
CLASS REGISTRATION GUIDE

2023-2024 SCHOOL YEAR

HUAXIA CHINESE SCHOOL AT GREAT VALLEY



1. AT A GLANCE

• For new account registration, the account will be reviewed and activated within 24 hours.

• If have not received any feedback after 24 hours, please email: registration@hxgv.org .

• For class enrollment, there will be an open enrollment period each year so parents can enroll family members 
(including him/herself) to classes.

• During the enrollment period, parents can add and drop classes at any time as needed (no payment is 
required).

• After the enrollment period closed, invoices will be issued based on the final enrollment for each family. 
Parents will receive an email for the invoice and pay via PayPal (link included in the email) or checks.

• For payment, Parents can also log into their accounts, go to “Others” à “Finance” and find/pay the invoice.

mailto:registration@hxgv.org


2. GENERAL WORKFLOW

Student 
Application

• All students 
are 
registered 
under the 
same family 
by the 
parent(s)

Registration 
Approval

• School staff 
will review 
and 
approve the 
registration

Class 
Enrollment

• Parent will 
enroll 
classes for 
each 
students

Invoice

• After 
enrollment 
period, 
invoices are 
generated 
and issued 

Payment 

• Parent(s) will 
pay the 
tuition via 
PayPal or 
check



3. IMPORTANT DATE FOR 2023 - 2024

• Enrollment Window: 6/1/2023 – 8/6/2023

• 8/6 is deadline for early enrollment，a late fee will be charged if enrolled after 8/6

• Payment Due: 8/20 or immediately if invoice issued after 8/20

• School administration will purchase textbooks (for Chinese Courses中文教学 only) based 
on 8/20 invoice/payment list. Students enrolled after 8/20 have to purchase textbooks 
themselves.

• Fail to pay the invoice in full will result In cancel of enrollment. NO EXCEPTIONS!



4. STUDENT APPLICATION (STEPS IN DETAIL)



STUDENT APPLICATION
https://hxgv.net/reg 

Click here

https://hxgv.net/reg


STUDENT APPLICATION (SECTION I)
• The username will be generated by the 

system based on your “Preferred Name” 
and “Last Name”

• Chinese Name is optional

• Please use 拼音Pingyin if no English 
name.

• Please use real birth date because the 
system is using it to calculate year 
group and other functions

• Example of input for names:
• Last Name: Smith
• First Name: Joseph

• Preferred Name: Joe
• Official Name: Joseph



STUDENT APPLICATION (SECTION II)

• Use default selection if 
appropriate

• “Anticipated Year of Entry” 
is “2023 – 2024”

• “Intended Start Date” is the 
date of today

• “Year Group at Entry” is the 
upcoming grade year at the 
applicant’s normal school



STUDENT APPLICATION (SECTION III)

• The address will be the billing 
address and will be used to send 
checks, and other mails if 
needed

• Use Line 2 for “City, State and 
Zip Code”

• Please enter VALID mailing 
address



STUDENT APPLICATION (SECTION IV)
• Follow the same instruction as 

Section I 



STUDENT APPLICATION (SECTION V)

• Please enter VALID AND 
REGULARLY CHECKED email 
address to avoid missing important 
communication from school

• For profession, you can fill in “NA”. 
Please don’t leave it blank

• If you don’t want to fill out the 
information for the second parent, 
check the checkbox “Do not include 
a second parent/guardian”



STUDENT APPLICATION (SECTION VI)

• Please leave the payment choice 
to “Family” – it helps to manage 
all the fees for the students in the 
family

• For “Tell Us More”, type “NA”



STUDENT APPLICATION (SUBMITTED)

• After submission, please allow 24-hours for the application being reviewed and 
approved



POST APPLICATION

• Once the application is submitted, it will take up to 24 hours for administration team to review and 
approve the application

• After the application is approved, you should receive an email containing your account name and 
password

• If you have not yet received the email after 24 hours, please email registration@hxgv.org .

• To reset password, please use “Forgot Password?” option at the login screen to reset your 
password.

• If you cannot reset the password, please contact administration team: webadmin@hxgv.org, 
including the following information:
• Applicant (student) name

• Parent(s)’ name

• Email used for registration 

mailto:registration@hxgv.org
mailto:webadmin@hxgv.org


5. CLASS ENROLLMENT (STEPS IN DETAIL)



CLASS ENROLLMENT (I)

• After log into your account, go 
to “Learn” à “Class Enrollment”

• Select correct student from 
the dropdown list, click “Go”



CLASS ENROLLMENT (II)

• Select correct classes for the 
student and click “Submit”

• You can change your enrollment 
during the enrollment period

• No payment is due during the 
class enrollment period

• If you need to change class 
enrollment after the enrollment 
period, please contact school 
administration team



6. INVOICE PAYMENT (STEPS IN DETAIL)



INVOICE PAYMENT VIA ONLINE ACCOUNT (1)

• After log into your account, 
go to “Other” à “Finance”



INVOICE PAYMENT VIA ONLINE ACCOUNT (2)

• You should see all the invoices for a certain year (in this case, “2023 - 2024”)

• You can click on the icons in “Actions” column to perform desired function



INVOICE PAYMENT VIA EMAIL (1)

• In the email you received from the 
school, there will be a section 
called “Online Payment”

• Click on “Pay Now” 



INVOICE PAYMENT VIA EMAIL (2)

• Click on “Pay Online Now”

• You should see a “Pay with PayPal” 
page. Log in or Pay with Credit 
Card



7. ADDING STUDENTS (STEPS IN DETAIL)



ADDING STUDENTS (1)



ADDING STUDENTS (2)

• After log in parent account, go to 
“People” -> “Students” 



ADDING STUDENTS (3)

• Click on “Application Form” 

• Fill up student info and submit 
application (Follow the same 
instruction as STUDENT APPLICATION 
Section I )



8. COURSE PREVIEW (STEPS IN DETAIL)



COURSE PREVIEW (1)

• After log into your account, go to 
“Learn” à “Departments”



COURSE PREVIEW (2)

• Select course department 



COURSE PREVIEW (3)

• More session information can be found under class list.



COURSE PREVIEW (4)

• Or you can go to 

“CURRENT CLASS” 

-> Drag down menu 

-> “GO”

• More classes information will 
be released soon


