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*| understand that for this voluntary request, WCPSS district transportation will
not be provided, unless the request is made for my base school or my calendar
option school. Transportation to and from the transfer school will be the sole
responsibility of the parent/custodian.
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Transfer Requests

Parents have the option to submit Transfer Requests with a quick and easy online
application process. The application process may be completed using a personal
computer, smart phone or tablet device.

The Transfer Request component features a multi-step application, which is accessible
through a web-based user portal. Applicants utilize a single sign-on account to submit
up to three Transfer Requests for one or more children within a household in an easy and
efficient process.

This application collects basic information, including student information, household and
guardian information as well as the reason for the requested transfer.
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Current WCPSS Parents

Upon reaching the Smart Choice system from the WCPS link, you will be prompted to
provide additional information to complete your parent account.

Create an Account

Before submitting an application, you must create a single sign-on account that will allow
you to submit Transfer Requests for all the children in your household. This account is
created with the parent’s first and last name, email and password. You must use a unique
email address to create your account and keep in mind that you will use the email and
password used to create the account to login at a later date to complete Transfer Requests
submission, check application status and placement and more.

If you do NOT have an account
please create an account using the form below:

Parent/Guardian First Name:
Parent/Guardian Last Name:
Parent/Guardian Email:
Confirm Email:

Password:

Confirm Password:

Preferred Language: English ¢

Create Account
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Once your account has been created, you will see a student lookup, which will attach your
students to your parents account. This can be completed by entering your student’s ID,
street number, birthdate, and grade.

Student Lookup

To begin a transfer application for a new student, please use the student lookup below to link students to your
parent account.

Student Lookup

I *Student 1D:
LY *Street Number:

2 *Brthdate:

-
“-
-

L3 *2015.2016 Grade:

L — T

Submitting a Transfer Request for an Existing Student

Once the student look-up has been completed, the site will bring you to a list of transfer
schools. You can begin a request for your existing student by clicking on one of the schools
listed in blue. After clicking on a school, you will be presented to agree to the Requirements
& Policies before continuing on into the Transfer Request.

For existing students most of the basic student information will be pre-populated with your
child’s details. Upon completing any missing fields, you have the option to continue to the
next step of the application or save the application to be completed at another time. If you
opt to save and exit the application, you may finish it later by simply logging into your
dashboard with the email and password that you have created in the first step. Please note
that incomplete Transfer Requests will not be considered for entry into the selection
process.

You will continue through all steps of the application as detailed in the Online Transfer
Request Process section of this manual.

How to Submit Transfer Requests revised 7/13/2015 | Page 5

AXTFEARA AR ©firefly

Exclusive Smart Cholce™ Reseller




Smart 80hoice"

TECHNOLOGIES

Online Transfer Request Process

Review Requirements & Policies

Once you have selected the school that you would like to put in a Transfer Request, you will
be presented with a link and agreement checkbox to review and agree to the Requirements
& Policies before proceeding to the application. By clicking the blue “Requirements &
Policies” link, a lightbox will appear with WCPSS specific policy details allowing you to read
through them or print them for your records.

Online Transfer Request Process

The online transfer request utilizes a multi step process where all of the steps of the
application and the fields of the steps are editable using a Form Builder. This allows each
form to be specific to the district and or school in question. Since its a multistep process,
applicants/parents have the option to save and exit the application at any of the steps and
resume their application work at a later time/date by logging into their parent account.
Below are examples of steps within an application process.

Student Information

Within the Student Information step, student information like name, age, grade, date of
birth and more will be pre-populated. You will need to verify that this information is correct.
If any of the student’s information is not correct, you will need to contact your base school
to update the student’s information. Once you have verified all fields in the Student
Information Step you have the option to continue to the next step of the Transfer Request
or save the request to be completed at another time.

Comtinue »
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If you opt to save and exit the Transfer Request, you may finish it later by simply logging
into your dashboard with the email and password that you have created in the first step.
Please note that incomplete Transfer Requests will not be considered for entry into the
selection process.

Family Information

Within the Family Information step of the application you will include contact information.
Some of the parent/custodian’s information will be pre-populated with the information used
to create your parent account.

Family Information

We will now need to collect information about your parent/guardian. Please complete the form below to
continue

Parent/Custedian
A} First Name  Eroacenn
LR “Last Name: Bocay

43 Wimary M
14 Asstions] Phore:
13 AGEUand) Phaee

" Emat |

L — e

Additional Transfer Requests

This step is where you can select up to 3 schools for submission of your Transfer Request.
The school selected at the beginning of the transfer request process will be selected as #1.
You may select up to 2 additional transfer requests, for a total of 3 schools. You do not
have the ability to decline an assignment so only select schools you are willing to attend.
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Additional Transfer Requests

If you are inlérested in sSubmiting transfer requests for any adational Schools, please select these schools
below. You may select up 10 2 addiional ransfer requests, for a total of 3 schools. You do not have the ability to
dedline an assignment so only select schodls you are willing 1o attend

LR Seguented School #1:  Asgw Migh ]
23 Soqueanted Schasd 02 0y Croce [
1 Baguantiod Sahasd 53y Croice 3
T — T

Sibling Information

For each school selection made in the previous step, you can enter any siblings who are
attending the school in question or who are applying to the same school within the Sibling
Information Step.

Sibling Information

f you armpwer Yo' to ether question Below, plesne enter the sibling nformation Selow:

1. Do the appicant have » sbiing currently atsending this school or program?
2. I3 there » sbing aho applying on a separate appication for this school or program?

Wi sbivrgs of this student should Be ortered 3t this DMe 10 eNsure that The JPEroprate CoNSMIeranon Is ghven to
Mudens wih sbirgs

Choice #1: Apex High

A1 Ehingy OVARENTLY ATTINGIVE Apee Mgh

Susdert 0. Pirst Norme:  Last Name:  Birth Dute  Current School Q0N4- 20151 Currene Crade

AN AP L, AN Oy ey

A3 Sl APTLYA e Agas Mgt

Svudert 0 Pirst Norme:  Last Name:  Birth Dute:  Current School (299420405 Grade Appiying far

AN AT Ay SOy

L — T
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You can enter “attending” students or “applying” students by entering their student ID,
pressing “Lookup” and all information should pre-populate including name, date of birth,
grade and school. These siblings will be verified and or linked if the siblings are living within
the same household.

Reason for Request

In this step, you will be asked the reason for the transfer request with a list of options to
choose from. Once your reasons are selected, you will be asked to provide specific
reasons, along with the option to upload any supporting documentation for the request.

Reason For Request
51 *Check any'all that apply:
Accress Change Calendar Aignment
Child Care Need Transportation
Requesting Base Siblings at the Same School
Student Heath Reasons WCPSS Employee

Other (Please specify)

33 *Please provide specific reasom for this transfer reguest:

3 Supperting Dotumentation: Crocee Fie No S chosen

34 Additienal Supporting Documentation:  Crosse fie  No Ve chesen
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Signatures

Within the Signatures step of the request, you will be required to electronically sign the
Transfer Request and agree to the terms of the application indicated by the Wake County
Public School System.

Signatures

Signature of parent/custodian, verifying that | understand that for this voluntary request, WCPSS district
transportation will not be provided, unless the request is made for my base school or my calendar option
school. Transportation to and from the transfer school will be the sole responsibility of the
parent/custodian.

The parent/custodian submitting this transfer request acknowledges that both parents/custodians of this
student are in agreement with this request being submitted, In cases where one parent/custodian has
sole custody of the student, the person submitting this transfer request acknowledges his/her legal
authority to do so.

61 *Parest/Guardian’s Wnitials Date: 07/01/2015

L —— R

**Please Note: Within the signature content you are confirming that both parents/guardians
are in agreement with to WCPSS Transportation Policies with regard to Voluntary Transfer
Requests. The following policy is written within this content shown above: “I understand
that for this voluntary request, WCPSS district transportation will not be provided,
unless the request is made for my base school or my calendar option school.
Transportation to and from the transfer school will be the sole responsibility of the
parent/custodian.”

Review and Send

Prior to submitting the application you will be forwarded to a confirmation screen, where
you can review all of the information that you have entered into each step of the application.
This screen also gives you the option to make changes to any of the details in the
application by clicking the “Edit” button to the right.
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This will also give you the opportunity to rerank your transfer request choices. By selecting
the up green arrow you will move that choice up. By selecting the down green arrow you
will move your choice down.

Additional Transfer Requests

© 1. Apex High
& 2. CaryHgh

Complete

When you are ready to submit your transfer application, you will click on the “Send My
Transfer Application” button at the top or bottom of this confirmation screen. Once the
button is clicked, you will be prompted to confirm that you want to submit your finalized
application. Keep in mind that a copy of your confirmation page may be retrieved and
printed at any time from your dashboard. Please not once the application has been
submitted no further changes can be made.

At the top and bottom of your confirmation page, you have the option to log out of your
account if you are finished with Transfer Requests for the time being, or you can opt to fill
out another application for a child within your household, or you can view your choices by
continuing to your dashboard.

Your dashboard may be accessed anytime by logging into your account at http://
transfers.wcpss.net Here you will receive the most up to date information on your Transfer
Requests such as status updates, placement details and more.
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Parent Dashboard

Within the Parent Dashboard, each student will have their own “profile” with a listing of their
Transfer Requests. Here you can view the real-time status of each request and review
application information such as parent notes, requirements and more. This listing will show
the school name, the status of the request (submitted/not submitted and eligible/ineligible/
in processing) any parent notes input by administrators as well as the option to “delete” the
application, if it has not been submitted.

Have another student not listed above?
Start a new transfer application for another student
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Srocke's Tramsler Appications

The vatun Of each & anafer spophcation & Shown Seiow. To vew your @ anafer spphcation, cick on the SOl narme below

0o yonr Requets 1o Transier Nk Dodn procesied your Coa0encs Lo FAETNT Wil D PO Pere

* AsexiMgh

“rten

* Caryugh

Santen

L — N

Once at your dashboard, you will be presented with a list of all students for whom you have
submitted Transfer Requests. Here you will receive the most up to date information on your
Transfer Requests. From here you also have the option to fill out an additional application
for any of the children within your household. By clicking Start a new transfer application for
another student” you will be sent through the same process described earlier.

If you have any questions regarding the transfer application process please contact Wake
County Public School System at 919-431-7333.
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