High School Choice – How to Submit an Online Application Guide for Families
(Follow the same process for High School Transfers)
1. Visit www.syracusecityschools.com/registration or go directly to www.enrollinsyracusecityschools.com

a.

2. Select the appropriate application category. In this example, we will apply for Culinary Arts, which is under High
School Choice.

a.
3. When prompted, create an account using the form on the right. If the parent already has an account, they may log in
using the form on the left. The website provides self-service methods to recover a lost password, but CRC is always
available to help if there are difficulties.

a.

4. Scroll down and enter your home address where prompted. Be sure to select the suggestion that pops up so that the
system can properly identify your zone. Then, click Find My Schools.

a.
5. Scroll down until you find the program you would like to apply for. In this case, Culinary Arts is a program at ITC, so
that is the category it is found under. Once you have found the program you want, click on its orange title.

a.
6. If the student already attends SCSD, click Yes under “Is this student currently enrolled in the Syracuse City School
District?” If the student is not yet enrolled, or if instructed by the Department of Student Registration, it may be
necessary to answer “No” to this question. Enter the student’s information, click I Agree, and then click Continue to
application.

a.
7. If the system is able to look up the student in the previous step, much of the application will already be filled in with
data on file. You can correct any information simply by deleting the text and writing the correct information in its
place. If the student is not able to be found (i.e. No was answered under question i.2) the application will start out
blank. In either case, review the application and input or update all information. Click Continue when complete.

a.
8. Proceed to the Family Information Screen. Here, selecting “Parent or Person in Parental Relation” or “Other” will give
you space to enter information for a single guardian. Selecting “Both Parents or Persons in Parental Relation” will
allow you to enter information for two guardians. Enter all relevant information and click Continue.

9. On the Sibling Information page, enter the information of any siblings who currently attend the program or school
which is being applied for. Be sure to enter the date of birth in MM/DD/YYYY format. If the student has siblings that
want to apply as well, this step does not generate an application for them: those students must fill out separate
applications to be considered. Fill out the information if relevant, and click Continue. Simply leave this blank if there
are no relevant siblings.

a.

10. On the Program Preferences (Interview Consent) page, answer some questions regarding the interview process. Click
Continue when finished.

a.
11. On the Schedule Interview page, you will be presented with a calendar. On the left, any date highlighted in Orange
has available time slots. You can click that date to see what is available. If a slot is available, it will say “Choose Slot”
to the right of the time shown.

a.
b. Once you have selected a time, it will say “Appointment time requested.” and give you the option to
Reschedule. Scroll to the bottom and click Continue.

i.

12. On the Signatures page, there are some brief terms to read. Afterward, you will be prompted regarding who is filling
out the application. Parents answer “No,” while a District Employee or other agency worker filling the application on
their behalf will answer “Yes.” Once complete, click Continue.

a.

i. For Parents, they will simply be prompted to type their name in the box titled “Parent/Guardian
Signature.” This acts as their electronic signature.

b.

i. For staff, you will be prompted to identify whether you are an SCSD Employee or Community Worker,
and then for some contact information as well as a confirmation that you have the parent’s consent
to fill out the application on their behalf.
13. The final page, Confirmation, will give you a last opportunity to review all information entered up to this point. At
both the top and bottom of the page, there is a button which reads “Send My Application.” Clicking this button will
finalize the application process and submit it. After this point, the application can no longer be modified by the
parent: Central Registration must be contacted in order to process any changes.

a.
b. Once you click “Send My Application,” a dialog box will appear to warn you that you cannot modify the
application once it is submitted. Click OK to finalize the application.

i.

14. You will see a final confirmation screen thanking you for your interest in the program, and your information from
Review & Send will still be displayed on screen. You may log out at this time, or fill out another application if desired.

a.

