
 
 
 
 
 

IPSF ENROLLMENT USER GUIDE 
 
NEW USERS  
STEP 1: Create a Parent/Guardian Account 

- Click on “Sign In” 
- Click on “New Account” tab 
- Complete Personal Information fields with parent/guardian contact information that is 

current and checked frequently 
- Click on the orange “Create Account” button 
- Once you have verified your email address, sign into your account to create a profile for 

your student(s) 
Note: You must create a student profile to add classes to your cart 
 

STEP 2: Create Student Profile(s) 
- Click on “Manage Students” at the top of the page 
- Click “Add Student” button 
- Complete all student information for current school year 
- Click the “Save” button 

 
RETURNING USERS  
STEP 1: Access Parent/Guardian Account 

- Click on “Sign In” and enter the email address and password associated with your 
parent/guardian account 

- Click “Profile” at the top of the page  
- Confirm all parent/guardian information is accurate, including parent contact information, 

and select the check box to certify all information is correct  
- Click the “Update” button 

 
STEP 2: Update Student Profile(s) 
Note: The system may prompt you to update the student profile upon signing in. Click the student 
name and complete the final 2 steps in the process listed below.  

- Click on “Manage Students” at the top of the page 
- Locate the student to update and click the orange pencil & paper icon to edit  
- Update all student information for current school year, including grade, school, homeroom 

teacher, and t-shirt size 
- Click the “Save” button 

 
 
 
 

https://programs.ipsf.net/signin
https://programs.ipsf.net/signin


EXPLORE & ENROLL IN CLASSES 
 

 
 

- Explore classes with filters such as grade, class subject, location, day of the week, and 
more 

- View class information such as location, days of the week, price, and number of seats 
available 

- Click “More Details” for additional information and to add class to the cart 
o “Add Class” button will appear gray or orange 
o Orange: Click to add class to cart and follow instructions to check out. Only U.S.-

issued Visa, Mastercard, and Discover credit/debit cards are accepted.  
o Gray: Indicates class is unavailable for enrollment or you do not have a student 

eligible for the class. This may be because there are no students attached to your 
profile, your student does not meet the prerequisites (grade, location, etc.), class is 
full, or enrollment is not open.  

o Waitlist: Classes that reach capacity may have a waitlist. Click “Add to Waitlist” 
button. You can view your student’s waitlist under “My Schedules.” Adding a student 
to the waitlist does not guarantee a spot in the class. If an opening becomes 
available you will be notified via email or text.   

 
FEATURES 

- Manage Students 
o View/edit student profiles  
o Grant shared access to another parent/guardian 

- My Schedules  
o View details regarding upcoming, current, and past class enrollments  



o Withdraw from a class: Locate the class and click the orange on the right side 
of the class details 

Note: Withdrawals are only available during the enrollment period and are subject to 
$35 non-refundable program processing fee per class. See full Terms & Conditions 
including Pricing & Payment Terms for full details.   

 
 


