Enrolling a Student
Very Important: Check EIS before you enroll a student in PowerSchool!

Case I: Enrolling a Student from Outside of Shelby County Schools

1. On the Term tab, make sure you are in the current year.
School: Tara Daks Elementary

Term: 07-08 Year &— Check for current year.

2. From the PowerSchool Start Page under the Functions heading choose Special
Functions.

Functions

L

coecslfuncio: g Click Special Functions.

2. On the Special Functions page, choose Enroll New Student.

Click Enroll New Student.

Function Descripthon
1 D% & Passwords furomatically atsigrs D and pastwords 1o students.

Shorevs the names of those cusrently logged on o PowerSchoo

Daiy Buletin Satup Adds and adits mems on the daiy bulatin,
B Now Student Adds a mew student to PowerSchoo
Fes FumcTons Perfonms fep fumtons

Performs functions for the currently selected student(s)
nportng & Expor Transhers 0ata ovbd and ot of Powerschool,

Liniks to othes fystems whach can be used with PowerSchool

Srarch By LFA Snanches studenis by HA
Search By Grades/dtendanos  Seanches asmrently selected students by grades, ctizenship, attendanoe, eic.

HHarch For Ferfoct ATiendanco  0archod qurmontly seloctog stuconts for perfoct atiengdance
Lo} EnTred Seanchod anedent kg SRR,

Special Program Eneglment Dizplay and select students currently enrolied in specal programs
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3. Fill in the information for the student.

Student's Memz
[Last, First M)

. The Student Number should be the same as SSN
Student numbar or the District assigned PIN.

Social Security Number
Phang Mumbar
Enrolimant date 945/ 2006

Entry Code

||F

Full-Time Equivalency T|

IOemM MO OwS>

Grade Level PE4 5

Track [

s

District of Resldencs o |

K. Fes Exemption Status | Student Not Exempted -+

School Riverdale Elementary

' 3 Submit R

Enter information as outlined below:

A. Student’'s Name: Last Name, First Name, Middle Name

B. Student Number: Enter Social Security Number or District assigned PIN. DO
NOT use slashes or dashes.

C. Social Security Number: Enter Social Security Number without slashes or
dashes. Do not enter a PIN in this field. If the student only has a PIN,
please leave this field blank.

D. Phone Number: Enter in this format - 000-0000 (Add area code only if
different from 901.)

E. Enrollment Date: Be sure that this date is the correct date of enrollment.

F. Entry Code: Choose the appropriate entry code.

E Returning students; normal grade progression from on school to
another; transfer from private school; parochial school, or home
school within Tennessee

E1l Enrolling from another state and was not enrolled in a TN public
school previously this school year.

TR Entering for the first time this school year and was in a
Tennessee public school at the close of the previous school
year; attending another Tennessee public school this year

G. Full-Time Equivalency: Choose the appropriate FTE from the dropdown
menu.
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H. Grade Level: Enter grade level of student for this school year.

I. Track: Leave Blank.

J. District of Residence: Choose Shelby County Schools from the drop-down
menu.

K. Fee Exemption Status: Leave blank.

L. After all information is in, click the Submit.

4. To verify that the student does not already exist in the system, PowerSchool
searches for any student who matches the new student’s last name, phone
number, or Social Security Number.

5. If the system does not find a possible match on last name, phone number or
SSN, the student is enrolled. Proceed to Step 7.

6. If the system finds a possible match for the new student, the Check for
Duplicate Students page appears. On the right side of the screen, the Matched
by: section displays the items that matched. If the names match exactly,
check with the listed school before enrolling.

There should be no _match in the SSN column. If this column displays a Yes,
there is very probably a mistake in the new student’s number or the number of
the matching student. Double check the SSN or PIN of your new student. If
correct, call the school of the matching student to resolve the conflict.
PowerSchool will NOT enroll a student with a duplicate SSN.

School Name SSN Indicator
Check lor Duplicaie Studonts
st by
ey hams HaiEe (6 Ealt Evipdl
Murmbar L, Firas Mokl | G Phana I:I:Ilr Dats Siziyg Leat

Hama 2SN Fhoma

2k klcddc aids ! 12123 EANRONE BRADNT Advs T

¥ i Fred @ frd L0 D9 Ok 1251 o 18 Bl @ieleel, Ok 0oy I
PRl B A3 b 1 el TN L TR S O 1 G W Pl Bl SRR SO

vy g o onaedl, bl oo 18 D T1Ee bt 13 [VaE g sl @ ot THeL
& Franud Y

IMPORTANT: DO NOT CHANGE the SSN OR PIN and enroll the student!!!
Resolve the conflict.

6. If there is no conflict with SSN, click Enroll at the bottom of the screen.

7. When the student pages are displayed, click on the Tennessee Student
Information link in the menu on the left side of the screen. It is IMPERATIVE
that you complete this page! All item with a “*” are necessary for EIS.
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8. Fill in the information for the student. (State/Province - TN, Part I)

Enter

O 0 W

Genersd Student Info

A. Transitional Grade Yos

This Student's Standard Day * (MMM

C. Student PIN (Currant)

Student Enralimant Information

Inst Service Period Type of Servioe * | Salect Type of Servioe ﬂ
E - English Language Batkground ® Select ELA H
Course of Study * Select Course of Study ?_..

Srudent Ineligibility Funding Status

Funding Ineligibility Status * Select Funding Status 15
H. Fu nding Inaligibility Bagin Date *

l.  Funding Ineligibility End Date *

information as outlined below:

. Transitional Grade: Leave blank.

. This Student’s Standard Day*: Enter 420.

Student PIN (Current): Enter if student has a PIN number in lieu of an SSN.

. Inst Service Period Type of Service*: Choose the appropriate option from

the drop-down menu. (See Appendix A.)

English Language Background: Choose the appropriate option from
the drop-down menu. (See Appendix B.)

Course of Study: Choose the student’s graduation path when appropriate
(High School Only). Otherwise skip.

. Funding Ineligibility Status: Skip unless otherwise notified.

. Funding Ineligibility Begin Date: Leave blank unless notified otherwise.

Funding Ineligibility End Date: Leave blank unless notified otherwise.
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The information on this part of the State/Province - TN screen is used at the
end of the school year or when a student has a change in name, SSN, or PIN.

Student Classificpion

Click HERE to Crente'Edit this student's classification.

Completion Documents

3

Dacument Type * Soloct Dasturment Type

Greduation Porsod * Select Craduation Period '-: |

Complotion Docurmani Date *

End of Servico Actian

End of Service Action Taken = Select End of Service Action ?]

Previous Student Information

Firal Narma

Middle Name

Last Mame

Social Security Mumber

Student FIN

D. Click Submit. —

A. Completion Documents Area: Complete for graduating
students only.

B. End of Service Action Area: This will be mass filled by SCS PowerSchool staff
at the appropriate time.

C. Previous Student Information Area: Complete only if there is a change in
the student name, SSN, or PIN.

D. Be sure to click Submit, or all entries will be lost!
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9. Create as many Student Classification records as necessary.
NOTE: In the middle of the Tennessee Student Information page, click the

HERE link to create a student classification. Every student must have at least
one classification.

Student Classiication

Click HERE to CrameEdit thia student’'s clasaification

*

The following screen is displayed:

Click to create a new student classification.

.

My

Type Begin Date End Date

Complete the information for the new classification. This is VERY important for
state funding!

Option Value Select the appropriate
= value from the drop-down
Classification Type * Sebect Classification Type (8] <@—— menu.
Classification Begin Date * < Enter the begm date
of the classification.
Classification E n ¢ Date — Enter the end date
of the classification.

[ Err— Click Submit.

10.Enter additional student demographics. From the student menu on the left of
the student screens, click on Demographics Modify. Information entered on the
initial enrollment screen will be displayed here. Compete additional information as
needed. All fields marked with * are required.
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Demographics Modify, Part 1.
Grade 1

*Mame
frdaf, Fieaf
AT
Marme Child
Goes By

(if other than
First Name)

A. x55) R PFin

B. *Student No. st dent number should be the same as the SSN or the District

assigned PIN.)
C. ‘*Gender Male j

D. *Ethnicity White (W) j

|z language other than EMGLISH spoken at home: I N-Mo j

E. Exclude from
Lizts Flag I_

Clarification of selected fields:

A. SSN or Pin: Make sure one or the other contains a 9 digit number. Numeric
only - no slashes, dashes, or other characters.

B. Student No: Must match the SSN or Pin. Numeric only - no slashes, dashes,
or other characters.

C. Gender: Choose the appropriate gender code.
D. Ethnicity: Choose the appropriate ethnic code.

E. Exclude from List Flag: Check to exclude students from lists since to
approved outside organizations (ex. military lists).
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Demographics Modify, Part II.

Graduation Year

Suffix
SEe e, A SR

Counselar Mame

*Birth Date 5/26/2000
A. . .
Birth City |Memphi5
Birth State TN
Birth County IShElb‘f

B.  Resides with Code B-Both father and mother  ~|

Country of Origin

A. Birth Information: Complete the birth date, city, state, county.

B. Resides With Code: Choose the appropriate code.
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Demographics Modify, Part III.

*address

A. {Schonl Zone Locator ) 123 Sample 5t
Street Address seasfbe T
wverified wia link abowve. Mlllmgmn ’ITH IEI"E"EH:}2

B. *3chool Zone of Residence E.E. Jeter Elementary j

C.  *Home Phone Mumber

Student Lives with Parent Felationship to student is

1 Father j

Parent 1
frdal Frea i

®wiork Phone Mo,

*Cell Phone Mo,

E-Mail dddress

*Emplovment on Federal
Froperty j

*Emploved By

A. Address: In order to verify the address, it is very important to check School
Zone Locator for the correct spelling and abbreviation for the street name.

Click on the school zone locator link. Type in the street name. Click Start
Search. The name in blue is the correct spelling with the correct abbreviation
for the street, drive, cove, etc. Make sure the address range is within the
address range listed. If not, contact Research and Planning (321-2558) to
verify that the house number is within a Shelby County School zone. If the
house number is within the range, click on the blue street name. This will
display the schools to which this house range is assighed. Copy the street
name and paste it into the address field in PowerSchool.

B. School Zone of Residence: This field should always contain the school zone
where the student lives.

C. Home Phone Number: Should be in this format - 000-0000 (Add area code
only if different from 901.).

D. Parent 1 Information: Complete all informatin for Parent 1.
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Demographics Modify, Part IV.

A. Is Home Phone Number Unlisted:
number.

aggregate davs of
membership (YTD)

% Home Phone
Muriber Unlisted?

Student Lives with
Parent 2

®Parent 2
Slaal Frali

*wiark Phone Mo,
*Cell Phone Mo,

E-Mail dddress

*Employment an
Federal Property

*Employed By

Parent 2 Information:

Enrolling a Student

a

Relationship to student is

Mother hd

hd

Complete all informatin for Parent 2.

7/28/2007

Choose Yes for any unlisted phone
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Demographics Modify, Part V.

Contact 1

Marne
L L

Local Davtime Phone Mo,

Local Cell Phaone M.

E-Mail dddress

Relationzship to Student j

Please go to the Emergency Medical Screen to enter information on contac

B. Birth Certificate j

Imrmunization Certificate j
Proof

Date { mmAdd Ay ) |

Proof of Residence 1 M-Mortgage information j

Motarized Letter - as a —j
Mon-Primary Resident

Proof of Residence 1 j
i Living weith someone else)

D. Driver License Status j

A. Emergency Contact 1 Information: Complete all contact information for
Emergency Contact 1.

B. Birth and Immunization Certificate Information: Indicate whether or not the
student has completed this requirement

C. Proof of Residence 1: All students must have 2 proofs of residence.
Complete this portion with appropriate proof information.

D. Driver License Status: Used for generating compulsory attendance letter
required to obtain a driver’s license.
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Demographics Modify, Part VI.

Contact 2

Marne

SEdar, Featd

Local Davtime Phone
M.

Local Cell Phone Ma.

E-Mail Address
Relationship 1o
Student

and 4 if needed.

Physical

Social Security Card

Froof of Residence 2

Date of Motarized
Letter as
Mon-Primary
Rezident

Froof of Residence 2
i Liwing with
someone else)
Driver License
Status Date

{ramnAdd Sy

R-Real estate tax receipt

Clarification of selected fields:

A.

B. Physical and SSN Information:
completed these requirements.

C.

Emergency Contact 1 Information:
Emergency Contact 1.

Proof of Residence 2:
Complete this portion with appropriate proof information.

Driver License Status Date:
letter required to obtain a driver’s license.

Enrolling a Student

Complete all contact information for

Indicate whether or not the student has

All students must have 2 proofs of residence.

7/28/2007

Used for generating compulsory attendance
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11.Enter transportation information as needed. This information MUST BE
completed for bus riders. Use for car riders, walkers, etc. is optional.
From the student menu on the left of the student screens, click on
Transportation.

Click New to create a new transportation record.

v

= ™y
{ tew

FramiTo School Bus Mumber Route Number Description S53ard Dats End Dete Depariuns

Mo Transportation entries were found for ths student.

Only the items labeled must be completed for a bus rider. The information for
this screen is obtained from the Department of Transportation.

Bruident Ehuset
A- Sitart Dade * Wl T
B- Erd Oimlm " ol LY
C - FromaTo Schoal F R
D. Dasacrptann * Sz on Stogdent Traniadetalos Erlrad Pags
E. oyt The Wesk S 0 wae B Tue B veed B TR W 7 Gt
F_ Timnmgeeriatan Type - T,_]
G Routa Murizar

B Muws e

Lrrvar hin—a

Rum Coirvisat Murmtesr

Dragsaiture Time

Siop Mumkar

LLLETY
Aauls Cisla=oe _:|
Arerasl Thm Endirrgseg évvbry= B 000 AM)

Spacisl awinicicns

Linking Indicator * el Linng Oprice HE

Clarification of fields:
A. Start Date: Enter the enrollment date.

B. End Date: Enter the day after the last day of school.
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12.

13.

14.

C. From/To School: A record must be completed for AM and PM. Choose To the
first time and complete the record. Choose New again on the Transportation
Record screen and create a From record with the same information.

D. Description: Use AM and PM for to and from school respectively.
E. Days of the week: Check all that apply.
F. Transportation Type: Select the description that applies to the student.

G. Route Number/Bus Number: These fields should BOTH contain the Route
Number.

Be sure to click Submit when all information is entered.

Enter Special Programs as needed. Special Programs indicate the following: 504
status, homebound, remanded, ESL and/or Special Education Options. A
student may be enrolled in more than one Special Program.

From the student menu on the left of the student screens, click on Special
Programs.

Enter a begin date and end date (the day after the last day of school) and
complete any other fields that apply to this option.

Use the Emergency Contact/Medical screen to enter emergency contacts in
addition to the ones entered on the Demographics Modify screen. Also enter
immunization status in the appropriate fields. If the student has a medical
condition that may require special treatment, that condition along with
emergency instructions may be entered in the Medical Alert field. To access this
screen, click on Emergency/Medical from the menu on the left of the student
screens. Be sure to click Submit when all information is entered.

If there is a Guardian Alert on the student, click on the Parent/Guardian link
from the menu on the left of the student screens. Enter the appropriate
information in the Guardian Alert Text box. Be sure to click Submit when all
information is entered.
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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 - Page T6

Who will be transferred |

i BSS Only: 1. Enterto +
CEnter today’s ) <— nameof

Tramalar commant receiving

school

Dt 11 T

[.n:::a b ihe day after 2. Enter transfer date (mm/dd/yyyy) -

the <€— the day after the student’s last day

studonts last day in

clnss)

Exit coda

— Chastlk mare i studant[s) ntend o aarcd i sohool duning next school year.®

4, Dozacheck. 3. Select the exit code from

the drop-down menu.

Enroll Student - Page E16

BSS only: Enter
first day of school

Fudent o re-onngll 8/13/2007.
A. Date of re-anrollment Ge/ 2006 /
B. Entry code TR (Transferred enrallment) ?]
C. | Entry comment From Tara Oaks
D. Full-Time Equivalency Full Day 15
E. cradeLevel 1
F.  Track ]
G * | District of Rasidencs Shelby County [F90) &
H. Aestone class enroliments? Mo E'

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