
ONSITE ENROLLMENT PROCEDURES 

Pre-requisite before going onsite.  

Step 1. Log in to the Student Portal.  

https://premium.schoolista.com/MHCC/Parent/Login.aspx 

For New Students: Email the Accounting Office (mhcctreasurer24@maryhelpcanlubang.com). 

for the login credentials 

 For Old Students: Use the Student Number as User ID and Password.  

 

Step 2. After logging in to the Student Portal, the student’s existing balance will appear, if any. Then, 

click proceed. See the picture below.  

 

 

Step 3: Fill out and update all the necessary information needed. See the pictures below for 

reference.  

 

WITH OUTSTANDING BALANCE 

WITHOUT OUTSTANDING 

BALANCE 

https://premium.schoolista.com/MHCC/Parent/Login.aspx


 

 

 

Step 4. After filling out the information, the assessment of fees this school year will appear. Choose the 

preferred mode of payment (Monthly, Quarterly, Annually). Click Save and Proceed once done. See 

the picture below 

 

Make sure that this field 

must correctly spelled. This 

will reflect to the ID of the 

student. 



Step 5. The breakdown of fees will appear. Click the forms link below for the following requirements: 

See the attached picture.  

A. First Link: Upload the scanned copy of your current report card  

New Student: Recent report card released of the previous school. 

Old Student: Report Card released by the school.  

B. Second Link: Mode of Learning and Mode of Transportation of the Students 

    Mode of Learning:  

Purely Online 

Hyflex Blended Learning 

 

    Mode of Transportation if the student is going onsite:  

School Service 

Fetched 

Walk-in (for students who lived within the 500 radius of the vicinity, mainly (Ceris 1 and 2 

residents ONLY) 

Note that the Parents/Guardians of the fetched students will be given a vehicle number (which will 

serve as a car pass) per family for picking up of the students at the school. Walk-ins must include in 

the form the exact address for verification. 

 

Click tis link to submit the additional 

requirements before submitting the enrolment.  



Step 6: Then Click Submit Enrolment once done 

Onsite Enrollment at in MHCC 

Step 1. Get a priority number and fill out the Health Declaration Checklist Form (BROWN DOOR) or 

Scan the QR Code using the Stay Safe Application.  

Step 2. Proceed to Room 103 for fitting and ordering of school uniform. 

Step 3. Proceed to the Registrar’s Office to verify the information encoded in Student Portal. Tablets 

are available to fill out the information online if filling out the Online Registration Form is not yet 

accomplished. Refer to Step 1 to Step 6 of Pre-requisite before going onsite.  

Step 4. Submit the Original Copy of PSA (for NEW students), recent report card, and other lacking 

documents for OLD students to the Registrar’s Office.  

Step 5. Proceed to the Accounting Office. Wait for the priority number to be called and pay the 

enrollment fees.  

Step 6. After paying the school enrollment fees, proceed to Room 103 to claim the school uniform (if 

ordered) and Room 102 to claim the books of the students. Present your official receipt during claiming. 

Important Note 

After the Onsite Enrolment process, check the student portal if the student is already tagged as “Your 

enrollment has been COMPLETED.” This will appear if all the requirements submitted in the school has 

been confirmed.  

Once the enrollment has been completed, check the class section of your child/ren and class 

schedule that will be posted on the school’s management portal before the start of the classes. 


