents will not be allowed to continue 
without answering this question.
Type 'All forms show complete.' in the Label field. No forms should show Pending.

Type 'Yes' and 'No' as the responses in the left field. In the right field, type the option the way you want 
it to appear in the response.

NOTE: Make sure none of the radio buttons are selected.
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Drag and drop a Paragraph from the right to the blank area in the middle of the page (under the Radio 
button).

Type 'After submitting, I will return to the Summary page to confirm that my child's Registration 
shows 100% completion.'

Drag and drop another Radio button from the right to the blank area in the middle of the page (under the 
previous Paragraph).
Select the Required check box. 

Type 'I will check.' in the Label field.

Type 'Yes' and 'No' as the responses in the left field. In the right field, type the option the way you want it 
to appear in the response.

NOTE: Make sure none of the radio buttons are selected.
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Drag and drop another Radio button from the right to the blank area in the middle of the page (under 
the previous Radio button).
Select the Required check box.

Type 'Student's 2023-2024 Campus.' in the Label field.

Type the campus names as the responses in the left field. These are the options the parents will see 
on their end. In the right field, type the option the way you want it to appear in the responses (i.e. 
001, 041, 101, or HS, JH, Elem. etc.).

NOTE: Make sure none of the radio buttons are selected.

Drag and drop a Text Field from the right to the blank area in the middle of the page (under the previous 
Radio button).
Select the Required checkbox. 

Type 'Student's First and Last Name.' in the Label field.

Type additional information in additional fields. (Optional)
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Drag and drop a Paragraph from the right to the blank area in the middle of the page (under the 
previous Text Field).

Type 'Entering my name below serves as verification that I have completed all 2023-2024 
Returning Student Registration Forms'

Drag and drop a Text Field from the right to the blank area in the middle of the page (under the previous 
Paragraph button).
Select the Required check box.

Type 'Parent's Name.' in the Label field.

Type additional information in additional fields. (Optional)
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Drag and drop a Paragraph from the right to the blank area in the middle of the page (under the previous 
Text Field).

Type 'After entering your name, select the Finish and Submit to District button below.'
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Click Preview Form to preview the custom form .

Click Close.
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REMINDER: 

Hover over the 'Add Form' icon next to the custom form under the Available Forms on the left to 
add the form to the Selected Forms on the right.

• Click Save often as you create the custom form.
• Click Preview Form any time to see how the form will look to parents.
• You can further adjust the form. Hover over each question in the form.

- Click to remove the question from the form.

- Click to view/modify the properties of the question.

Click Close to collapse (i.e., hide) the properties for a particular question.

- Click to duplicate the question including its properties.

Click Clear if you need to remove all questions from the form and start over.

3. Add the custom form to Returning Student Registration Group.

ASCENDER Parent Portal Admin > Form Group Management > Returning Student Registration.

Click the down arrow to make the 2023-2024 Returning Student Registration Completion 
custom form the last form listed.
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3. Review submitted data.

ASCENDER Parent Portal Admin > Form Management > Custom Forms>View Custom Form Data.

ASCENDER Parent Portal administrator and/or campus staff will review the data for the custom form 
submitted by parents via ASCENDER Parent Portal for returning student registration.

Click View Data next to the custom form. The submitted data will display in the grid at the bottom of the 
page. You can filter columns as needed to review specific data (i.e. Student's 2023-2024 campus).

Click Excel to export the report as a spreadsheet.
Click Column visibility to select which columns to include in the export.
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NOTE: This is an example custom form. Each district may create their own custom form that will be 
used to track returning student registration completion and may customize accordingly.

NOTE:  Create a similar custom form (Include School year and 'New Student' in the form name) that 
can be added to Student Data Maintenance that would allow you to track the total number of New 
Student Enrollments.




