
PROCESS MANUAL 2025-2026            

 

Introduction 

This handbook is designed to guide you step-by-step through the 2025-2026 school enrollment 

process through the Phidas platform. We recommend that you read all instructions carefully before 

you begin, to ensure a smooth and streamlined experience. 

 

General recommendations 

 

• Recommended browser: Use Mozilla Firefox or Google Chrome. 

• Ideal device: Preferably use a computer or laptop. 

• Access to the system: You will need the username and password assigned to the parents or 

guardians. If you are having difficulties, please write to: sistemas@cbk.edu.co. 

• Tuition payment: It is done through the Treasury module in Phidias. 

• Necessary information: Have the personal and medical data of the student and parents at hand. 

• Required documents: Upload scanned ID documents (both sides, enlarged to 150%) in 

individual PDF format. 

• Signing of documents: The father or mother who registers must sign the documents. The other 

attendant will receive a notification to complete the signature. The enrolment will only be valid 

with both signatures. 

  



STEP-BY-STEP ENROLMENT PROCESS 
 

1. Enter the www.cbk.edu.co school website, scroll to the bottom of the page and click on the  
PHIDIAS link.  

 

 
 

2. On the next screen (see image) enter your assigned username and password. 
Remember only parents or guardians.  
 

 
 



 
3. Once you have entered the Phidias portal, in the Dashboard look for the option ONLINE 

PROCESSES and click on START or follow the path on the left side of the main page, select the 
option COMMUNITY and click on the option PROCESSES 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Then the list of REGISTRATIONS to be carried out appears in the center of the window, select 
the option 2025-2026 in the year box  and then the active processes will be loaded. Then click 
the "Start" button. 
 

   



 
 
 

5. In the first option of the ENROLLMENT process: "Welcome", read the instructions carefully and 
click on the "Data Update" button. 
 

  

 

 

 

 
 
 
 
 
 
 
 

6. Enter the "Data Update" step and fill in the required fields. Remember not to use the same 
email address for two or more profiles and, if you do not have a mandatory data, write 'NA'. 
Finally, review the information entered and click "Next" to continue the process. 
 
 

 
  



7. In the "Medical Record" step, enter the current information about your child's medical 
conditions. This information is essential for the school's medical staff in case of accidents or 
emergencies. Fill in the fields with accurate information, including allergies, regular medications, 
or any relevant medical conditions. If you do not have the required information for a required 
field, type "NA". Carefully review the information entered before proceeding and click "Next" to 
complete the update. The accuracy of your child's medical records is crucial to ensuring their 
well-being and proper care if needed. 
 

 
 
 

8. In the next step, you can verify the data recorded in the student's medical record. 
 

 
 
 
 
 
 
 
 
 
 

9. In the next step "Upload of identity documents" Upload the identity documents of the student, 
father, mother and guardian (if applicable). To do this, click on the file selection button and 



attach a PDF file for each identity document. The PDF file must contain a scanned ID document 
on both sides and enlarged to 150%. Continue the process by clicking on the "Contract and 
Enrollment Form" button. 
 

 
 

10. In the next step, they will view the PDF document for consultation of the contract for the 

provision of the educational service, the registration form and the completed medical file. 

Read carefully by clicking on each of the documents.  

 

 
 
 
 

In this step, the digital signature of the contract and enrollment form will be made, The parent who 
is carrying out this enrollment process will sign directly in the Click to Sign option,  
 



 
 
 

 
 
Once signed by the parent, the other guardian will receive an email to complete the signature, click 
on the link to sign. 
 

 
 
Once logged in, process the mother's signature by clicking on the example. 
 



 
 
Remember that for the enrollment process to be complete, all the steps of signing documents must 
be signed 
 

 
 

11. In the next step you will see the PDF document for consultation of the Promissory Note: This 
year the signature of the promissory note will be carried out digitally, you can consult the PDF 
of the promissory note model and the instructions that will be signed. Proceed to signing as you 
did in step 10. 
 

 
 

 
 
 
 

12. Contracts, Approvals and Authorizations: To complete the enrollment process, you must 
read and accept the following documents: lease agreement (if applicable), coexistence 
manual, authorization for the use of image, additional services and more. Each document 
can be consulted in PDF format before signing. 



 

 
a. Laptop Lease Agreement (4th to 11th grade): This step contains the PDF of the laptop lease 

agreement. 

 
 

b. Coexistence Manual: This step contains the PDF of the coexistence manual for 
consultation. Please read the document carefully. Remember that, by completing the 
enrollment process, you agree to comply with the provisions of the Coexistence Manual 
of the Buckingham Bilingual School. Continue the process by clicking on the "Next" button. 

 

 
 
 
 
 



c. Parent School: This step contains the PDF for the consultation of Law 2025 of 2020, 
through which the guidelines for the implementation of schools for parents and caregivers 
are established. Continue the process by clicking on the "Next" button. 
 

 
 

d. Authorization of use of image, photography and other rights: Read the document carefully 
and fill in the box in which you authorize or do not authorize the use of image rights. 
Continue the process by clicking on the "Next" button. 

 
 

e. Confirmation of service taking Transportation, Lunch and purchase of Yearbook with 10% 
discount 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



13. Summary of Selected Services. In this step you will see in PDF the summary of the authorizations, 
services taken. This document will be signed to proceed with the authorisation of these. Click 
the SIGN button  to proceed with the electronic signature of the documents as explained in step 
10. 
 

 

 
 
At the end of the process, you will receive a notification of the formalization of the process once all 
the documents have been signed. 
 

 


