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Create user accounts for existing families from
Invitation email
All families with existing or prior students from 2012 to 2013 school years already have

information in the portal. They should receive a registration invitation email from the
portal before registration. A sample of the invitation email:

Subject: San Diego Chinese Academy - Registration Invitation
Date: Wed, 25 Jul 2012 02:41:36 -0500
From: support@sandiegochineseschool.com
To: abc@mymail.com

Dear % £ (parent),

The following are the instructions for you to create a user account in order to register for next school
year (2013-2014)
WrERAERE MR 5 H R R

1. Click on this link 3% AN f¥gag4g bt
http://www.sandiegochineseschool.com/registration/signin/register_with_invitation/UPDMCp3cCt3SEuUG
Td9b4

2. Fill in your phone number and select username / password on the form shown i A 555 2 H 5 42 #§ £

3. Click on the "Create Account" button i%$2"Create Account"f#% 5z

Please note that, due to security considerations, the link above will expire 72 hours from the time this
email was generated. If the link has expired when you try to create a user account, please request a
new link by replying to this email.

FETERE, E AR AR IS BB A A% 72 /NG SR. WRE SEAE A RO 2 N RS2 P AL R BT, 5
BB FE BT s 4 AL

Once the user account is created, you can sign-in to the site at:
http://www.sandiegochineseschool.com/registration/signin
R PRz A%, ] DLH BSR4 ht B

The home page after sign-in would display family information currently on record with Chinese School.
You may update information as needed. The button at the end would start the registration process.
Simply follow the instructions on the screen.

BRI E B R EURAE B H . 55 R R s 07 X, SR ES A H b P OTHIRHE. M H LA S 1
L.

Contact us at support@sandiegochineseschool.com if you encounter technical issues.
U SRAE A R R AR A .

Regards,
San Diego Chinese Academy

SEH S B S A E
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In the invitation email, it has instructions regarding how to create a user account and a
special invitation link as the following example:

1. Click on this link % DL ¥ 85 GE 49 4k
http://www.sandiegochineseschool.com/registration/signin/register_with_invitation/UPDMCp3
cCt3SEuGTd9b4

For security reasons, the invitation link will be expired within 72 hours from the time the
email was generated. If the link has expired, you need to reply to the email to request a
new invitation link. Click on the link from the email, it will take you to the “Create User
With Invitation” page. Enter your phone number or the mobile phone number for
verification. Then you are able to create username and password.

D Create User Wikh Invitation

C M O www.sandiegochineseschool.com fregisraton/signin/egister with_invitation,ZFzL IGEFIvkFoNLE S y S
[ customize Links [ %) Free Hotmail [ ) Windows Marketplace | %) windows Media [ %) windows [ Linksys.com - Product... [C other bookmarks

) T

San Diego Chinese Academy

Create User For Existing SDCA Family #8357 PEEZFaTis

Flease note that this user is for the invited parent who would be managing the account, not the prospective
student. FEBWIRS BEEHERA, T~ EESEE.

werify your identity against existing records with Chinese School SaBiE B EaEsETRIEEEnes:

Fhone Mumber E&8: {home or mobile phone number Z3EERFE-EF4E)

Please create your account username and password SR A AP £ BEERS.
Username FHFEEFE:

Password TRE: {least & characters, case sensitive Z25{ES, A BEX2ETE)
Re-type Password FESLEERS:

Once the user account has been created, you are able to login to your account.
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Edit personal information, addresses, and add family
members

After login from the “Sign In” page, users are able to edit personal information, family
address and add family members.

D Home:

welcome ENREE,
HIE(Test Only)

Haome E E

Change Password B oS

Transaction History {TERE0EE

[ Custemize Links [ ] Free Hotmall  [] windows Marketplace

g | LS B8 4

San Diego Chinese Academy

Contact Us TEEs{p

Privacy Polic 2zka

L

waiver i {EHEEE

Sign Out i

L c N (O sandiegochineseschool.com/registration/home

[ windaws Media

J

Person

Chinese Name:
English Name:
Gender:

Birth Month/Year:
Mative Language:

[ windows [ Linksys.com - Product...

HIRE

Test Only
F

1/1991
Mandarin

Edit Person Details

Create Personal Address

w L[ A

3 other bookmarks

Family for & ( Test Only)

Parent One

v Bl Test Onlyy

Parent Two:
Children:

Address:

Home Phone

: (958) 588-6866

Cell Phone:

Email:

lynn@san.rr.com

Edit Family Address

Add Child

85858 ABC Street, San Diego, CA 92130
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Click on the “Add Child” button. Users can enter student information in the “Add Child
To Family” page. Repeat the same procedure until all the children are added.

[ Add child To Farnily

-

c f (0 sandiegochineseschool.com/registration /s tudent/famiies /add_child/ 196

welcome B,

HIE(Test Only)

Haome E E

Change Password B oS

Transaction History {TERE0EE

Contact Us FESEg(F

Privacy Palic

waiver i {#EHEEE

Sign Out i

[ Customize Links [ ] Free Hotmail [ windows Marketplace [ Windows Media [ ) ‘Windows [ Linksys.com - Product...

HE O BT A A A

San Diego Chinese Academy

Add Child To Farnily

* English Last Marme ¥ (3370 .
* English First Name & (ZE30) .
Chinese Mame FASTHE:

* Gender WA [F [v]
* Birth Year £ £E:

* Birth Month B R: | [+]

Mative Language B85 [Mandarin v
*# Required Field

Add

w L[ A

[ other bookmarks
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All the added children will be listed in the “Student Information” section.

_

€« C M O sandiegochineseschool.com/registration/fome w2 a2

[ Customize Links [ ] Free Hotmail [ ) Windows Marketplace  [7) Windows Media [ Windows [ Linksys.com - Product.., [ Other bookmatks

S
&)

Edit Person Details

Sign Out B4

Create Personal Address

Family for #z(Test Only)

Parent One: #IE(Test Only)
Parent Two:
Children: (Childl Test), (ChildZz Test)
Address: 35883 ABC Street, San Diego, CA 92120
Home Phone: (858) 588-8888
Cell Phone:
Email: llynn@san.rr.com

Edit Family Address

Add Child

Student Information

Chinese Name:
English Name: Childl Test
Gender: F
Birth Month/Year: 1/2000
Mative Language: Mandarin

Edit Student Details

Chinese Name!
English Name: Child2 Test
Gender: F
Birth Month/¥ear: 1/200Z2
Mative Language: Mandarin

Edit Student Details

Register For 2012-2013 School Year
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Forgot username / Search for username

If users forgot the login username they can look up the username from the “Sign In”
page. Click on the “Forgot username? Try to find username here ZzHH Ff#” link.

‘ SDCA Sign In M cPanel® 11 ‘ Invite User Reqgistration

o e g

=

San Diego Chinese Academy

Pl Sign In TEREE B EE S BEFAILE A

Username AP ETE:
Password 3AE;

Forgot username? Try to find username here &3
——

Forgot password? Request password reset here FHEFETE

Families with existing or prior studnets in SDCA. Please contact
registration@sandiegochineseschool.com with your information to obtain user invitation.

HET LTS REENERF Y, A5 ETHHE registration@sandiegochineseschool.com 815
FAERF

Privacy Policy FER4E4850

General Announcerent and Class Information web site SEREEHEAEERFR T

Mew to San Diego Chinese Academy? Register here 384 SRR IEE A
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The “Search for Username” page allows users to enter their email for the username

lookup. If a family have multiple usernames with the same email address, all usernames

will be displayed.

[ search for Username
€« (I | () www sandiegochineseschool.com regisration fEignin/forgot_usernarme

[ Customize Links [ Free Hotmal [ ) windows Marketplace [ ) Windows Media [ Windows

sUCA %i’mz; Eﬂ‘tjﬁ_%%

San Diego Chinese Academy

w2 & A

»

[ other bookmarks

Search for Username SR F T8

Email EE#04:

Please enter the email address on record with Chinese School 558, EFERF S

Back to Sign In
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Request password reset

When users forgot their password they can request a password reset by click on “Forgot
password? Request password resets here E7#%H5" from the “Sign In” page.

J,-" ‘ Sign In

SR E

San Diego Chinese Academy

Pl

Username FAPREHE:
Password FEE:

Forgot ysername? Tre to find e o
Fu:nrgn:nt password? Peguest password reset here = e

Families with existing or prior studnets in SDCA. Please contact
registration@sandiegochineseschool.com with your information to obtain user invitation.

TR LB FEE N ERFE, 5SS ETHH E registration@sandiegochineseschool.com BIZE
HAKRF

Privacy Policy FEfLEEED

Mew to San Diego Chinese Academy? Register here 3784 S EEEdEE A

SDCA School Portal User Manual [User Edition] Page 11



It will display the “Request Password Reset” page. Enter username and press “Submit”
to request a password reset. If the username found, a password reset request email will
be sent out to the user’s email address on file.

In the request email, there is a special link to the reset password page. The link will be

expired in six hours. If users won'’t be able to reset their password within the time frame,
they will need to request a new password reset from the “Sign In” page again.

D Request Password Reset

= C M O wwwsandiegochineseschool.com/registation/sigr we ) A,

[ %) Customize Links [ ) Free Hotmail [ ) ‘Windows Marketplace ¥ [ other bookmarks

SEHLF R RS

San Diego Chinese Academy

leguest Password Reset EEER

Llsername;

Back to Sign In

< i | [2]
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A sample of the “San Diego Chinese Academy — Password Reset” email:

Subject: San Diego Chinese Academy - Password Reset
Date: Fri, 27 Jul 2012 01:28:02 -0500

From: support@sandiegochineseschool.com

To: abc.mymail.com

Dear Zf% (Parent),

Password reset has been requested for your account on Chinese School

web site. REHYHICERARLIR S HIEC ARG EE .

Please follow these steps to reset your password agfkl8 T FHIFEF 58K E0S
HEE:

1. Click on this link %VLF %05 E B490E
http://www.sandiegochineseschool.com/registration/signin/reset passw
ord/FAN3AEbgSQsQnUH8kCv4

2. Fill in your phone number and select a new password on the form

shown. FEZRM NG ERE IR ELHT 205 .

3. Click on the "Save New Password" button. i#}¥ "Save New Password"

Please note that the password reset link above will expire in 6
hours from the time it was requested. If the link has expired,
please request a new password reset link.

AEE RIS E AR AE 6 N2 AR KRR, WIRIEIRIRAE 6 A/ NFE R RS, &
EER NP g 1 e

Once the new password is saved, you can sign-in to the site
immediately at:
http://www.sandiegochineseschool.com/registration/signin

— BB e, BT DSZEN R HE RS

If you did not request this password reset, please report fraud to
us at support@sandiegochineseschool.com

IR RS, SEEmAE AR

Regards,
San Diego Chinese Academy

B AP AL

Follow the reset password link to reset your password.
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After going to the link from the request email, it will take parents to the “Reset Password”
page. Enter parent’s home phone number or mobile number for verification. Then

parents can create a new password. Once the password reset successfully, parents are
able to log in from the “Sign In” page.

[ Reset Password

C M O www.sandiegochineseschool.com/registration/signin/reset_password/FbHTUAYWAWINYNGXCIgID T ) X

[ Customize Links [ ) Free Hotmail [ Windaws Marketplace [ Windows Media [ Windows [ Linksys.com - Product... [ Other bookmarks

HE b wF A S

@ San Diego Chinese Academy

sUCA

fnn B

Pleaze verify your identity against exizting records with Chinese School SEREEIT M SEFERSEIHETE.

Phone Number EaE: {home or mobile phone number FHEEFEREFH)

Pleaze create new password 55800 RS

Password Ei: (& characters long, case sensitive EAEF, A EFEAE)

Re-type Password FESTEERS:

Save New Password
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Register

After you have all the children added to our system, you are able to register your kids
for the new school year. Choose the school year you’d like to register. For example,
click on the “Register For 2013-2014 School Year” button.

] Hitlet hiChanne & A sd-dllas, accountsarvergron % | [ Home

7 httpsfwen sandieqochine: %

) chSonIn L cPanel@ 1l [

Welcome EEE,

Register For 2013-2014 S¢
HR—(First Last) }

€« C 2 ntpswwwsandegochineseschool.com fegstrzdon tiome

I - Subission of & A4 Orhoard = Login @ Passport Day in the US4

hool Year

Homz &8 Volunteer Sign Up
Help AR
- Person
. Chinese Name:
a Sa i HS a g .ii 1
English Name
. Gender:
Contact Us BEHH
Birth Month/Year
Privacy Solicy BN Native Language

BR—

: First Last
F

: 1/1980

: Mandarin

Edit Person Details

Q@ =
» [ Other bokmarks

B

Parent One:

Parent Two:
Children:

Address:

Home Phone:

Cell Phone:

Email:

List in School Directory:
Emergency Contact:
Energency Phone:
Energency Cell:

Family for ®&—(First Last)

FR—(First Last)
FRZ(First2 Last)

123 abe rd, San Diega, CA 92130
(358) 123-4567

(358) 234-5678
name@eonmpany com

Yes

Contact Person

(353) 345-6789

(358 456-7690

Edit Family Address

Add Child

£ —(Childt Sun), £ Z(Child2 Suny, =0 Ir Sun), E4M0 Ir 2 Sun), £4H(1 Ir 3 5un)

Student Information

Chinese Name:
English Name:
Gender:

Birth Month/Year:
Native Language:

CES
Child1 Sun
F

g/2002
Mardarin

im0
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Be sure to review the “Registration Overview and Refund Policy” page before continuing
registration.

In the “Select Students To Register” section lists all your children who have not been
registered for this school year. Select the students by checking the box next to his/her
name.

If a student attended SDCA in the previous school year, the grade for the new school
year would be the following grade. If the student did not attend SDCA before, the
student may be asked to take a standardized test before the new school year begins to
determine the appropriate grade level. Parents can select the class type you’d like to
enroll your kids by choosing the drop-down menu in “Select School Class Type” section.

EEES
w@®=

» [ Other bookmarks

~

[ student Registration Option: % ¥

L C | O htips:/fwww sandiegochineseschool.com/registration/student/registration/display _options/3

|7 SDCASignIn 4, cPanel® 11 | Invite User Redistration A www.dmsef, orgf7tm.. DMY - Submission of A... 3 A&A Onboard = Login @ Passpark Day in the US4 e Home - FAFSA an the ..

E

@T eV RH DL YT

San Diego Chinese Academy

Welcome BT,
#harfE(Lesley Sun)

Registration For 2013-2014 School Year sHil

¢ Please read Reqistraion Overview and Refund Policy or contact office@sandiegochineseschool.com for additional questions, WA EREE

Horme HE FERE S A S R AT AAERE.
Change Password EoyEHE o Class type PR
o R - ZE(AS WL Regular (New Fhonetic) Claszes - Mandarin iz heavily used in lecture BISTEE
Transaction History {150 o B - EEHE L Bilingual (Pin-Yin) Classes - Both Mandarin and English are used in lecture RE#E
o - B4 Cedit Classes - High School credit dasses ETEER
Contact Us B
Privacy Polic 7k Select Students To Register 24

Waiver $Ri B EE

Flease check the boxes for students to register and select preferred school class type, SHDIRETE ML PR,

Sl B4 2012-2013 SDCA Grade 2013-2014 SDCA Grade Select 8chool Class Type
O 24 —(Childl Sun) REER(Sth Grade) FER(Eth Grade)
O L5~ (Child2 Sun) RFH(Sth Grade) FAFER(6th Grade) i
O EE=(10r sun) IRETELER not In Record Bl To be determined i
O Z4M Ir 2 Sun) RHEEEH Not In Record BiAA To be determined i
O SR I3 50n) REEEER Not In Record Bl To be determined (2

Scrip Purchase Fundraising 5588 55

BRI IRE AR,

S0CA is a non-profit educational organization. We asked all families purchase scrip ($800 per student) during schoal year, Sorip sales
profit is used to found school's activities, EMF FPESMREIFEFINHTEE SESFEEMSEMEEERNEEEF FUEEs000), BHHE

v
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Next section is “Scrip Purchase Fundraising”. Enter the total scrip purchase amount.

Finally, select up to three choices for volunteer jobs.

") Student Regitration Option: X |

& C# hitps: fuwww Sandiegochineseschaol.com registration stidentregisiration/deplay_opfions/3 Q {3 @ =
D SOCASignIn 4, cPanel® 11 D Ivite User Registration A, v, dnsef arg/7Ltm... DMY - Subrission of ... 1;' A48 Onboard = Login ® Passpart Day in the USA @ Home - FAFSA on the ... » [ Other bookmarks
0

Scrip Purchase Fundraising i B B 55

S0CA Is 3 non-profit educational organization. We asked all families purchase scrip ($800 per student) during school year, Serip sales profit is used to

found school’s activities, BAFETESREEFEH DI FER. SREFRITE A RERDRRRF S S (000). @R ERREARIIENED.

Every student is charged a refundable scrip depasit when register, But if you purchase scrig of $800 per student at registration, the scrip sale deposit
can be waived. For example, if your purchase §1,600 when register, your first two children wor't be charged $50 scrip depasit, But other kids still need
to paid for the deposit. To take this special offer please enter the total amount of scrip that you'd like to purchase. We will add this amount in your
registration form, M SNEYRELBURST LT, ENRIEANRERS T BLEE fo00), HEEHTEMRS . Al EIREEE] Lo00
5 CHRIET AR, ERERNESEREMERTS FEEREMES, FELR TRFHREALE e R e B NERTL.

[Tutal scrip purchase amount E5#ERSE § 1

PTA Volunteer Sign Up EREFTHE

SOCA needs you sign up for volunteers, We rely heavily on parent volunteers to maintain al non-academic functions of the school, We charge a service
fee of $60 per family, which is refundable when a parent participates as a volunteer. Refund will be given in the form of $60 value of Scrip certificates
(please remermber to fill out the reimburse form to get service refund). Remember that the more parents we have to volunteer, the less duty each
parent wil have ta do. Your involvement will always be highly appreciated! ERFEGELRESF BT, SRR SIME BTG, £
AR ENFESE0T, ERERRRANARRE-THY, KRRRIMEL, SEEER, UFEOTEHEE (RRUATHREEETE THAREE) .
LUNTR )\ HHE, BAAENLIRED, FROARERTRNE. BT

Review Yolunteer Ioh Descriptions STTIEH, '"Teacher's Snack Duty" and "SDCA weakly mall pick un" are reserved for praschaol parents who need to
stay in the classroom during lecture time, "Z6RERLEE R EEF25 R RERSANEEETRENER.

Please select up to three jobs that you are interested, PTA will contact you soon. If you cannot make the valunteer selection at this point, you are
welcome to sign back in to our system, click "Valunteer Sign Up" button and make your selection at any time, FEBTEREDNLE, LR, FRE
KEEREIES, nECRTEALRERaESTNLE, EMUEEAENRMEREA, 1 olunteer Sign Up' 1282, BRETHENLLE,

ﬂst Priority H—TE:

Please select M

J

Second Priarity B S
Please select M

Third Priority £=EE:

Qaase select M)

Continue | Cancel Registration

Click “Continue” to continue the registration process. If you are not sure to continue
please click on “Cancel Registration” button to cancel the registration.
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After you continue the registration, the “Consent, Release, Indemnification, and
Assumption of Risk” wavier displays. Please review the waiver carefully.

) Consent
[ G ff £ s sandeqochineseschodl com regstaticn/sh.certregishationysave_regkiration_prefrences/ 57 @ =
D SOCASignIn 1) cPanel@® 11 D Tnwite Ler Registration A, s, dmsef crgfautr.. DMV-SubmissionofA.. A A4 Onboard > Logn @PasspurtDayintheUSA @Hame-FAFSAonthe . » (] Other bookmarks

o

titelcorne $itd, Consent, Release, Indemnification and Assumption of Risk
HsfiLesley Sun)

I{we), the parent{s) of #¢—(Childl Sun), #$Z(Child2 Sun), #%£=2(1 Ir Sun), #€M0{1 Ir 2 Sun, #£5() Ir 3 Sun) request that our child/children, #%£—(Childl Sun), #4 = (Childz
Homne B8 Sunj, #4=(1r Sun), #£M( 1 2 Sun), #E 50 Ir 3 Sun), be permitted to participate in all activities of the San Disgo Chinese Academy [*3DCA") (“Activities”),

e fully understand that participation in Activities presents an inherent risk of injury, serious bodily harm, or death to our child/children and to the undersigned, We have investigated
Change Pacsyord FHER

the Activities to our full satisfaction and expressly assume all risks, including but not limited to injury, harm, or death,

We represent that aur child/children have na physical ar mental canditians which wauld or shauld prevent them from participating in Activitias, ar that would increase the risk of
possible injury, harm or death by participating in Activities,

We agree that should the physical or mental condition of our child/children change resulting in an increased risk of injury, harm or death, we will immediately withdraw our
child/children fram schaol,

e aqree that shauld anyane, including our child/children (including any representative or quardian) make a claim against SDCA (including any shareholder, subsidiary or affiliate, ar
any person acting in hisfher capaity as an officer, director, employee, agent, contractor, or representative of SDCA] that the undersigned agree ta fully indemnify, defend and hold
SDCA fincluding its affiliates, officers, directors, shareholders, agents, employees and representatives) ["Released Parties”) completely harmigss from any and all costs, expenses,
attorney’s fees, suits, liabilities, damages or claim for damages, including but nat limited to those arising out of any injury or death to any person or persons or damage to any
praperty of any kind whatsoever and to whamsoever belonging, including SDCA, in any way relating to the Activities or the perfarmance or exercise of any of the dutizs, obligations,
powers or authorities herein or hereafter granted to SOCA and any Released Parties as defined herein,

In consideration of the benefits we will receive from aur child/children participating in Activiies, we hereby agree that we (including any assignees, heirs, next of kin, quardians, and
legal or personal representatives) will not make & claim against, sue, or attach the property of any subsidiary or affliate, or any person acting in histher capacity as an officer,
dirgctor, emplayes, agent, contractor, or representative of SDCA for injury, dzath, damage, or loss caused in whale ar in part by the neqligence or ather acts or amissions of the
Released Parties as a result of my child's/children’s participation in Activities, We hereby release and discharge the Released Parties from all actions, claims, or demands that we, our
assignees, heirs, next of kin, quardians, and leqal ar personal representatives may have for injury, death, damaag, or loss resulting in any way from aur child's/children’s participation
in Activities, whether it results from the negligence, gross negligence, or reckless conduct of SDCA andfor any other Released Parties, or from any other cause,

We understand and agree that if  claim, suit, or attachment is brought or sought against us as a result in any way of my child's/children’s particination in Activities, that we shall not
be entitled to any defense or indemnification by SDCA or any Released Parties in connection with such claim, suit, or attachment,

Media Release

By enrolling my child(ren) in an Diego Chinese Academy ("SDCA"), T, M K(Lesley Sun), hereby consent that the phatographs and/ar mation picture or videatape for which my
family posed, and/or audio recordings made of my family's voices may be used by voluntary and/or school contracted phatographers/video photographers, its assigness or
successars, and SDCA without compensation, in whatever way they desire, including television and electronic media, Furthermore, 1 autharize SDCA ta publish in any farmat and us
for any purposes the name, affiiation, and photographs, video footage, and audio recording taken of students for advertising and promations,

Mandatory Additional Waiver for Enrolling Child(ren) Under 5 Years of Age as of First Day of School

I, irfiLesley Sun), understand that 3an Diega Chinese Acaderny ("SDCA"), a non-profit arganization which pravides an enviranment for the instruction of Chingse language and
tutture, is not a child care service and will not provide insurance for my child(ren) who are under S years of age, Dwill stay with my childiren during the duration of the class and wil
indemnify and hald SDCA, its officers, directors, administration, employees, and personnel, harmless from and aqainst any injury, accident, iliness or death oceurring during the schaol
activities,

WE HANE CAREFULLY READ THIS AGREEMENT AND FULLY UNDERSTAND ITS CONTENTS. WE ARE AWARE THAT THIS 1S A CONSENT, RELEASE OF LIABILITY,
ASSUMPTION OF RISK, INDEMNIFICATION, AND PROMISE NOT TO SUE OR MAKE & CLAIM, AND WE AGREE TO THIS OF OUR OWN FREE WILL,

By clicking on the "Agree” button below, I, &3 &(Lesley Sun), agree to the legal terms outlined above.

Agree and Continue || Cancel Registration

I=

If you agree to the legal terms on the waiver, click on “Agree and Continue” button to
continue the registration. Or press “Cancel Registration” button to stop.
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After you agree to the waiver, the registration form with itemized the tuition and fee
displays. To complete your registration please print out this registration form by click on
“Print Registration Form” button. It opens a new window tab with the printable
registration form. Click on “Print %I[E[]” to print out the form. Close the print window and
back to the registration form page. Press the “Finish” button to back to Homepage.
Submit the printed registration form and your payment to SDCA office or mail in. Then
you are done.

If you have any changes for the registration, please click on “Cancel Registration”. It will
cancel the registration and go back to the Homepage. Repeat the registration steps with
your changes. Also, before submitting your payment, if you need any changes, you are
welcome to sign back and redo the registration with your changes then print out the new
registration form.

[ Tuition and Fee X

&« CfH Fﬂhttps:ffwww‘sandiegochineseschool.comfreg\stratonfsmdent[registrationfpayment_entryﬁ?scrip _plrchase=3100 Q’:E @ =

| 5DCA Sign In s CPanel® 11 | Inwite User Registration A www.dmsef orgizutm. E DMWY - Subrnission of A... % AAA Onboard » Login @ Passpart Day in the US4 @ Home - FAFSA on the . » [ Other bookmarks
Welcome faE, Tuition and Fee For 2013-2014 School Year Registration Form i & [A]
Hen(Lesley Sun)
Home @8 For 3#—(Child1 Sun) entering grade ¢ E(5th Grade) #&5% (Regular Class)
Change Password T gR Registration Fee @54: $0.00
Tuition 3 #: $350.00

Transaction History {1585 Miscellaneous Faes Bt f: $40.00

Scrip Deposit RRAR: $0.00
Lantact Us RN Serip Purchase %MN: $200.00

Privacy Policy Bf& S
For 3£=(Child2 Sun) entering arade 7 §(6th Grade) #5% (Regular Class)

Waiver MRS

Registration Fee B5#: $0.00

Sian Out & Tuition 2#: $3530.00
Miscellaneous Fees B f: $40.00

Scrip Deposit B2 $0.00

Scrip Purchase RHMM: $200.00

For 200 Jr Sun) entering Pt (Credit Class)

Registration Fee @5 #: $50.00
Tuition 24 $460,00
Miscellaneous Fees B4 fi: $40.00
Scrip Deposit ART2: $0.00
Scrip Purchase RZMN: $200.00

For 3400 Ir 2 Sun) entering %m0 (Bilingual Classes)

Registration Fee S5 4: $50.00

Tuition 24 $250.00
Miscellaneous Fees 4t i $40.00
Scrip Deposit RHAR: $50.00
Sarip Purchase AZMN: $700.00

For B£E() Jr 3 Sun) entering @ (Bilingual Clazses)

Registration Fee @5 #: $50.00
Tuition 24 $230.00
Miscellaneous Fees B4 fi: $40.00
Scrip Deposit ART2: $50.00
Sarip Purchase REMM: $0.00
Service Fee R5F iz $50.00

Grand Total %3 $5.270.00

Please review the tuition and fee carefully, If you need any changes please use the following "Cancel Registration" button to cancel this registration then redo the registration process with your changes, JT MR EIcR
AEHPEMER ST, WFF T, A " Cancel Registration” W, LRMEEIR, AEFRE JEERANEE

To complete your registration, pleaze use the "Print Registration Form™ print out this registration form, Subrmit this farm and your payment to SOCA office or by mail, Make check payable to SDCA, @i "Print
Registration Form™ fIE BiM#, 9 HieRE RENLNIGL DA E, DREGRENENTDLLRRER £, ARIEEAT S0CA,

Qur mailing address &iiem@Ad: San Diego Chinese Academy, P.O, Bow 310093, San Diego, CASZ191-0093,

Before submit your paymant, if you need zome other changes of forget print out the registration form pleaze sign back in and rado your registration then print out new reqistration farm, EREZH, WEEAFAFAMRET
MRS ARARICAGRE, FEHRENDERIRE,

In orderto waive the $50 registration fee for current students, please submit your payment by May 19, 2013 before pre-registration end, AR EETXTEIcAE $50 HEL, JY 5/19/2013 frnsg.

Print Registration Form

Finish | Cancel Registration v
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SDCA is a non-profit educational organization. Our fees are kept low to provide

Volunteer

Sign Up

enrollment opportunity for all students. Although our teaching staffs are salaried, we rely
heavily on parent volunteers to maintain all non-academic functions of the school. We
charge a service fee of $80 per family, which is refundable when a parent takes part as
a volunteer. Refund will be given in the form of $80 value of Scrip gift cards. Please stop
by the office on the Scrip Day to get your Service Refund. The more parents we have to
volunteer, the less duty each parent will have to do. Your involvement will always be

highly appreciated!

To sign up for the volunteer opportunity, click on the “Volunteer Sign Up” button that can
be easily found on the top and the bottom of the Home page or at the end of registration.

ign In M cPaneli® 11

sUCA

&

Welcome E0DE,
BRI Test Only)

K Invite User Registration

Register For 2012-2013 Sc

Volunteer Sign Up

Person

Chinese Name:
English Name:
Gender:

52 M 2 RF R S

San Diego Chinese Academy

hool Year

il
Test Cnly
F

Birth Month/Year:

Native Language:

Mandarin

Edit Person Details

Register For 2013-2014 School Year

Family for fIZ8(Test Only)

Parent One:

IR Test Only)

Parent Two:

Ghildren:
Address:

Home Phone

B4 —(Childl Test), 4% Z(Child2 Test)
8888 ABC Street, San Diego, CA 92130
: (BE5E) B858-8888

Gell Phone:
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The “Volunteer Sign Up” page describes the policy for the volunteer opportunity. Please
read the “Volunteer Job Descriptions” before sign up. Every family is able to prioritize up
to three volunteer jobs. PTA will collect all the information and contact you as soon as
possible.

') Hitet hiharnel BEfE | s4-dallas accountservergron % J [ volunteer Sign Up ) https fennsandiegachine: %
€« C f# https /A sandiegochineseschool.com registration factivity frack_eventsfvolunteer_sign_up Q fE @ =
[ SDCASignIn A cPanel® 11 [ Invibe User Registration A ww,dmsef orgf?utm... DMY - Submission of A... 3% AA&A Onboard > Login @ Passport Day in the US4 » [ Other bookmarks

B

@ SV R LR L

San Diego Chinese Academy

welcore €315, PTA Volunteer Sign Up X E& & THE%

FR—(First Last)

SDC4 is 3 non-profit educational arganization. Our fees are kept low to provide enrollment oppartunity for all students, Although our

Home € teaching staff are salarizd, we rely heaily on parent wolunteers to maintain all non-academic functions of the school. We charge a
service fee of $60 per family, which is refundable when a parent participates as a volunteer. Refund will be given in the form
Heln BEEH of $60 value of Scrip certificates (please remember to fill out the reimburse form to get service refund). Remember that the

mare parents we have ta volunteer, the less duty each parent will have ta do. Your involvement will always be highly appreciated!

o P TR PSSR FETIHERE. SEMELLTETEIASHE, SRENESRTE. RUMIEMTR. BRI SRRERIEBLS TR [
Transaction History 3R R -rE0E. FEREEBNREASR60N, EAEFREBENREE—EHY, KREAUTEL. FHEEN, MHFHEs0neFE
(FREFEGEEFHTE. HikERER) . 2UNFRANES, 8 0ENIEHED. FROSNERTHEE. B!

Please select up to three jobs that you are interestad. Click on 'Submit' button whan you are done, PTA will contact you soon. SEEER

REEBHLE 2R 2RRREEE Submit B, FRENERHREINE

*** "Teacher's Snack Duty" and "SDCA weekly mail pick up" are reserved for preschool parents who need to stay in the classroom

during lecture time, "EFELLEE I H LSRR RS RELEMEREETRENER.

Sign Out Bt

First Priority E—E,

Please select M
Second Priority £

Please select M
Third Pricrity B=#E:

Please select M

Submit I cannot volunteer

SDCA School Portal User Manual [User Edition] Page 21



Import CSV File to Excel

When import CSV file with Chinese character content, one way to set up the Unicode
uses the Data import feature. First, we create a new blank workbook, and then click on
the “Create” button.

A9~ Microsoft Excel non-commercial use = B o=
“ Hem Insert Page Layout Formulas Dat: Review  View =@
=
Available Templates Blank workbook
)
25 open ¥ Home

Recent an nt ample y s Newfrom
orkbec! et ates emplates st
EE e ™
= @ i)
2 =0 5
Exp Foxes orms

Agendss Budgets  Calendars s
Help reports

A

[ Options = = =

o g 8 Cp 8 B & )

Lab List: Memos ol Planners R Reports Schedules a
Creats
=1 = _
Ly A
=
Statement: Stationery  Time sheets More
cateqories Y] e

From the “Data” tab click on “From Text”. A file search window will pop up. Select the
CSV text file from your PC then click on the “Import” button.

Microsoft Excel non-commercial use (=R
Page Layout Formulas Data Review View @
L} “n (@l connedions =] E > %" ¢r ar r 83 5p,
1 8 =] (=] = =
Lo &) 2o o B I % neapp g S 2 vl W HE
From fom Other = Existing | Refresh Z} sort | Fiter o | Textto Remove  Data  Consolidate Whatdf = Group Ungroup Subtotal
~  Connections | All~ &2 EditLinks (# Advanced | Columns Duplicates Validation = Analysis * < >
Connections Sort & Filter Data Tools Outline w
£ v
= D E F G H I J K L M N o P Q R
9
10
11
12
13
14
15
16
17
18 — _L
Ready | [EEERTEe L) )
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To ensure Excel displays Chinese characters properly, on the “Text Import Wizard —

Step 1 of 3” window, select “Unicode (UTF-8)” for “File origin”. Then click on the “Next”
button.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited.

If this is correct, choose Mext, or choose the data twvpe that best describes vour data.
original data tvpe
Zhoose the file bvpe that best describes yvour data:
(&) pelimited

- Characters such as commas or tabs separate each Field.
() Fixed width

- Fields are aligned in columns with spaces between each Field.

Skart import at row: File arigin: 55001 : Unicode (UTE-5)

Prewiew of File C\Documents and Settings\HP_administrator . SUMOFFICEWVM. . \students_by_class.csw.

1 e
la=s=s Short MName,English First Mame, English Last Mame , Chinese Name , Par e
Eg

~
<

>

[ mext= | [ Einish

Next step, we need to specify the delimiters to separate each column. Since we use

“Comma” as the delimiter for the CSV file, check the “Comma” box on the “Test Import
Wizard — Step 2 of 3” window.

Text Import Wizard - Step 2 of 3

This screen leks ywou set the delimiters wour data conkains. You can see how wour text is affected in the preview
belows,

Delimiters

[] Teeat consecutive delimiters as one

Text gualifier: | b

[] other: I:l

Daka preview

la=s=s Short MName [English First MName

nglish Last MName Chinese Name arent

[ Cancel ] [ = Back ] [ Mext = l [ Finish
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The last step lets you select each column and set the Data Format. If your data have

date content, you can select the date format. Or leave it as default “General” then
on “Finish” button.

Text Import Wizard - 5tep 3 of 3

This screen leks vou select each column and set the Daka Faormat,

Column data Formak

‘General’ converts numeric values to numbers, date values to dates, and all
O Text remaining values to kexk,

Opse: [ror

) Do not import colurn (skiph

Data presiew

oneral onoral B

A A A ElF ey lish First MName [English Last Name Chinese Name [Parent

Cancel ][ < Back ]l

click
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Delete Blank Rows from Excel

There is a known bug from Ruby on Rails. When download file as CSV it generates
blank rows between each record. One easy way to remove these blank rows is to use
Excel to select all blank rows then delete those rows. Following are the instructions.

After import CSV text file to Excel, select any one column from the alphabet cell from
the top which highlights the column from the top of your list to the bottom.

IE| d [= Microsoft Excel non-commercial use o B =R
Home  Insert  Pagelajout  Formulas | Data | Revew  View @
] “ [ Connedtions ]? & Clea = = B & %“ er w QD #Z Show Deta
@& @ 3 Properties i Z ¥ Reappl =2 J'; ? G oo = Hide Deta
From From From From Other | Eist Refresh | set | Fiter o Tedto Remove  Data  Consolidate Whatdf | Group Ungroup Subtotal
Accas Text  Source Cannaction A+ =2 Editlin i Advanced | Cojumns Duplicates Validation ~ Analysis™ | T -
Get fitemal Data Connedions Sort & Filter Data Tools Outline
AL - Fx ©
B Books ‘ o @ %
A 8 c D E F [ H 1 1T

Parent One First Name |Parent One Last Name Parent One Chinese Name Parent Two First Name  Parent Twa Last Name Parent Two Chinese Name  Street city state zipcode

Elelzlslalzlale =
a0 5 Y O ) N A

=

Count: 153 |[EB|TIE 100% (<) y! &)

Use the function key “F5” as a shortcut to “Go To” window.

Go ko

Family_address__1

Reference:

| |
[Ej:@:T] [ I l[ Cancel ]
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To go to blank lines, check the button of “Blanks”. Then click on “OK” button.

Go To Special

Select

{:!' Carmments
) Constants
) Eormulas

{:!' Current region
() Current array

() Ohjects

) Row differences
() Column differences
) Precedents

) Dependents

) Last cell

() visible cells anly
() Conditional Farmats
() Data validation

K l [ Cancel

All the blank rows will be highlighted.

I AR

File Home | Insert  Pagelayout  Formulas  Data  Review  View

Microsoft Excel non-commercial use

o @ 2

©@

== v

= Wiap Text General

=
>
[}

Calibri MV

= b . *5 ﬁ gﬂ‘ Em 9\ @ ;hutaSummiW @a

'j E3copy - Fill =
Paste BIU- . S EMergeaCenter | § - % v %1 Condtional Fomat Cel Sort & Find &
< Fomat Painter - @ b ' o Formatting * as Table ~ Styles+ QUearr  Fitere electe

Clipboard N Font A Alignment N Number f Styles Cells Editing
Al v k| v

Insert Delete Format

] Books =B R
A \ B c D E F G H J

Parent One First Name  Parent One Last Name Parent One Chinese Name Parent Two First Name  Parent Two Last Name Parent Two Chinese Name Street city state zipcode

Ready | |EEm v 0—0—5
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From the highlighted column, use the right button from the mouse and select “Delete”

&
=

Cut
Copy
Paste Options:

=l
Paste Special...

Loc ot

Drelete...

TR BB N

L 2= ) g =]
Filter b
Sort -
Insert Comment

Delete Comment

Eormat Cells...

Edit Text Import...

Data Range Properties...

Refresh

Check the “Entire row” button then click “OK” button. All the highlighted blank rows will

be removed.

Delete

() shift cells |eft
() shift cells up

i Entire colurmn

O, l [ Cancel
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Instructor / Room Parent

When an instructor or room parent sign in to school portal, the "Instructor Resources”
displays before the personal information. This teacher’s or room parent’s student list
button will be included in the “Instructor Resources”.

|__"| Horne x
= C #® hittps /e sandiegochineseschool.com fregistrationhome by @ =
. Reading Makes Centé .. D a0CA Sign In a SiteS backstage ¢ Rvaglobalsoft Signln 2 phphyAdrmin D a0 A wWehsite »

Y

$UCA %ﬁf@‘Z—: S“‘ h ﬁ.%%

San Diego Chinese Academy

Welcome ERAET,
FE—(0ne Parent)

Instructor Resources

Home 58 Student List For 25}— 7. (Credit 1B) 1
Help A3 1fft

Change Password :

EIE Register For 2013-2014 School Year

Transaction History {7

Contact Us Bf%

Volunteer Sign Up

Person
Privacy Policy [EF.{#E Chinese Name: TE—
kil English Name: Cne Parent
Gender: F
Birth Month/vear:
Sign OQut &4 Mative Language: Mandarin

Edit Person Details

Family for #&—(One Parent)

[

M mimmamd e~ T S e e s
— —
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Press the button, the student class list will be displayed.

[ Studert List For S5 — 2,0 %

=

Welcome BT,
FEZ(Two Parent)

Home 58
Help #FEE

Change Password F

ot}

Transaction History {-

Contact Us Ef%31M
Privacy Polic v {87
il

# E—(One Parent) Z&f

2 Reading Makes Cent$ ... D SDCA Sign In E‘ SiteS backstage  ©F Rvglobalsoft Signln 0% phpMyAdmin

BE b Zf ) P e S 0

San Diego Chinese Academy

25— 7, #E: US103

= C f® Bhttps:f,fwww.samd\egochimeseschool.com,fregi3traton,flnstructiomfschoolfc\asses,fshowﬁo

|| SDCA Website [ WP SignIn D [TUTORIAL]Howtoa.. || New parent

Room Parent: & &~ (Two Parent)

w @

‘ 24 HLast NameHFirst Name“ H4H ”ﬂ{ﬁ]” e ” B ” Email || B |
2 — | srudent one |[tz/zo0s|| F &= (Two Parent) [RE—(one Parent) [lynn@san.r.com|(a58) 123-4567
4=\ sStudent Three 6/2000 || F ”ﬁE:(Two Parent) ”iE—(One Parent) ||Ilynn@san‘rr.com (8587 123-4567
2= srudent Two /2008 M [E&E=(Two rFarent) [EE—(one Parent) [lynn@san.r.com|(a58) 123-4567

Total Student Count: =
Current Time: July 31, 2013 01: 16
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Transaction History

All the transactions that parents made can be found in the Transaction History. This
function is located on the left bar of every page (as shown in the below chart).

[Fe=se - O >

[ Home X
&« C | & Secure hitps://www.sandiegochineseschool.com/r... a % 0 n @ :
i=5 Apps [ PortalSignin ¢ phpMyAdmin ¢ Site 5 cPanel Login » Other bookmarks

-

i

Qﬂ 2 b B b 2 5

San Diego Chinese Academy

Welcome BiEHE,

. Register For 2017-2018 School Year
TE—(Parent 1 Test)

Home 58 Volunteer Sign Up Subscibe PTA Blog
School Directory iB2R5E

Class Roster JiéRa=g8 Person

Registration MNotice Chinese Name: Zf&—

s English Name: Parent 1 Test
Gender: F
Online Registration User Native Language: Mandarin
Guide & FETREGA
Edit Person Details

Help R
Change Password BHEE Family for ZE®¥E—(Parent 1 Test)
Transaction History {2 Parent One: FE—(Parent 1 Test)

Parent Two: ZE —(Parent 2 Test)
Contact Us Bis&adi(p Children: Z4—(Student 1 Test)

Address: 123 abc st, San Diego, CA 22130

Privacy Policy [E3.4848H Home Phone: (858) 123-4567

Cell Phone: (555) 555-5555 .

Casa—ala L o | H |
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By Click on the link, all the past transactions will be listed. The first section is for

registration, and the second part is for all the other transactions, for example, Scrip
redeems, Scrip purchase, Scrip refund, Service Fee refund or Withdrawal.

L=y — O et
[ Transaction History X
<« C | & Secure | https://www.sandiegochineseschoolcom/r.. @ | O B ©® ® :
X Apps [ PortalSignin P phpMyAdmin ¢ Site 5 cPanel Login » Cther bookmarks
sUCA —_— At -
s | T R oh 2R g
} S e i
‘ /
1 * s | * ;
\/ San Diego Chinese Academy)
Velcome BEIIHE, Transaction History
#3785 (Lesley Sun)
Home BE
Registration Transactions
School Directory B4
Date Type Amount
Class Roster f”%]:?-g@ Mﬂ‘_n,l" 191 2015 . ]
16:41 Registration $1,580.00
Registration Motice .
Ealit May 04, 2014 o
. . . 09:04 Registration $1,400.00
Online Registration User .
PSP,
- B April 28, 2013 o
13:14 Registration $940.00
Help #HEFM :
Change Password BEghEEiE
Transaction History {4E7E0% Other Transactions
Mﬁéﬁﬁﬂ_ Date Type Amount
Privacy Policy BERL#BIEN 2016-02-07 Scrip $20.00
Naiver SBEE R 2015-05-14 Service Refund £80.00
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Select the date of the transaction that you want to look up. The transaction detail will be
displayed. Also by click on the registration transaction, you can print out the registration
receipt with school’s tax ID for your tax purpose. Please consult with your tax advisor
regarding tax deductibility of tuition paid.

[fsley — O x
[}y Manual Transaction Detz= X
< C | & Secure | https;//www.sandiegochineseschool.com/registratio... @ ¥r| O n @
i Apps [ PortalSignin P phpMyAdmin €@ Site 5 cPanel Login [ WP Sing In » Other bookmarks
i@? 5 b A RF P AR A
San Diego Chinese Academy
Welcome EhiHE,
FRE— (Parent1)
Home B8
School Directory @33%
i i &4 — (Student 1
Class Roster ag Scrip Transaction for 24— ( )
) . . This transaction is executed by Parent 1
Reoistration Notice and recorded by Helper 1 at November 02, 2014 14:44

COnline Registration User
Guide 48 FEFMEGE

Transaction Type: Scrip
Transaction Date: 2014-11-02
Help #EAEM Payment Method: Check

Check Number: 746
Change Password Sgr5EE

Macy's ($25): £100.00

Transaction History {42048 Souplantation ($25): £100.00
Contact Us BisadE{m Total: $200.00

Privacy Policy EHi#8M

SDCA School Portal User Manual [User Edition] Page 32



Enter Middle / High School Information

It is important for Credit class students to update their middle/high school information
every year. This will allow school administrators to mail transcripts to the correct

counselor and school address. To enter,

scroll the screen down to the “Student

Information” section. Under the student’s information, click the “Enter Middle/High

School Info” button.

Volunteer Sign Up

Person

Chinese Name:
English Mame:
Gender:

Native Language:

Family for & —(Parent

Parent One:

Parent Thwro:
Children:

Address:

Home Phone:

Cell Phone:

Emiail :

List in School Directory:
Emergency Contack:
Energency Phone:
Energency Cell:

Studant Information

Chinese Name:
English Mame:
Gender:

Birthday:

Mative Language:
Allergy:

Special Medical Meeds:

Subscibe FTA Blog

=R

Parent 1 Test
F

Mandarin

Edit Person Details

1 Test)

=& —(Parent 1 Test)

—(Parent 2 Test)

2+ —{Stedent 1 Test)

123 zbc =, San Diege, C& 92130
(858) 123-4567

(353) 535-3535

]|

IF

office.sdca @gmail.com
ez
test contact
(573) 476-2730
(343) 535-353
Edit Family Address

Add Child

Br—
Student 1 Test
F

2002-09-04
English

test allargy

test medi need

Edit Student Details

Enter Middle/High School Info

Register For 20113-2019 School Year

Volunteer Sign Up

Subscibe FTA Blog
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Enter the new school contact information or double check that the existing data is up-to-
date. Make sure to enter all the required fields. Then, click the “Save” button.

Enter Middle / High School Info for &4 —(Student 1 Test)

Credit class parents, please fill out your school counselor and mailing information.

LANFERM, FEELERHEEMA B T

* School Name 24583 [Torrey Pines High School
* Grade &k |8
* School Mailing Address Z4Ei@aA #i4t: 3710 Del Mar Heights Rd.
* City #m48: |San Diego
~ State M&: [CA v
* Zipcode EEESE: 92130
= Counselor Name SiE XMl &:
Counselor Phone Number S§EEMELE:
Counselor Extension Number B§i5 655
* School District 2[B: | San Dieguito Union High »
Other School District E & [E:
Motes {&iE:

= Required Field

Save

Poway School District requires students in high school to submit Off-Campus Foreign Language Permission.
Students retrieve the form from their high school and bring it to their school registration after filling it out.
They don't nead the form to be signad by San Diego Chinese Academy. Poway S EEFR DL B = 4MEH S
#FE, L EETRNHERRARE, £HEEEPERE
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