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ENSURE STUDENT
EMAIL
COMPATABIL ITY:  

Before enrolling students, confirm that their email
can communicate with the North Dakota K12
Office 365 (k12.nd.us). Check with your tech
coordinator to see if your school manages its own
G-Suite or Office 365.

How-to Enroll a
Student
A GUIDE FOR SCHOOLS:

SET UP YOUR
ACCOUNT
(ONE-TIME
REQUIREMENT):

To set up an account, visit
https://www.cde.nd.gov/ and click “Store
Login.” Select the North Dakota login, and
complete the short form, choosing the "school
official/staff" or, if applicable, the “k12.nd.us”
(ND schools using Edutech only) option. Account
setup typically takes one business day, and you
will receive an email notification once it's
complete, allowing you to proceed with course
purchases.

BEGIN
BROWSING:

NDCDE courses are organized by grade band and by subject. Within some
subject areas, you can filter courses. NDCDE store link:
https://store.cde.nd.gov/

https://www.cde.nd.gov/
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ADD
COURSES TO
YOUR CART

When selecting a course, click the Choose Options button. Then, select the student’s
state of residency and the start and end dates for the course. The default setting is 20
weeks. If you are a Small Organized School member, your discount will be applied at
the point of sale or reflected on your invoice if purchasing on account. 

How-to Enroll a
Student
A GUIDE FOR SCHOOLS:

ENROLL
STUDENT(S)
IN COURSES

Click "Enroll New Student" or type a
returning student's name in “Enrolling
a Returning Student” to assign them to
a course. For multiple students,
complete the form for each one. If
enrolling more than 10, contact
NDCDE's Director of Learning, Kirstin
Girard, kirstin.girard@k12.nd.us.

DESIGNATE A
LEARNING
COACH

After entering basic student and parent information, you
will be prompted to provide information about the student’s
school and designate a learning coach to proctor exams
and assist the student. The learning coach must meet
NDCDE standards and expectations. 

Learning Coach
Expectations

https://www.cde.nd.gov/information/resources/learning-coach/learning-coach-expectations
https://www.cde.nd.gov/information/resources/learning-coach/learning-coach-expectations
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COMPLETING
YOUR
PURCHASE

At check out, you can pay by
invoice (Account Pay button) or by
credit card (Pay $ button). Please
check all the information to verify
that the correct students are enrolled
in the correct courses. 

How-to Enroll a
Student
A GUIDE FOR SCHOOLS:

ACCESSING
YOUR
INVOICES

Upon logging into our online store, users with
invoice access will see an invoice option in the
upper right-hand corner of the navigation bar.
Click on this and then toggle whether you want
to see paid or unpaid invoices. NDCDE also
sends invoices electronically to the school
designee every 30 days.  

WHAT
HAPPENS
NEXT?

NDCDE will typically enroll students in courses within one business day of
receiving your order (during peak times, this timeframe is 2-3 business days). The
student, learning coach, and parent will receive a welcome email with
instructions on logging into the course. This group will receive regular
communication from NDCDE regarding student course progress and teacher
feedback.  


