Transferring/Withdrawing a Student

To Withdraw a Student:

1. Before withdrawing a student, you must first delete any attendance events
showing for dates on or after the withdrawal date (Ex. If a student is expelled
or put on homebound, and you have entered the attendance codes through to
the end of the year). If you must backdate a withdrawal (withdraw prior to the
current date), you must also delete any attendance events showing for dates
on or after the withdrawal date (Ex. a student’s records are requested as of
9/05/2008, but you have absences entered from that date to present while you
have been verifying the student's whereabouts. Because these absences will be
inaccessible once the student is withdrawn and yet still be visible under “show
dropped classes”, these attendance events must be deleted before the
student’s schedule is dropped or the student is transferred out).

e Search on the Start Page to find the student.
¢ In the Academics section of the Student menu, click Attendance.
¢ On the Attendance screen, click Change Multiple Days.
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e Change the absence codes to Present for the appropriate dates.

From this Date 8/11/2008 <€4—— Enter the date of withdrawal.
To this Date IBEHEEGGB <4—— Enter date of last attendance ent
&
8 These codes
Present
AT - Absent by teacher
EPA - Excused Partial Absence
Code(s) to scan for UPA - Unexcused Partial Absence
EQ - Excused absence
E1l - lliness
E2 - Death/illness family
Present '
E4 - Religious holiday .
ES - Legal court summons v
Attendance Code to Set I (Present) j

If Other Than a Default Present (default © Overwrite <€——Select Overwrite.
presents will be overwritten regardless) r , .
Don't Overwrite

e Click Submit.

e Select Attendance from the Academics section of the Student menu.
¢ On the Attendance screen, click Change Meeting Attendance.
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e Change the absence codes to Present for the appropriate dates.

remuians Enter date of withdrawal——g, "o/1/2008

Toanis date Enter date Of |aSt _>W
attendance entry.
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¢ Click Submit to save the changes.
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2. Drop the student’s schedule.
e Change the Term to the current school year, if necessary.

School: Tara Oaks Elementary

Term: 08-09 Year
Click Term at

the top of
the screen.

Curremt  06-07 Year
2 Choose the
Change to  08-09 2008-2009 Pl Year from the
pop-up.

£ submit ‘“«g— Click Submit.

¢ In the Scheduling section of the Student menu, click Modify Schedule.

e Drop all classes.
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e Make sure the exit date is the date of withdrawal, the day after the student’s
last day on roll. NOTE: Be careful! This date will default to the current date.
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4— Click Drop Classes.

e You will be returned to the Modify Schedule screen to confirm that the classes
have been dropped.
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Edit the Student’s Classification End Dates.

e In the Information section of the Student menu, click State/Province-TN.
e Scroll down the page and click HERE under Student Classification.
e For each classification, click on the abbreviation under Type.

S

Mew

Type Begin Date
Click here to edit

PR —_—P» "
the classification. . P
R 8/7/06

Y

End Date

08/13/2007 0543172008

e Edit the Classification End Date to the withdrawal date.

Optiomn Value

Classification Type * (R) Regular

Classification Begin Date ™ 08713 /2007 LMD DAY S
Classification End Date 05/31/2008

F ™
r Delete

e Repeat this process for ALL classifications.

e In the Information section of the Student
e Click the To and From links for the current

Change this date
to the student’s

i MM/ DD oy eg———Withdrawal

date.

£ Submit ? q—Click Submit.

Edit the Student’s Transportation End Dates.

menu, click on Transportation.
year to edit the End Dates.

Click to edit each Transportation record.

i 8
M

F r:ﬂ,ﬁhu&l Bus Number

2130 2130 P rvemt
2130 2130 AM-To
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e Edit the date to reflect the student’s withdrawal date.

Change the date and click Submit at the bottom of the screen.

Student Dalworth, Darius

Etart Date * 8/11/2008 [MIMLTDAYYYY
End Dt * 6/2/2009 (MDY
FromiTo Schaal * From School _]

e Repeat for each transportation entry.

If the student is enrolled in any Special Programs, edit the Special Programs
Exit Dates.

¢ In the Enrollment section of the Student menu, click on Special Programs.
o If a Special Program is listed, click on the date next to the name of the

program.
F Hew B

Program Namée Eniry Date Exit Date Grade Level Exit Code

Upean Ennpliment T ] |

Click here to edit date.

¢ In the Exit Date field, change this date to the student’s withdrawal date.

Comment
Entry Date 7/7/2008
Exit Dats 7/6/2009 <4— Change date here.

¢ Click Submit at the bottom of the screen.
e Repeat for additional Special Programs.

6. Transfer the Student Out of the School.

¢ In the Enrollment section of the Student menu, click Functions.
¢ On the Functions menu, click Transfer Out of School.
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¢ Fill out the Transfer Student Out information.

:‘:'J':" will be transterred -, David Paul
1. Enter to +

<4— name of

Trangler commeni receiving
school

Dot of transler
(should be the day after 2.Enter transfer date (mm/dd/yyyy) -
the “4— the day after the student’s last day
studont’s last day in
class)
Exit code
= Chack mere if student]s) ntend o anncd in Somodl dunng next school year.®

4. Dox check. 3. Select the exit code from

the drop-down menu.

e Click Submit at the bottom of the screen.
e The Alert screen tells you that the student was transferred. Click Back

f Rack Y

}

7. Leave the student inactive unless/until a receiving SCS school is known. (Wait
for the school to call. Don’t take the parent’s or the student’s word.)

To Transfer a Student To Another SCS School:

1. Transfer the student out of school.
2. Search to find the student using /last_name.
3. Click Functions in the Enrollment section of the Student menu.
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4. Click Transfer to Another School.

Who will bo franslorred Enos, David Paul Choose the

. school from the
Ta which school? Sycamore Elementary : <@——— drop-down list.
mote: The stutent must have alrg il Ty BN transferngd out of thes schodl [be nactnee | o use this Tumcton

Click Submit. —»i ubmir *

5. The Alert will appear letting you know that the student is now inactive at the
receiving school.

Alert:

IEnos, David Paul & A an mactve student at Spcamore Elementarny

Click Back. _—pp I Back ¥

Receiving School is not known or if student is leaving SCS:

1. The student will remain inactive at your school.

2. To find inactive students, type /enroll_status=2 in the search box on the Start
Page.
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Transferring Students Before School Starts (BSS)

Amend the Enroll and WithdrawTransfer instuctions as follows to transfer students

from another SCS before school starts.

Withdraw/Transfer

Wino will be transfermed £ ¢ pavid Paul

out
BSS Only: Enter 1. Enter to +
today’s date. <¢— name of
Tranader comment recelving
school
Ciate of transler
{should be the day after 2. Enter transfer date (mm/dd/yyyy) -
the “4— the day after the student’s last day
studonts last day in
clnss)
Exit code

| Chastle hara if stucent(s) invend o anrcl in school duning next school year.®

4. Do§ check. 3. Select the exit code from
the drop-down menu.

Enroll Student

BSS only: Enter
first day of school

Sudant to re-onnsll Baker, Kacy Sue 8/11/2008.
A. Data ol re-anrallment G 2006 /
B. Entry coda TR (Traniferred enrollment) [
C. | Eniry comment [ From Tara Oaks
D. Full-Time Equivalency Full Day 1)
E. | Grade Lovel 1
F. Track .
G. District of Rasidence Shelby County [F90) Fa
H. HBestore class enrolimenis? Mo el

Mote: Regardiess of the cate specifed above, the sTudent’s records will be re-activated mmadiately

f Submin
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