
Student Year End Flowchart of Activities - British Columbia
District office 

** End of Semester or Quarter Things to watch for: and/or Take Two
   a) If student is graduating, make sure GRAD Tag is added BEFORE you withdraw
       the student(s) Next year files
   built and next year

line defaults
generated

Begin entry of new Update teacher and Build/update
Verify default next registrations (students room definitions with student homerooms

year line information from other districts or staffing etc. IF BASED ON
is correct home)  STU.301 IN NEW YEAR CLASS ONLY

current class = NS
STU.997/STU.997R Next year sch/class OK STU.240 FIX.STU

No registration line! STU.215 IN NEW YEAR

Jr Sec/Sec Schools Elem/Jr Mostly
Begin adjustments to

Begin scheduling next year lines STU.402
setup in new Year to place students in

Refer to Scheduling class groupings if you
Flow Chart aren't using CIMS to 

(courses, master sched) auto-generate

Gr K-6 Schools Non-Trax Kids/Crses Gr 11-12 Schools Distr does for all Schls
Enter all final marks Build final TRAX Build 1704 enrollment

Enter 1704 achievement Transcript final marks records, transmission and attendance records
TCH.301P (marks) (1 mark/course ONLY) file & run audit for errors BLD.174S, BLD174A, BLD174I

STU.384 (PSR info) (% mark recommended) TRA.201 Don't run until verify
 SCH.905 (Groups OK) TRA.926 that all students have

GRD.665 (Transcript) TRA.100 a 1704 (NO1704)

ALL Schools ALL Schools ALL Schools ALL Schools Grade 12 Schools
Run as applicable: *Spend Effort to collect Outstanding fee *Maintain GRA Tag
Final report cards Student Fees owing* statements verified to Next year line changes GRAD_TAG Query

Attendance summaries * If using Textbook spend ensure assessment and new registrations *Careful to Delete or
Fee statements effort in collection, then or payment entries entered to best of your Add GRA Tag before

PR Cards STU.384 after that is exhausted knowledge Dropping a Student
Stats: GRD.894,ATT894 copy O/S to fees TXB.601 GRD.591 and HXX Tag * Print PSR for all G12

Update Honor Roll Tag
for yearend results

After School Ends, Before New Year * The Majority of work Must be completed before Students are rolled into the new year *

TRA.105/TRA.106 TRA.105 GRD.450
- Update Exam & Final - Update Exam & Final Input Passport to
Marks, rerun honor roll, Marks in current history Education Course and
run PR strips OLD YR New Year Serial Numbers for

SMSBCFILYY SMSBCFILES Students

Master Sched New Yr Carryforward Fees Textbook Items - TXB.522 check Dropped course students who still have books

Update from Previous Yr One-time - TXB.535 Confirm history matches IN/OUT status on books

Ministry info TRA.925 Carry all O/S fee lines -  TXB.530 Check for returns where fees have been assessed

Fee defns SGH.925 from previous Yr to now
Txt defns TXB.925 SGH.528 **Careful

Report/Verify all info
SCH.553, SGH.905, TXB.505

Phase 1
February

March

Phase 2
February

March

Phase 3
April
May

Phase 4
June,Before 
you  leave, 
after RepC
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