
Orange Township Public Schools 
Online Kindergarten – 12th Grade Registration Process Guide 

for the 2021-2022 School Year 
 

Thank you for your interest in the Orange School District. Please follow the 
Registration steps below to register your child(ren). 

 
1) Please visit our district website at https://www.orange.k12.nj.us/. Next, hover the cursor 

over the Departments header located at the top of the screen. Then click on the District Registration link. 
 

 
 

2) Next Click on the Genesis Online Student Registration link to proceed. 
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3) After clicking on the Genesis Online Student Registration link, follow the steps on the welcome screen 

to gain access and begin the online student registration process. 
 

 
 

4) You may now register the student by clicking ‘Add Student’. 
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5) Next, complete the fields on this screen and click ‘Save Student’.  *Please note that any missing fields 
will prevent the entry from being marked completed. 

6) You will then return to the ‘Register Students’ screen to take one of the following actions: 
 

 
 

 

Step 6, Option a. 

Step 6, Option b. 
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a. Add Another Student – to add another student repeat step 6. 
 

b. Advance to the Next Screen – Once all students have been added, click ‘Advance to the Next 
Screen’ and continue to fill-in the information for each of the following screens, Contacts and 
Addresses, the Home Language Survey, and Review and Submit.  *Please note that any 
missing fields will prevent the packet from being marked completed.    

 
 

7) Once all screens have been successfully completed for each student being registered, you will be 
prompted to enter your contact information in the fields below indicated by the red arrow. 

 

 
 
 
 
On the review 
and submit 
screen, please 
consider the 
options listed 
here before 
you click 
‘Submit 
Registration 
Information’.  
 
 
 
 

 



 5 

8) Next, you must also complete the District Registration Packet in its entirety.  Which is accessible by 
following the link listed in the below screenshot. 
 

 
 

9) Upon completion of the online student registration process and the District Registration Packet(s), 
kindly scan and email the completed registration packet(s) for each student seeking enrollment along 
with the appropriate documentation listed below in Step 10 to the following email address: 
Kindergarten12registration@orange.k12.nj.us. 
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10) Please include the following documents for verification: 
 
Student Information Required: 
! Birth Certificate 
! Immunization Records 
! Physical Examination dated with a year (not mandatory for enrollment) 
! A Transfer Card 
! Last Report Card 
! Complete Transcript (for high school students) 
! Individual Educational Program (IEP) (if applicable) 

 
Proof of Parent or Guardian Identity:  
! Current Photo ID, State ID, or Passport 

 
Proof of Residency: 
 
You must email ONE of the following primary documents, PLUS TWO of the following secondary 
documents. All secondary documents dated within the last thirty (30) days: 
 
Acceptable Primary Documents: 
! Contract of Purchase or Sale 
! Tax bill 
! Mortgage statement 
! Current Lease 
! Property Deed 
! Water bill 
 

Acceptable Secondary Documents  
! Utility bill (must be in your legal name) 
! Credit Card statement (must be dated within the last 30 days) 
! Current Vehicle Insurance or Registration Card 
! Current Paycheck stub 
! State Benefit Statements or Public Assistance Documents 
! Medical insurance bill 
! Bank Statement 
! Cable/Satellite bill 

 
11) Once all information has been received, a Central Registration Department staff member will review and 

verify the submitted online registration information, the completed registration packet(s), and other 
supporting documentation.  Once finalized, an email will be sent to the parent or guardian confirming 
school placement. 

Please understand the omission of the required documentation may 
result in delayed enrollment.  


