
 

Online Registration Parent/Guardian Process  

Online Registration cannot currently be completed via a mobile phone or 

tablet device. 

● Try using a laptop - portable devices can have issues with the online format. Please go 

to the link Aspen  from a laptop or desktop computer to see if this resolves the issue. 

 

Parent/Guardian Access 

A link will be available on the OCDSB Parent Portal for Parents/Guardians to Access the Online 

Registration Portal (OLR).  They will be required to fill out the Aspen OLR form then submit 

their documentation via a second form.   

Login 

Go to OCDSB.ca and click on the Register button  at the top of the screen. 

 

Depending on your student's needs scroll down and click on the appropriate area for your 

registration, for example, Kindergarten Registration.  
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https://ocdsb.myontarioedu.ca/
https://www.ocdsb.ca/


 

 

Follow all the steps on the page, Step 2, will ask you to click on the link to the Online 

Registration Form. 
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This will take you to the Aspen login page.  Click on Request an account. 
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Ensure that “I am a parent/guardian registering my child online” is selected then click 

Next Step. 
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Enter your First name, Last name and Phone number then click Next Step. 

 

● Enter your email address (this will be used as your Login ID and is case sensitive).  
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● Set a password (clicking on the Requirements link will show the Password 

Requirements).  

● Click on the drop menu to choose a security question and enter the answer, (this is to 

enable password recovery). 

● Click on Create My Account. 

 

 You will now see the confirmation message, click on Close, then go to your email to complete 

the registration. 
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This is an example of the email you will receive, please click on click here to verify your email 

address to activate your account.   
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Initiate Form   

Go back to the Aspen Login page and enter your email address as the Login ID and your 

password to log in.   

Once you have logged in to the portal, read and follow the instructions. 
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In Step 3 you will be asked to scroll down to the area that says Start a new New Student 

Registration then click on the +Initiate button  

 

This will open the Registration window. 
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Navigating the registration form 

Begin by selecting the School Year that your student will begin School at the OCDSB, then 

work your way through all the tabs and then click Submit when finished. 

You can move through the registration form by clicking on the Next button at the bottom after 

completing each page.  Some of the questions in the registration form are mandatory.  If you 

miss a mandatory field you will normally see an error message indicating what has been 

missed when clicking on the Next button. For example, the error message below is telling us 

that we need to fill out the Postal code. Go back through the page to fill in this field then click 

Next to move on. 
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You may click Save & Close at any time and come back later to complete the form. 

Filling out the registration form 

Please ensure you read all the Instructions and Notices throughout the form.  This will tell 

you what you need to know to fill out the registration. 

After you have completed the OLR form you will receive an email with a link for you to send in 

your supporting documentation.   

 

Please note your registration is not complete until you have 

filled out the registration form AND submitted supporting 

documents. 

Forgotten Password? 

If you need to reset your password please go to the Aspen login page and click on the I 

forgot my password link. 
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Enter your Login ID and Primary email address (these should both be the same email 

address), then click Continue. 
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Enter the answer to your security question, then click Submit. 
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You will be returned to the login screen and a popup will appear saying “ An email containing 

your temporary password has been sent”, click OK.  

 

Go to your Email Inbox to find the temporary password sent to you.  Go to the Aspen login 

page and enter your email address as your Login ID and this temporary password.  A popup 
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will appear saying “Your password has expired.  Please create a new one.”, click OK. 

 

Enter the temporary password in the current password field, then enter a new password, click 

OK, to complete your password reset and login to Aspen.   
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