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NEW STUDENT REGISTRATION PROCEDURES


NOTE:  You must have basic computer literacy skills to take an online course!

1. Go to http://www.BayVirtualSchool.com
2. Click on the word ‘LOGIN’ on the blue navigation bar on the left side of the screen.

(Click ‘ok’ / Click ‘yes’)
3. You will come to the Virtual School Administrator Application Login screen. Click on the ‘New Student’ button in the Login box.
4. Complete the Student Profile. Fill in all yellow boxes.  For your graduation date, please put 06/01 for the month and day. Type your address carefully and correctly.  All mail will be sent to the address exactly as you type it.
5. After filling out the Student Profile page, click the blue ‘Save’ button at the bottom of the screen. The screen will refresh and prompt you to pick our district (Bay) from a drop-down menu. After doing so, you will then choose your school from a drop-down menu. Home-schooled students should choose ‘Home-Schooled Bay.’ All other students should choose Bay Virtual School. If you skip any information, the page will reappear and there will be a prompt in red at the top of the page. Follow the prompt’s directions, and click the blue ‘Save’ button again.
6. A screen will appear with your Username and Password. Either print this page or copy down this information now. After you have your Username and Password secured, click on the blue ‘Continue’ button.
7.  Answer the questions about Race and Ethnicity.
8. You must add at least one guardian’s information. Click on the blue ‘Add New’ button at the top of the page.  Fill in all of the spaces that you possibly can. The yellow lines are required to be filled in order to continue to the next page. Click the blue ‘Save’ button.
9. The guardian page will refresh. If you want to add another guardian, click the blue ‘Add New’ button. If you are ready to move on, click the blue ‘Continue’ button. 

10.  Read the next page carefully.  You’ll find a number of items that you need to understand.  Those items include information that you may want to reference later.  Printing this page may be a good reminder for the future.
· FLVS Age Requirement

· Student Contact and Drop Policy 

· FLVS Academic Integrity Statements 

· Student Code of Conduct/AUP  

· FLVS Science Courses 

· Consent, Waiver and Release 

If you agree with every statement on this page, click the ‘I agree’ button.  The page will refresh.  Then click Continue Admission.
11. Complete your Academic Profile. Please fill in ALL of the lines in the Academic Profile. The Physical School Information will already be filled in from your Student Profile page. Check your Projected Graduation Date (in yellow), and answer the two questions to the right. Use the drop-down menu to fill in your GPA. Click the blue ‘Save’ button. After the screen refreshes, click the blue ‘Continue’ button.

12. Now you can Request New Courses. Click the blue ‘Continue’ button.
13. On the left side of the screen, in the dark blue box, click ‘Request New Courses’. Read through the Important Course Request Information. Click on the blue ‘I Have Read and Understand’ button.

14. On the Course Selection Form, click on the blue ‘Select First Course’ button.  Follow the directions in the blue box labeled ‘Course Selection Instructions.’  Read the prerequisites for the course. You must meet any prerequisites before you can take the course. Also read the Important Note at the top of the page.

15. If you do not want another course, click on the blue ‘Finished Selecting Courses’ button. If you do want to choose another course, click on the blue ‘Select Another Course’ button.

16. When you are through selecting courses, you will complete the Registration Course Survey for each of the courses you have chosen. Click on the blue ‘Continue Course Request’ button.

17. You are now on the Course Request Form. This must be approved by both your parent/guardian and your guidance counselor. It is strongly encouraged that your guardian opens an online Guardian Account in order to approve your registration rather than do it on paper. If you want to print at this time, click the blue ‘Print Friendly View & Continue Course Request’ button. Otherwise, click on the blue ‘Continue Course Request’ button.

18. The next page will tell you your Course Request is Complete. It will also give you the Current Reasons for Holding Placement. Click the blue ‘Finish’ button.  You will see your ‘Course Request Status’ on this page. As your registration moves through the process, the red ‘X’ will move down the columns until it becomes a green ‘X’ in the Active column. Click on the blue ‘Logout’ button.

19. Have your parent/guardian click on the ‘Apply for Guardian Account’ in the dark blue box on the left side of the screen. After the Guardian Account has been set up, the guardian will go to the Course Request Status in his/her account and click on the blue ‘Approve Course’ or ‘Drop Course’ button next to the course name.

CONGRATULATIONS!  You’ve completed the registration process.  
What do you do next?

Log in to the FLVS site again and work through the New Student Orientation.  You’ll find it on the right side of your page, under TIPS & RESOURCES.

Monitor your Messages (see link on left of screen).  Watch for Welcome Emails from your teachers. Reply to their emails to set phone appointments and to get more instructions.

