
TeacherEase

Guide

� 

Elmwood Community Schools

Returning Student

Registration

Welcome back to Elmwood Community Schools!  We’re glad your child is returning for another 
incredible school year.  The following guide will help you in completing the re-enrollment process.  If 
you have any questions, please contact your child’s school office.


STEP 1: CHECK YOUR E-MAIL ACCOUNT FOR A WELCOME LETTER 

1. Check the e-mail account you have on file with us for a welcome letter.  Within this welcome letter, 
you will find a link.


2. Clicking on this link will open a new tab in your web browser and take you to TeacherEase to start 
the registration process.


Please note: if you did not receive the welcome letter, please check your spam folder before contacting 
us.  If the e-mail went to spam, please ensure you mark “no-reply@teacherease.com" as “not spam” so 
that you will receive future communication from the school/TeacherEase system. 
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STEP 2: COMPLETING THE REGISTRATION PACKET FOR YOUR CHILD (OR CHILDREN) 

1. Enter a password for your new TeacherEase account and click on “Save” to move to the next step.




2. Select the “Continue registering existing student(s)” above the names of your child or children.  
Click “Continue” to move to the next step.  Please note: do not use the “Register a new student(s) 
to the district” button unless you have a child new to the district this year.
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3. You will now see each child’s registration packet (scroll down the screen to move to each child if 
you are registering more than one child).  Please read all instructions at the top of the screen first.  
Next, click on “Complete Form” for each section to enter information.


Required fields in each form have an asterisk * next to them.


Page �  of �3 8



TeacherEase

Guide

� 

Elmwood Community Schools

Returning Student

Registration

When you’ve reached the end of each form, you will see a green “Submit” button.  You must click this 
button to submit the form and for the form to be marked completed in the system.


As you complete each form, you will see confirmation you’ve completed the form with a green check 
on the main registration packet screen.
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Once you’ve completed all of the forms, please take a few minutes to review our policies, required 
medical documentation (required to be turned into your child’s school office before the first day of 
school), Free & Reduced Lunch Program information, and important information about required fees.


Once you have submitted all forms and reviewed all other information, you are ready to complete the 
registration process.


4. Click on the “Pay Fees” button in the bottom right corner at the very bottom of the page.  


Please note, even if you do not plan on paying any fees online and pay in person at the 
school office instead, you still must click on the “Pay Fees” button to complete your child’s 
registration packet. 
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5. If you would like to pay your fees online with credit card, check each box for the fees that apply to 
your child.  If you are unsure of which fees apply, please review the Fees document in the 
registration information/packet or by visiting the registration page on the district’s website.  Once 
you’ve selected the fees you want to pay, click on the green “Continue” button to check out.


You will see a secure checkout screen to enter your credit card information and finalize purchase of 
fees.  You will then be returned to the main registration packet screen.


If you do not wish to pay your fees online at this time with credit card, you can pay any fees that apply 
to your child in his or her school office with cash or check.  Please note, we do not accept credit cards 
in our school offices at this time.
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To complete the registration without paying fees online, leave all boxes unchecked and then click 
on the green “Continue” button to finish your child’s registration packet.  You will be returned to the 
main registration packet screen instead of seeing a screen to enter credit card information.


6. Once you have finished with the pay fees section above, you will be returned to the main 
registration packet screen.  Please note, even if you did not pay your fees online with credit card, 
you will see a message that says “Your registration fees have been marked as paid.”  This does not 
mean required fees have been paid in our internal system.  You still must come into your child’s 
school office and pay any required fees by cash or check.  If you have any questions about paying 
fees, please contact your child’s school office.


The registration process is now complete.  Click on “Logout” near the top right of the screen to 
logout of your account and to finish the registration process.
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7. You will now be able to login to your TeacherEase account at any time to view your child’s classes, 
grades, attendance, pay fees, add lunch money, etc.  To switch between multiple children, click on 
the person icon in the upper right hand corner and select which child you would like to view.


8. If you ever need to change your login credentials, such as your password, click on the red “Update 
Profile” box near the bottom left of the screen.


Page �  of �8 8


