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Creating an Account and Submitting a Pre-Deadline Application
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Sign Up / Log In 

You need an email address 
to create an account. If you 
don’t have one, you will need 
to call the Helpline at 
1-800-891-3999.
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Include a cell phone number to 
get confirmations by text
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After creating your 
account, you will need to 
check your email to get 
the link to log-in and set 
up your password for the 
first time. 

If you do not have access 
to your email account, you 
may call the Helpline to 
apply over the phone. 
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Step 1: Update Family Profile 
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Once you log-in for the 
first time, click “Update 
Family Profile”. 



Family Profile Enter Parent/ Guardian information 
before student information 
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After filling out the family profile, click Add a Student 
on the homepage. 

You can add as many students to your family profile as 
you want or need to. 



Step 2: Add Student 

Common Error Alert: Make sure 
the you are entering your 
student’s birthdate and not 
your own 

Click “Save” to return to the homescreen.

Click “Save and Add Another Student” to add 
additional students to the family profile 9



Step 3: Apply to Schools 
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Choose the type 
of Application 
you would like to 
submit

2024
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A pop-up window will appear that confirms 
which application year you have selected 
before moving forward.

September 2023
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Section A: 

All information 
pre-populates from 
the family profile. 

If a student’s address 
is different than the 
family profile 
address, then it can 
be changed here. 

You can enter 
additional 
parent/guardian 
information if you 
choose. 
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Common Error Alert: There 
will be an error message if 
the student is too young to 
apply to Kindergarten.

Section B
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TIP: you can “fuzzy” search the names of schools in 
the “Student’s Current School” field. 



15

This box lets you 
know if you are 
in-catchment for 
a Renaissance 
school or if your 
address offers 
your a zip code 
preference for a 
certain school

Section C
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This box will list the schools 
you have selected

Rows 
highlight 
as you 
select your 
schools

Click here to see 
your selected 
schools on a 
map in 
reference to 
your home 
address
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Click on the “i” for additional information. 

Section C
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Box slides up when you click on the “i” 
to display more school information.

Click “Profile” to get to the school’s 
GreatPhillySchools’ profile. Click 
“Website” to go to the school’s website 
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If you select a Renaissance school that you are not in-catchment for, 
you will receive a warning before you move on to the next page of 
the application. 

You can still apply to these schools despite the warning. 
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Section D: 

You can enter 
preference information 
on this page if:

(1) Your child has a 
sibling that 
already attends 
one of the 
school’s you are 
applying for. 

(2) Your child is a 
child of a 
staff/board 
member or alum.

This page of the 
application is not 
required. 
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Summary page: Make sure to verify all application info before submitting. If anything 
changes (e.g. your address), you should log back in to edit your application if it is before the 
deadline or a post-deadline or current year application. Incorrect information can void your 
application. 
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You must check all the certifications to agree to them in order to 
submit your application using the gold “Submit Application” button.
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Once an application is 
submitted, you can return to edit 
your application by clicking the 
“Edit September 2024 
Application” button on the 
homepage if it is before the 
deadline. 

You can also click “View 
Summary” to see a complete 
summary of their submitted 
application. 
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Common Parent 
Portal Issues 

and Questions



Common Application Issues

I forgot my username/ password. - Your username must be an email address if they applied online or provided one 
to helpline. You can email a new password to yourself using the “Forgot 
Password” link on the login page. 

- Passwords must be 8 characters with at least one letter and one number.
- If the user doesn’t know or have access to their email address, help them 

complete an application over the phone 

I can’t apply to any schools. - Check that the student’s date of birth and address are correct. 
- Students must be at least 5 years old by September 1 of the school year they are 

applying for to apply for Kindergarten.
- One caveat to this is that Keystone Academy Charter School will accept 

Kindergarten applicants who will be 5 years old by October 1.

I can’t apply to the school I want - Check to see that the Grade Applying is correct and that the school actually 
serves that grade.

- Check to see that the school is an Apply Philly Charter participating school 

I’m getting an error message. - Check that all the boxes with a red bar next to them are filled in. 
- If it’s a different error message, ask them to read you the text. 

I received a message that i’m out of 
catchment for  the school i’m trying to 
apply to. 

- It is a  renaissance or neighborhood school and you do not live within the 
school’s boundary. 

- You’re welcome to apply, but you should also choose a backup option. 
- Visit GreatPhillySchools.org to learn about other schools. 
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How do schools decide which students get in? 

● There are two ways: 
○ First come, first serve (Renaissance schools)
○ Lottery (most schools have a lottery) 

● Families that want more information on a school’s admissions 
policy can:
○ Look at their profile on greatphillyschools.org 
○ Visit the school’s website
○ Call the school directly 
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Questions? 
Contact Apply Philly 

Charter 

● email apc@applyphillycharter.org
● Call the Helpline at 1-800-891-3999

mailto:apc@applyphillycharter.org


Thank You


