Student Information Systems

Campus
Edit/End School Enroliment Record

To edit or to end a student’s school enrollment record, find the record and then click on
the record to work on it. Follow the steps below.

Search for Student in Census

I. Search for student name or number: index | Seorch | Holp
a. Select Census in left Index column. Vo e ko o vy
b. Click on People. — ms“
c.  On Search tab, select All People from drop- T oo —

down list. ® e —

d. Click on Advanced Search>> :D ]
e. Enter search criteria. s
f.  Click Search (or hit Enter or Return key). S

2. Search results will appear. (If more than one name appears, click to

select correct student.)

Edit (Change or End) an Enrollment Record

Index | Search | Help Moody, Test2 ~ ¥spea
(Grade:10” #500650 DOB:11/11/1991 GenderM
1. Select Enroliment tab. s B e . Schootchacs | radentii
‘ Go Qhics s trict
2' Clle on the record that you Wlll edlt A arch >> [ save XDQBS (&) Print Enroliment History | ] New B2) Notice of Change in Enroliment | ] New Enroliment History
or end' é i 07-08 £10 Cantra 8 S —

emo! 06/12/2007
EQER 04-05 999 DemoElem E 12/20/2004 06/14/2005

3. To edit/change the record:
In the General Enrollment Information box,
change the data fields as needed, then SAVE. T —

( ) I{ . Start Comments

To end an enrollment record:
In the General Enrollment Information box,

Schedu Gra Class Rank Exchu

Calendar
07-08 210 Central S

09/04/2007 75|

enter:
* End Date: The last day that the student attended school.
* End Status: The correct End Status (refer to separate handout: Enrollment End

Codes).

* End Comment: If student is leaving district, type in city/state where student is going.
Caution about other comments: End Comments for students who
have been administratively transferred will be entered by 5™ floor
administrative staff only, not by school staff.

4. Save.

About Students Who Do Not Appear:

If a student has never appeared for | Eng an enrollment record only when a

school, use Missing Students to student has attended your school this school
No-Show the student instead
year and then leaves.

(See separate documentation).
I
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