STIDistrict – Enrollment

District Level Setup

To set up the District database in order to use the STIDistrict Enrollment Program, open the STIDistrict workstation and then perform the steps that are provided in this guide. 

Before installing/using at schools, do the following in the STIDistrict Workstation:

· Create a user account that can be used by schools to log into the program. To create an account, click on File – User File Setup Menu – User File Setup, and then create an account. 

· Click on File – District Setup Menu – Enrollment Options. Choose your Data Movement Settings options and your Other Settings options. New options in version 6.x include:

· Allow partial enrollment of students.

· Allow enrollment of students not withdrawn.

· Forced withdrawal resolution. 

· Click on File – District Setup Menu – District Setup, then select the Auto Numbering tab and setup the appropriate buttons if auto numbering of Student Numbers, Alternate Student Numbers, or State Numbers is desired. 

School Level Setup

To setup the STIDistrict Enrollment workstation options, open the STIDistrict Enrollment workstation (these options will need to be setup on each STIDistrict Enrollment workstation). Then perform the following steps:

1.
Click on File – Options.

2.
Select the desired options by clicking on each item.

Enrolling a New Student

To enroll a new student into your district level and school level database, open the STIDistrict Enrollment workstation and perform the following steps:

1.
Click on File – Enroll a Student or click the button with a + sign.

2.
Click New.

3.
Enter the student’s information, and click Enroll. 
STISets Data

If the district wishes for STISets data to move with the student, the installer should select this option when prompted during installation. However, if STISets data movement is added after installation has been performed, or if the datapath to the Sets data is changed, then edit (using Microsoft Notepad) the enrini.tps file (located within the STIOffice data folder) and type in the STISets datapath in the space provided. 

Enrolling a New Student

To enroll a new student into your district level and school level database, open the STIDistrict Enrollment workstation and perform the following steps:

1.
Click on File – Enroll a Student or click the button with a + sign.

2.
Click New.

3.
Enter the student’s information, and click Enroll. 

Transferring an Existing Student
To transfer an existing student from one school to another, open the STIDistrict Enrollment workstation and perform the following steps:

1.
Click on File – Enroll a Student or click the button with a + sign.

2.
Type in at least two characters of the student’s last name, and click Search.

3.
Select the student you wish to enroll; click Select.

4.
Enter all necessary information and click Enroll.

Withdrawing a Student
To withdraw a student from your district level and school level database, open the STIDistrict Enrollment workstation and perform the following steps:

1.
Click File – Withdraw/Inactivate a Student or click the button with a - sign.

2.
Type in at least two characters of the student’s last name, and click Search.

3.
Select the student you wish to withdraw; click Withdraw.

4.
Enter all necessary information and click Withdraw.

Inactivating a Student
To inactivate a student from your district level and school level database, open the STIDistrict Enrollment workstation and perform the following steps:

1.
Click File – Withdraw/Inactivate a Student or click the button with a - sign.

2.
Type in at least two characters of the student’s last name, and click Search.

3.
Select the student you wish to inactivate; click Set Inactive.

4.
Select the desired options and click Apply. 
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