SEPTEMBER 30TH - SCHOOL RESPONSIBILITIES

1) Complete 1701 information, (STU.301) namely:

-
identify legal name differences

-
mark native students, bands, special programs (Demog Screen)

-
mark enrolled programs (may use TRA.919 to auto-fill programs that are related to a specific course)

-
mark school funding students

-
identify special education students

· auto-fill number of courses based on student schedules (TRA.902)

2) Complete entry of Ministry numbers for students (STU.300E) who 

   may be missing their PEN#. 

3)
Use STU.530 format 170 to verify, check September 30th important information. Ensure birthdate, postal code, etc info is complete.

4)
Run STU.996 once by "C"lass then "R"egister - both must match. If not, run STU.893 to look for missed registers.  Contact Board Office to run STU.897 and correct other potential registration errors.

5)
Every month including September, run STU.993 to include:


- Detail of all students transferred in on the current month


- Detail of all students transferred out in the current month


- Summary grade total report

6)
Make sure that all students that are to be included in September 30th are entered by September 30th. Make sure that all drops are completed before end of day on the 30th. You cannot backdate registrations.

STU.530 - 1701 Enrollment Report:
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If you Press (ENTER) with no selection, all students for your school will print identifying all 1701 necessary information.

If you want to select for example all students with missing PEN#s, input the selection field as above. This selection indicates "include all students whose first digit of the PEN# field is blank"!

Eg: to select only those students with missing birthdates, under the AAAAAA of birthdate input ######  (all 6 digits of birthdate = blank)

Auto-Fill Number of Courses field

---------------------------------

Once a school has indicated SCH.310 course credits are OK and that their student schedules are accurate, run TRA.902 to auto-fill number of courses.  Run it by class only if credit values between grades fluctuate between 1 credit and 4 credits.  Note that 900 is really 9 courses.  If a school makes a mistake, this option can be rerun and values would be overwritten. Use Report Writer STU.530 to create and print a report of number of courses assigned.

    ________________________________________________________

   |               District: XXX                            |

   |               School:   YYY                            |

   |               Class:    ___                            |

   |  Use Enrollment Load:   N                              |

   |  Count all student courses:  Y                         |

   |  Include only credit courses:  Y                       |

   |  Divide Credit Count by:  4                            |

   |  Minimum Number of Courses:  0____                     |

   |  Maximum Number of Courses:  900__                     |

   |________________________________________________________|

CLASS: Leave this value blank and the number of courses will auto-fill for the entire school. If some grades need to divide by 4 (eg: high school credits) and the lower grades within the same school use single credit values (eg: grade 9 English = 1 credit) then TRA.902 will have to be run separately by class. 

COUNT ALL COURSES: Must remain 'Y'. SCH.410 all scheduled courses will be used for counting up total number of courses.

INCLUDE ONLY CREDIT COURSES: Must remain 'Y'. In course definitions (SCH.310) make sure to put credit value of 0 for all courses that should not be counted, eg: homebase! 

DIVIDE CREDIT COUNT BY X: If left blank, course credit determines count, ie: if a student has 9 courses and each course has a credit value of 1, then 900 will appear in the student course number field. In higher grades credit values are typically 4 credits (eg: EN 11). In order to count the course as 1 not four, a value of 4 should be entered in this field. NOTE: partial credit courses (1,2 credits) will be counted as a .25 or .5.

MINIMUM/MAXIMUM VALUES: If there is a maximum allowed number of courses, input the maximum in the field provided. Even if the system calculates a higher number of courses for a student, the max. value entered in this field will be used.

Auto-fill enrolled program code

----------------------------------

Use TRA.919 to auto-fill a program code based on scheduled courses for students. Example: auto-fill FSL program code #2 with '08' for all students taking course FR09.

    ________________________________________________________

   |               District: XXX                            |

   |               School:   YYY                            |

   |               Class:                                   |

   |  Code in TRA.310: __                                   |

   |  1701 Program Code: ______                             |

   |  Enrolled Program#: __                                 |

   |  Update all students? __                               |

   |________________________________________________________|

If all students of a particular class are to get a particular program code:

a) input class designation

b) Input appropriate program code (eg: 08)

c) Indicate what position (1-8) of that program code. Ask district MIS if you do NOT know what this value is!!!

d) Indicate 'Y' to update the program code for all students in this class regardless of their course schedules.

If certain students taking courses need updating, then:

a) use SCH.320 to define what course and section(s) should receive a program code. Make sure to input the Ministry Course ID and level as well as appropriate program designation (eg: *FS)

b) Use TRA.919 and look for that  Ministry Program code you entered to auto-fill appropriate program code into the 1701



· Indicate the code selected in SCH.320

· Indicate the appropriate program code you need to auto-fill as well as the position in the 1701 (program code) the number should belong to

		District: YYY    Format:  170





School:   YYY








Select:     NAME           CL  GRADE   PEN#                 BIRTHDATE       POSTC     ESL  B


               AAAAAAA   AA  AA         AAAAAAAAA   AAAAAA            AAAAAA AA  AA


              ________________________*????????_____________________________________________
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