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	Entering/Withdrawing Students


	Issue:
Correctly entering Enrollment/Withdrawal Date and Time.

Problem:
Withdrawal dates posted on the last day of attendance for the student, do not properly record that day’s 
attendance for the student.  Withdraw dates must be entered as the day after the last day of attendance.


	
[image: image1.emf]Complete the following steps to Enroll a student:

1. In District Enrollment, if necessary, enter all relevant demographic information on the student.


2. Entry date is the actual day the student enrolls.

3. Entry time is 7:45 a.m.  This will already be entered in the Time field.  No action is necessary.


4. Click the Enroll button
Note:  If the previous school used an incorrect withdrawal code resulting in an incorrect transfer/re-entry, please call the I.T. Help Desk for assistance.
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	Complete the following steps to Withdraw a student:
1. In District Enrollment, select the student to withdraw and click the minus button. [image: image3.png]




2. At the Record will be Added dialog box (shown at right) complete the following entries:

A Withdraw Date – The withdraw date is the day after the last day the student attended your school.
Ex. – Last attendance day of school: 2/02/05
Withdraw date: 2/03/05

Note:  If the student’s final day ends before the end of the school day, check the student out with the appropriate absence code. When withdrawing the student continue to the day after the last day the student attended your school.

2. Time:  Withdraw time (7:15 a.m.) will 
 
   automatically be entered.  No entry is 
    
   necessary.

2. Code:  Enter the appropriate withdraw code.

2. From/To: Enter school student is leaving and the school he/she is going to.

2. Note:  Enter any necessary notes.

3. Click Withdraw.
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Note:  If a student is mistakenly withdrawn, please contact the I.T. Help Desk for assistance.  Do not re-enroll the student.


STI Office





Desktop Reference Card





Springfield Public Schools








STI Office Desktop Reference Card
2005 Springfield Public Schools


_1168928618.psd

