
ONLINE ENROLMENT PROCESS 
HANDBOOK

Open your preferred web browser, and type in 
the address bar the following URL:

Select the language.
Answer the security questions, 
selecting the correct option 
from the possible answers.
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https://app.englishschool.edu.co/matriculartes/default.aspx

Enter the username and 
password of your institutional 
e-mail to log in.

If you don’t remember your 
password, click on this button.
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Read the Internal Data Processing Policies and Procedures 
Handbook of Fundación Educativa de Inglaterra and its 
educational establishments.

Read the School Enrolment Instructions. 

From this moment on, the three phases of the 
enrolment process begin.
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Once you have read the School Enrolment Instructions, 
click on Academic Enrolment. 

Personal information update.
Personal information of parents and 
each student.

Documents upload or update.
All requested documents must be 
digitised and uploaded to the platform.
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In the system, you will find the information grouped by category. To update it, select a category, fill in the 
requested information and click on      the  button. 

Personal information update.6

Process monitoring 
indicator.

The      button will allow you to access the 
information you want to update.

It is not possible for a father (or mother) to update 
the mother’s (father’s) personal information without 
previous credentials validation.

Click on Edit to begin the
personal information update.

The system displays a window listing the students to be enrolled and you will only be able 
to access the contracts once the information update and file upload/update phase has been 
completed. 

Contract reading and electronic signature.
For the contract digital acceptance process, you need to have access to your 
personal e-mail and mobile phone, as an identity verification process will be 
carried out using these means.

This process must be repeated for all categories except for those marked as “Optional”.

Then, click on Continue to proceed with the enrolment process.
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Once an information 
category has been updated, 

the system will confirm it 
with the      icon.

Documents upload or update.7

Click on Upload to upload a digital copy of the requested
documents.

Once you have finished, 
click on Go to Main Page.
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The      button will allow you to upload or 
update documents.

Once an information category has been 
updated, the system will confirm it with 
the     icon.

Different documents will be requested, 
depending on the student’s grade level.

The document must be uploaded in .png, 
.jpg or .pdf format.

Contract reading and electronic signature.8

Once the information is updated and the documents are uploaded to the system, 
the Generate button enables and you can click on it.

Once you have finished, 
click on Go to Main Page.
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Please wait while the additional services contracts and 
other enrolment documents are being generated.

The system will display the documents in digital format for you to read and 
accept them. To open a document, click on the document name.

You can review the document digitally and do not need to print it. 
However, you can download them for your records and control.
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The “Read” or “Accepted” status 
of the document is shown here.

Click on the name of the 
document to open it.

To accept the document, click on “I have read the 
terms and conditions of this document”.
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Electronic signature.11
After reading and accepting the documents, the Proceed to electronic signature
button will enable.

The father, mother or guardian and the student must electronically 
sign the documents.12
The identity validation will be carried out sending a code to the personal e-mails and 
mobile phone numbers previously registered.
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How to send electronic signature invitations?

By scrolling down the list, you 
will be able to see the people 
who will sign the documents.

The system will allow you to select the people who are related to or have a relationship with the student and 
they will be able to electronically sign the documents wherever they may be. They only need to have access to 
the internet and their personal e-mails as well as to have their /or mobile phones.

Important!

The father, mother or guardian of the student who is completing the enrolment process can send the 
electronic signature invitation to the father, mother or guardian and to the student.

Students in Grades 3 to 11 must read the documents and sign them electronically.

If you register a guardian during the enrolment process, this person must also electronically sign the 
documents.

The person who carries out the enrolment process will be able to electronically sign the documents in 
that same moment. 

After selecting the person, click on Send. This action
will send the documents to the selected person’s 
e-mail so that they can be read and signed.
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The code will be sent to 
your personal e-mail and to 
your mobile phone as a text 
message.

The code will be valid for 5 
minutes only.

The code will be validated.

Click on Signature, which enables after the code has been
verified.

Step #1: Request the code by clicking on Submit.

Step #2: Enter the code in the box.

Step #3: Validate the code.

Step #4: Generate the electronic signature.
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13 To complete the enrolment process, the system will show you the enrolment 
summary document with your updated details and confirming the services you 
selected in the process.

It will also display the links to access the online payment platform where you can also 
download the payment slip to pay directly at the bank office.



Online enrolment process handbook10

Support:
If you have difficulties and concerns during the enrolment process, please contact us at our PBX +57 (601) 6767700 
and dial the following extensions 315, 316 and 317. 

If you have any further questions, please send an e-mail to support@englishschool.edu.co 

If you have any doubts in regard to the payment process, please send an e-mail to the Billing Area
at carterates@englishschool.edu.co 

When both parents have signed, you will see the corresponding links for online payment or 
for downloading the payment slip to pay directly at a bank office.




