
 

 
Bluewater District School Board 

Online Registration Guide 

  



2 
September 9, 2022 

Contents 
 ...................................................................................................................................................................... 1 

Overview ...................................................................................................................................................... 2 

Troubleshooting .......................................................................................................................................... 3 

Bruce Grey School Locator ....................................................................................................................... 3 

Aspen Home User Account ...................................................................................................................... 3 

Request An Account .............................................................................................................................. 3 

Online Registration: Step by step guide ................................................................................................. 6 

Start A New Student Registration ............................................................................................................. 7 

Online Registration Form .......................................................................................................................... 7 

Start Tab ................................................................................................................................................ 8 

Student Tab ........................................................................................................................................... 8 

School Tab ........................................................................................................................................... 11 

Family/Contacts Tab ........................................................................................................................... 12 

Additional Information Tab ................................................................................................................. 13 

Early Years Survey Tab ........................................................................................................................ 15 

Documents Tab ................................................................................................................................... 15 

Submit Tab .......................................................................................................................................... 16 

Printing Summary ................................................................................................................................... 17 

Workflow Phase ...................................................................................................................................... 17 

 

 

Overview 
As Parents/Guardians or adult students, you can conveniently initiate a new student registration 

through our Online Student Registration process within our Student Information System, called 

Aspen. 

Please note, our online registration process is currently only available for students who are new 

to Bluewater District School Board and should not be used for students who have attended a 

Bluewater DSB School or eLearning course in the past. 

Online Registration will capture enrolment information to identify all relevant data required for 

your student registration. You will be made aware of your application status through workflows 

and status updates as the application progresses from submission to acceptance or rejection. 
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Troubleshooting 
This process requires the use of pop-up windows, and inactive sessions will timeout. 

 If you have any difficulties or have questions, please contact the School Office Manager. Phone 

numbers for schools can be found on the School Tab of the Online Registration. 

For additional information about Bluewater DSB or to find a school website, go to 

www.bwdsb.on.ca.  

 

Bruce Grey School Locator 
Before beginning you will need to determine which schools your student is eligible to attend, use 

the link below to find eligible schools in your area or to find local French Immersion schools: 

https://www.mybrucegreyschoolbus.ca/Eligibility 

 

Aspen Home User Account 
You will need to request a home user account in Aspen before you can begin your registration 

process.  

Request An Account 
Go to https://bwdsb.myontarioedu.ca/aspen/logon.do?deploymentid=bwdsbsis and select 

“Request an account.” 

 

 

 

http://www.bwdsb.on.ca/
https://www.mybruc/
https://bwdsb.myontarioedu.ca/aspen/logon.do?deploymentid=bwdsbsis
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Next you will select the type of account required, a detailed scenario is provided for each 

available account type. Once you’ve made the appropriate selection, select Next Step.  

***If you previously started this process and did not receive a validation email, select Click here 

 

 

 

 

 

 

 

 

 

 

 

 

Enter all applicable fields (required fields marked with red *). Once complete, select Next Step. 
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Enter applicable fields (required fields marked with a red *). Once completed, select Create My 

Account. 

Please note that Bluewater DSB staff cannot use their @bwdsb.on.ca email address in their 

home user account request. You must use a personal email address. 

 

 

You will receive request confirmation: 
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Soon you will receive an email verifying that your account request was submitted, follow the 

instructions to verify your email address and activate your account.  

 

 

Once complete you will receive this verification, select Close. 

 

You can now begin your student registration.  

 

Online Registration: Step by step guide 
Go to https://bwdsb.myontarioedu.ca/aspen/logon.do and login with your user login credentials 

(email and password indicated in your account registration). 

 

https://bwdsb.myontarioedu.ca/aspen/logon.do
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Start A New Student Registration 
After logging in, the Parent/Guardian or adult student can begin an online registration by clicking 

the +Initiate button in the Start a New Online Registration section of the Pages homepage.  

 

 

 

 

 

 

 

Online Registration Form 
The Online Registration form displays as shown below, with eight tabs to complete: 

Throughout the registration you will be prompted to complete all required fields (marked with a 

red *) and will not be able to skip ahead until all sections are completed. If you receive an error 

message pop up, review the form for any incomplete required fields and enter the missing 

details.  

The registration form has built in navigation, selecting the Next or Previous buttons your 

selections and information will be saved. You have the option to Save & Close, which allows 

you to save your entries and return later to finish this registration. Selecting Cancel deletes your 

selections and the registration all together. 
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Start Tab 
Here you will select the appropriate school year that your student will attend. Users will have the 

option to select the current or next school year from the list.  

Once complete, select Next to move to the next tab. 

 

 

Student Tab 

On this tab you will complete information regarding your student’s legal & preferred name, birth 

& citizenship, age and grade level, phone numbers & address. Though not all fields are required 

to complete your registration request, we encourage you to complete all relevant fields to 

ensure the school office has all required student and contact details when receiving the student. 

You will find special notes placed with each section of the student tab guide, please reference to 

ensure you are aware of specific requirements. 

If your child has attended any publicly funded school in Ontario, they will have an OEN (Ontario 

Education Number), this can be found on their report card. If your child is starting school now, or 

is new to Ontario schools, this number will be assigned after registration by school staff. The 

OEN field is not a required field and will not prevent you from proceeding. 
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If the student was born in Canada, a Province of birth is required. If the student was born 

outside Canada, an arrival date is required. 

 

 

Once you enter the students date of birth, their grade level will populate.  

If you are pre-registering your student into JK for the following school year, please change the 

Grade level from Pre-K to JK, the Adjusted grade level field will automatically change to Yes. 

 

 

Select Add to enter student phone record(s), be sure to indicate the priority sequence if adding 

multiple phone records.  

Select OK when complete. 
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Select Add to enter student address record(s). 

At least one physical address is required for the student. This will be used to determine 

transportation eligibility. Touch the drop-down arrow beside the field for Address Type to choose 

Physical. 

Review Formatted Address at the bottom of the screen to verify that you have entered the 

students address correctly.  

If the student lives between multiple homes, additional physical addresses can be added. 

Likewise, if the mailing address is different than the physical, it can be added as a second entry. 

Be sure to set priority sequence if adding multiple address records. 

Select OK when completed.  
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School Tab 

To find eligible schools in your area or determine your local French Immersion school, visit 

https://www.mygreybruceschoolbus.ca/Eligibility. 

Select an eligible school from the list provided. Note, the school address and phone numbers 

are here for your convenience. 

 

 

https://www.mybrucegreyschoolbus.ca/Eligibility
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Family/Contacts Tab 
The home user contact requires additional details, select your First Name to open the contact 

record and enter missing fields. (Relationship type, contact priority sequence, CASL (Canadian 

Anti-Spam) acknowledgement, phone type, contact questions). 

A minimum of one Parent or Guardian contact must be entered for students under 18 years of 

age. Parent/Guardian contacts must indicate custody or access to student records, if applicable. 

Priority sequence should be indicated for each contact.  

Select Add to enter new contacts.  
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Any siblings who are currently attending a Bluewater DSB school can be identified, so the family 

unit is known. Select Add to create a new sibling record. 

Note, all students registered by the same home user will be identified as siblings and will 

populate in the sibling field of the registration. Verify siblings indicated, users can delete 

inaccurate records as needed. 

Select Next when complete, or if there are no siblings to  

 

 

 

 

 

 

 

 

 

 

 

Additional Information Tab 
You can enter additional information in this section pertaining to School History, Medical 

Information, Special Education history, Language, and Transportation.  

In the school history section, you will be asked, “Has the student ever attended a school in this 

Board?” If the response is yes, your student is likely already in our system. Please stop 

and contact the school directly to prevent creating a duplicate student record. 

If indicating yes to a medical condition, please select Add to provide their condition details. 

Registering into a French Immersion program, you will make the indication in the Language 

section (shown in yellow highlight). 

If indicating an alternate address location for AM pick-up or PM drop-off, please indicate the 

physical address in the space provided. 
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Early Years Survey Tab 

This tab is only applicable to JK/SK registrations and is an optional 5 question survey, eligible 

users must opt in or opt out of the survey. 

 

 

Documents Tab 
This tab summarizes the documentation that the school will need to see for their verification 

process. Once your online registration has been submitted, you will need to call the school 

office and schedule an appointment to bring these documents in. (Any photocopies taken will be 

destroyed once registration is complete.) 

Select Next. 
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Submit Tab 
It is recommended that you review the information entered on all tabs before you Submit the 

registration form, as you cannot edit the form online once submitted. You can review by 

selecting each tab or use the Previous button to view prior tabs.  

For information changes after submission and before your child begins attending school, please 

contact the Office Manager at the school to inform them.  

In the notes or comments section we suggest providing a note with regards to arranging an 

appointment with the Office Manager to provide the required documentation and sign the formal 

registration form.  

Select Submit when ready. 
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Printing Summary 
After submitting the registration, you will have an opportunity to print a summary for your 

records. 

Select Print, in the format window, select Run to generate PDF file (Portable Document 

Format) that can be printed or saved.  

 

 

 

Workflow Phase 
You can see the Workflow Phase of your registration on the main page as highlighted in yellow 

below. This is also where you will access any saved and incomplete registrations. 

Once accepted, the workflow is complete, and you will receive an email stating the registration 

has been accepted. If the student registration is rejected, you will receive an email detailing the 

reason. 

 

 

 


