KAMEHAMEHA SCHOOLS

KS Account User Guide:
HOW TO CREATE YOUR KS ACCOUNT

KS Account is your uniqgue Kamehameha Schools Microsoft login to access
Infinite Campus and Mo~ om0 ali Olakino Electronic Health Record (EHR) system.

This User Guide walks you through creating your account,
accessing your account, and provides Help links.

Kamehameha Schools invited you to access applications within their organization ine =

® on behalf of Schools tes@microsoft.co Mon, Mar 25
® .-
© Please only act on this email if you trust the organization represented below. In rare cases, individuals may receive
fraudulent invitations from bad actors posing as legitimate companies. If you were not expecting this invitation, proceed
with caution.
1 Look for your Email invitation e bty
You should find your invite from KS Account Services
from Kamehameha Schools in the email account you -
. . . . '% Message from
provided. Click on Accept Invitation. b X Kamenamena Schol

Click on the Accept invitation below to create your KS Account - a single login
that allows access to various systems associated with Kamehameha Schools
such as Infinite Campus & Mo'omé'ali Olakino (Electronic Health Records)

NOTE:
e This email is unique to you and cannot be shared.

If you accept this invitation, you'll be sent to http:/ohana ksbe edu/

e Check your Spam or Junk Folder, if not in Inbox

Accept invitation

e If you have previously created a KS Account, you
will not receive an email. To login, go to
https://ohana.ksbe.edu.

Block future invitations from this organization

This invitation email is from Kamehameha Schools (imua ksbe edu) and may include advertising content. Read
K Schools's privacy statement Microsoft Corporation facilitated sending this email but did not
validate the sender or the message

20 Login with Gmail
If your email is recognized as a Gmail account
enter your Gmail password to Sign in.

Sign in

%0 conmtinue to mecrosoftonline.com

2b Login with Microsoft ¢
If your email is recognized as a Microsoft ——gmal.com
account (Hotmail, Outlook, Live) enter your
Microsoft password to Sign in.

=' Microsoft 0 congr ge wi share
s @hotmail.com
Enter password

Fasswcrd ate account m

Forgot password?

Use my Microsoft Authenticator app
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2C Login with One Time Passcode

If your email is not recognized as a Gmail or Microsoft account, it will prompt that it will send a code to your
email address. Verify the email is correct and click Send code.

Check your email to retrieve the account verification code “

Enter that code in the Enter code screen and Sign in, « e w@yancacom
Enter code
“ | Your Kamehamaha Schools account verification code VIR st Sed 4 oo 1o oo com
—CC \ ATV 01T Kamehameha Schools R
Sign in Account verification code

W'l send 8 cocke (o eSS @y shoo com o

}gn you n To access Kamehameha Schools's apps and resources, please use the code below for account verification.
The code will only work for 30 minutes.

Account verification code:

14815260

If you didn't request a code, you can ignore this email.
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3 Accept Invitation

Review permissions and click the Accept button to —=@hotmai.com
continue and proceed to the portal.

Review pemissions

K Kamehameha Schools mos obe wts

This resource is not shared by Microsoft.

The organization Kamehameha Scheols would lke

"

v Sign you in

4 Success  Pead your name. small address, and photo
Congratulations! You have successfully created your KS Account login '
and should see the the Infinite Campus and Mo~ omo ™~ ali Olakino EHR
system applications.

= A

Creale collection CUSIDIMiIE WiE

Apps dashboar

Apps

HELPFUL TIPS, LINKS, & CONTACTS

+ Preferred Internet Browser is Google Chrome

+ Use a personal email address to create your KS Account as some businesses restrict use of their
employee email addresses. For example, the emails for the following organizations should not be used:
military, bank, state or federal agencies, and Earthlink.

+ If you sign-in to services like Xbox Live, Outlook.com, Skype, and OneDrive that use Microsoft
accounts, your email may already be tied to a Microsoft account. If you forgot the password, here
isthe link to reset it:

https://support.microsoft.com/en-us/help/402697 1/microsoft-account-how-to-reset-your-password
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0’AHU RESOURCE CENTER « Tel. (808) 534-8080 or toll free (800) 842-4682 (IMUA), press 7

Call the KS Resource Center or your campus unit office if you did not receive the email invitation or are
encountering issues with setting up your KS Account.

SIOVINOD

Infinite Campus Enroliment (Parent Guide)

Online Registration (OLR)

You should have
already created your
KS Account (KS
Account Set Up
document - see
above). Go to the KS
account page and log
in.
https://ohana.ksbe.edu

Click on the Infinite
Campus icon

i My s

R Search apps

=5

Infinite Campus ~ Moomoali Olakino (EHR)
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https://ohana.ksbe.edu/

Welcome to the
Infinite Campus
Portal. Click on the
“Close” button to
close the welcome
screen.

Next, click on “More”

— r.p,r‘.?l:c-;j:-;':' to beg| n Online
- Registration (OLR)
Hiams: -/

Preschool EC AP Authorization Form
T T

2 Preschool Enraliment Agreement and General Walver

04/23/2024

Preschool Tuilion Agreement

04233024
-

Select “Online
intigecCoD Registration” to enter

the Online
More Registration (OLR)
portal.
Address Information /

Contact List

Demographics

Family Information

Enrollment Clearance

Online Registrati
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Click on “Start” to
begin completing
your Online

Registration (OLR)

L

£ More | Onkine Enroliment Registration

[Existing Student Online Encollment Registration

Begin by entering
your First and Last
name in the

M e e designated box, and

click “Submit”.

On the next screen,
click “Begin”

m' it R e /

% Kamechameha
¥ Schools

T L R L {
e kL L e
L

~ Fl
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Student(s) Primary
Household Tab

f'**"‘;""‘“““"”'” Follow the prompts

e M) i —— S TR and fill out all
I ~—— necessary fields such
as “Primary

Household Phone

" Number” as shown in
the picture on the
left.

Enter both Physical
R ~ = Address and Mailing
Address

- Parent/Legal
~Parent/Legal Guardian Click on Edit/Review
and complete the
requested

, information on each
i ok ks tab for each parent

First Name Last Name Gender Completed Record Type

F s Existing Edit/Review

Please list 31l primary Parent/| egal Guardian's in this area.

Yellow - Indicates that person is missing required information. Select the highlighted row to continue,
Lt Indicates that person is completed, Then CI|Ck on
Save/Continue

Emergency Contact

UL A ) nee oract s sueoras o) ang Authonized

Pickup Tab

—Emergency Contact and Authorized Pickup

Click on Add New
Emergency Contact

First Name Last Name Gender Completed Record Type Remove Existing Contact.

Emergency Contact: In &N EMERGENCY, if parent/legal guardian cannot be contacted,_please call one of the following Emergency Contacts listed.

Emergency Contacts must be 16 years or older. H

and provide the
Emergency Contact and Authorized Pickup: Proper identification will be required before a student is released to persons who are designated wi
Authonized Pickup status. req u eSted

Yellow - Indicates that person is missing reguired information. Select the highlighted row to continue.

information on each
tab for each contact.

v Indicates that person is completed.

Kamehameha Schools requires a minimum of 3 Emergency Contacts. The maximum number of Emergency Contacts is 7

Then click on
Save/Continue
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-Student
First Name Last Name Gender Schaal Completed Record Type
. K5 Preschaol v Existing Edit/Review (
Please do nol add additional students,

Yellow - Indicates that person is missing required mformation, Select the highlighted row to contirue.

¥ - Indicates that persen is completed.

SaveC

anbrue

Student Tab

Click on Edit/Review
and provide the
requested
information on each
tab.

o Sebend W irk e

1 | drmaded iad e el bR

= Tl b [hepensfl

L e o AP i r BT B
e L e e S e L ey e

LT
LAk, o0 i N B, . e i, ‘ 

 Frdgiesi

Click on the “Tuition
Deposit” dropdown.
Click on the provided
link to complete the
payment of your
child's tuition
deposit.

Preschool - Minimum Family Contribution
(Deposit)

As o pan of

transtorabie $100 tuition deposit (Minimum Family Cnmnbulnon} is REQUIRED for all

shudants ol

paymant will bis applied towards he lition balance

1t paying by

parying by credit card or deblt card, a 2.95% serdce fee will be added,

I you do nod have & chacking aceount, savings account, cradil card, or debil card please
comact your Preschool Raglonal Office

“IMPORTA
cradit card

Mow Invitsas, plosse refer to your Admission’s invite letter for your T-digit S 10

number,

v 2024-2025 school year enraliment process,

Please read the
following for detailed
information regarding
your tuition deposit.

ending Kamehameha Schools and 1s pot covered by financial aid, This

chacking account of savings account, thare i no addtional sarvice fea. I

NT** Please note the company name for this charge on your bank or
statement will say FACTS Managemeni, NOT Kamehameha Schools,
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Once you have
completed filling out
all the necessary
fields within Online
Registration, click
“Submit”

&
<«

PLEASE HOTE
P i sulendivng jr (oiee [reamend Sagabotes W v Sy el 80 Pu G0l 1 Shee e iy gy By
recip
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Congratulations! You
have completed the
Online Registration
portion of enrollment.
Please continue on
to the next section
for instructions on
completing all
remaining
documents.
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Iafinite :,C".:

ampUs

Infinite Campus Enroliment (Parent Guide)

Documents

To continue your child’s
enroliment, each
parent/legal guardian must
log in separately in their
individual parent portal and
sign the forms in
"Documents”.

-Enroliment Agreement
-Tuition Contract
-Emergency
Contact/Authorized Pick-Up
Authorization Form

To begin, click on the
Menu and select
“Documents.”

If you have more than one
student enrolled at
Kamehameha Schools, you
o TN g T SN AR S O TR it I R e Ui / can use the drop-down

e menu at the top-right to view
documents for each of your

/ el students.
e G

On the left side, select
Ealiment Required Decumsnts School Year 24-25.

K12 Enrediment Agreement and General Waiver
Crested: 03/26/2022 i it

Documents Student Nams

G

Click on form(s) that “Need
your Attention”.
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€ Back | K12 Enrollment Agreament and General Waiver

KAMEHAMEHA SCHOOLS

Electronic Enraliment Agreement

Electronic General Release, Waiver of Liability, and Indemnity Agreement
2022-2023 SCHOOL YEAR

Stuetent Name: | Grade
Student 1D #; Class: 2025
In consideration for the above-named child [the "Student”) to attend the Kamehameha Schoals ["Kamehameha™ |,

for the 2022-2023, school year, I/we, the parent{s)/legal guardian(s) acting on behalf of the Student, acknowledge,
understand, and agree to the following terms and conditions for the Student’s enroliment at Kamehameha:

Enrollment Agreement

IfWe understand and agree to the following expectations, as an incoming/returning student and parent(s)/legal
guardian(s):

Student & Parent Handbook. |/We have read the Student & Parent Handbook and have discussed as a family
the academic and conduct expectations of the educational program and agree to abide by the same. Click here
to review the 2022-23 Student & Parent Handbook.

Select the Enrollment
Agreement and General
Waiver document.

The document will open.

Read and scroll down to the
bottom.

€ Back | K12 Enrollment Agreement and General Waiver -

Signature Page, page 1 of 1

Hew btV i

K12 Enroliment Agreement and General Waiver
This elecironic signature. for all purposes of legal documents, is the same as a pen-and-paper signature o initial

Signature Pending
Parent/Guardian Signature Date

- - "

Printed Name

This electronle signature, for all purposes of legal documeNggs the same as a pen-and-paper shgnature of initial

L

Parent'Guardian Signature

or decline

-y -

Printed Name

At the bottom of the form is
an eSignature Page. Click on
the red icon to sign the
document.
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Sign/Decline Dialog

Click Sign to agree or Decline 16 disagree. You can change yg
signature cholce until you Submit the document

Click on “Sign” to
electronically sign the
document.

IF you click on “Decline” it
will prevent anyone else
from signing the form
(some forms have multiple
persons including parents,
custodians, and student
signatures required) and
will delay any further
processing.

€ Back | K12 Enrollment Agreement and General Waiver

Signature Page, page 1 of 1 O

K12 Enroliment Agreement and General Waiver

i Bl Ee )

This electronic signature, for all purpose

Signature Pending
Parent/Guardian Signature Date

N awn

o Printed Name

This electronic signature, for all

of legal documents, is the same as a pen-a

ocuments, is the same as a pen-and-paper signature or initial.

aper signature or initial

Your electronic signature
and date will appear

If another signature is
required, and has not
been signed, it will show
as “Signature Pending.”

You must click on the
“Submit” button at the
bottom of the page to
complete the eSignature
process.

Farent Gpratire 2 os/a/m022
Parent/Guardian Signature Date
Parent Name
Printed Name
The status of the
document
shows that you have
—— signed it and it is pending
22 ? (other
T signatures and/or for
FAZ Rl 5 st Wi R D 1 P Kamehameha Schools to

finish processing the
document).
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TUITION CONTRACT
2024-2025 School Year

Preschool Name

Student Name: Campus:

P4

Student ID #: Grade:

This Tuition Contract is made between The Kamehameha Schools (“KS”) and the undersigned parent(s) and/or guardian(s)
(“I/'we”). In consideration for KS’s enrollment of my/our child named above (“Student”) for the 2024-2025 school year,
T/we agree to the following:

1. Payment of All Amounts Due. I/'We agree to pay KS tuition for the entire school year by payment to FACTS
Management Company (“FACTS”). I/We understand that FACTS i1s an independent company separate and distinct
from KS that provides various financial services including low-cost, automated payment plans for families

Select the Tuition
Contract.

Payment Responsibility. KS may rely on the following information in administering this Tuition Contract:

s

Print Name of Legal Guardian

Print Name of /Legal Guardian

T/we acknowledge and agree to the terms of this Electronic Contract and so indicate by each of us inserting our
name(s) below as my/our electronic signature(s), executed and adopted by me/us with the intent to sign this
document — in other words, inserting my/our name(s) will be an electronic signature indicating I/we acknowledge
and agree to the terms of this Electronic Contract just as a handwritten signature would be on a traditional paper
Contract.

I/WE HAVE READ AND UNDERSTAND THE TERMS OF THIS TUITION CONTRACT, AND AGREE
TO BE BOUND BY ITS TERMS.

m

Print the name of each
legal guardian of the
student.

Signature Page, page 1 of 1

‘This electronlMture, for all purposes of legal documents, is the same as a pen-and-paper signature or initial.

Baie
Printed Name

fThis electronic signature, for all purposes of legal documents, is the same as a pen-and-paper signature or initial.

Date

iPrinted Name

At the bottom of the form
is an eSignature Page.
Click on the red icon to
sign the document.

Your electronic signature
and date will appear

If another signature is
required, and has not
been signed, it will show
as “Signature Pending.”

You must click on the
“Submit” button at the
bottom of the page to
complete the eSignature
process.
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Emergency Contacts and
Authorized Pickup

Documents Authorization Form
Sehool Year . Click on the Menu option
2324 M at the top

Enrollment Required Contract

. NKK Tuition Contract @
Created: 05/12/2023 - Received: 05/12/2023

Enrollment Required Documents

. NKK EC AP Authorization Form @
Created: 05/12/2023 - Received: 05/12/2023

. NKK Enrollment Agreement and General Waiver @
Created: 05/12/2023 - Received: 05/12/2023

Supplemental Information

Click on “More” from the
Main Menu

/

Documents

Click on “Demographics”

More /

Address Information

Contact List

Demographics

Family Information

Enrollment Clearance

Medical Information

Online Registration
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Non-Household Relationships

Review the name of all
individuals listed as
Emergency Contacts and

Relationship Phone Email
Emergency Contact and Authorzed Call Ne data
Pickup Dtheer

vy Pricatly § Authorized Pickups.
el ationship Phone Email

Emargency Contact and Authonzed Call \
Pickup Diher

P

Ernargency Pricsity 3
Relationship Phone Email

Emergency Contact and Authodized Cell No data

Pickup

If you AGREE to the individuals listed as emergency contacts and authorized pick-ups, please sign
below.

If you DO NOT AGREE to any of the individuals listed as emergency contacts and authorized pick- ups,
both parents/guardians will need to come to an agreement on the individuals listed.

Edit/Update the list as needed and sign below when you have come to an agreement. If there are no
names listed, please complete the Online Registration Section and then return to this page.

Please note that this is a requirement of enroliment and delays will affect the completion of your
child’s enrollment in our program.

I/We have reviewed the names listed in Infinite Campus. I/We agree and a of all emergency

contacts and authorized pick-ups listed for my/our preschool

Print Mother’s/Legal Guardian’s Name Mother’s/Legal Guardian’s Signature Date

Print Father’s/Legal Guardian’s Name Father’s/Legal Guardian’s Signature Date

If you agree to the
individuals listed as
Emergency Contacts and
Authorized Pickups, please
sign form below.

/
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	NOTE:

