
Candor Central School Student Schooltool Registration

Go to: https://cnyric09.schooltool.com/Candor/onlinepreregistration/

Select ‘New User” and then click Continue to begin the Schooltool registration application for
your child(ren).

Use the dropdown to select the number of children you are registering.
(If you are registering more than one child, you will only need to complete the pre-registration process once.)

For support with the Schooltool registration application email lthomas@candorcs.org or call (607) 659-3195
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On the next screen enter as much information as possible for each child being registered.
Fields marked with an asterisk (*) are required. Please do not enter an email address for your
child, we will create a school email account for them.
➔ Use the Click Here to Add Another Child link to add additional entries if you are registering more children

than included on the screen.

➔ Use the Click Here to Remove This Child link(s) to delete unused sections of the screen.

➔

Then click Contacts to continue to the next step.
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Use the dropdown to select the number of contacts you would like to enter for the child(ren)
entered on the previous page. (Contacts include parents/guardians and emergency contacts)

On the next screen enter as much information as possible for each contact. Fields marked with an asterisk
(*) are required.

➔ Use the Click Here to Add Another Contact link to add additional entries if you want to list more contacts
than currently included on the screen.

➔ Use the Click Here to Remove This Contact link(s) to delete unused sections of the screen.

Then click Relationships to continue to the next step
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On the next screen use the available dropdown menus to identify the primary contact for
each child you are registering and to identify the relationship of each contact to each child.

Then use the checkboxes to select the access “rights” for each contact for each child.

➔ Receives Mail – contacts with “Receives Mail” rights receive all student-specific correspondence from the
district/school including attendance letters, discipline referrals, and report cards. Only parents/guardians
may have “Receives Mail” access.

➔ Can Pickup Child – contact is allowed to pick-up the child from school

➔ Parent Portal Access – contacts with ‘Parent Portal Access” will be provided with an account to view
student information and grades for their child(ren) through the online SchoolTool Parent Portal. Only
parents/guardians may have Parent Portal access.

Click Addresses to continue to the next step.

(*** Primary contacts: Children are assumed to live with the individual identified as their primary contact and the
primary contact’s address will be used as the student’s address. Each child may only have one primary contact,
even if multiple caregivers/contacts live within the same household with the student.)
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On the next screen enter as much address information as possible for each contact. Fields
marked with an asterisk (*) are required.

➔ Mark the Same address as another contact radio button to import address data from a
previously entered contact if the contacts have the same address and home phone
number.

➔ Mark the Enter a new address and home phone number radio button when the contact
lives at a different address than any previously entered contacts.

➔ Mark the Enter a new home phone number only radio button when the contact lives at
the same address as a previously entered contact but has a different home phone
number.

Click Contact Info to continue to the next step.
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On the next screen please complete the NYS Digital Access Survey and Transporation
Information.

➔ Each student in the district will be issued a dedicated school device for their use during
the school year. (question 1 can be answered “Yes”).

➔ If you are unsure how to answer any particular question, do your best and we will
review the data and contact you if we have any questions.

Click Next Step to continue.
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On the next screen choose a password. This will enable you to log back into the system at a
later time if you need to access or edit your pre-registration information.

Please also provide as much contact information as possible so that the District Registrar can
contact you with questions about your pre-registration form if needed. Fields marked with an
asterisk (*) are required.

Click Save to complete the pre-registration process and submit your form.

You will now see a confirmation screen. Print or save this screen, or write down your session
key, as you will need both the session key and your password to log back into the system to
access or edit your pre-registration information at a later time.

Click Exit to end your session.

To access or edit your pre-registration form at a later time, go to
https://candor.schooltool.cnyric.org/schooltoolweb/onlinepreregistration/
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Select ‘Returning User” and then enter your session key and password and click Continue.
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