
Parent	Registration	Instructions	
	
Step	1:		Log	into	your	parent	portal	at	dlsinfo.org	
	
If	you	have	already	been	to	your	parent	portal,	SKIP	the	Green	Box	and	continue	on	to	Step	2	
on	the	next	page.	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	

A.	Go	to	the	website	of	dlsinfo.org	
	
B.	Click	on	the	yellow	button	"Lost	Password"	
	

	
	
C.	Enter	your	email	address	and	click	blue	button	"Get	New	Password"	
	

	
	
D.	A	link	will	be	sent	to	your	email	account	to	proceed.		If	your	email	does	not	
work,	try	another	email	(work	or	personal)	or	try	your	spouses.	If	you	have	the	
correct	email	address	but	you	don't	get	an	email,	try	your	spam/junk	folder.		
Also,	please	note	some	businesses	have	strong	filters	for	security	reasons,	you	
may	want	to	try	it	at	home.	
	



Step	2:	From	the	Home	page	of	the	Parent	Dashboard	
2.1:		Go	to	the	"Registration	Requirements"	section	in	the	lower	right	side	of	the	page.			
2.2:		By	each	red	"Update	Signature",	click	the	blue	"Edit"	button	and	sign	and	date.	

	

	
	
Step	3:	From	the	Home	page	of	the	Parent	Dashboard	(same	page)	

3.1:		Under	the	section	header	of	"Children",	Click	the	blue	"View"	button	(see	above	
picture)		
3.2:	From	the	Student	Detail	Page,	click	on	the	green	"Add	Enrollment"	button	and	
complete	your	request	for	next	year's	registration	information	(see	bellow	picture).	Save	
and	return	to	the	Student	Detail	page	
	

	
	

Step	2.2	

Step	3.1	

Step	3.2	



	
	
	
Step	4:		From	the	Student	Detail	Page	

4.1:	Go	to	the	"Registration	Requirements"	section	in	the	lower	right	side	of	the	page.			
4.2:		By	each	red	"Update	Signature",	click	the	blue	"Edit"	button	and	sign/	date	or	
update	the	needed	information.	
Please	Note	the	"Medical	Information"	will	always	have	a	red	incomplete.	

	
	

	
	
	
	
	
Step	5:		Send	your	first	month's	payment	and	registration	fee	to	Dublin	Latchkey,		

5970	venture	Drive,	Dublin,	Ohio.		Please	put	your	customer	number	in	the	memo	
section	of	your	check	to	link	your	check	with	your	family.		You	can	find	your	customer	
number	in	the	upper	left	hand	corner	of	the	Home	Dashboard	page.	

	
Step	6:	Log	back	in	to	your	account	in	dlsinfo.org	to	view	your	application	status,	on	the		

home	page	of	the	Dashboard,	under	the	section	of	"Children"	and	the	header	"Next	
Year."		You	are	completely	registered	if	you	have	a	green	"Approved"	under	the	"Next	
Year"	header.		Please	give	us	a	month	to	process	your	application	before	you	contact	us	
on	your	applications	status.			
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