MAINTAINING STUDENT ENROLLMENT

Enrollment Reporting:

· STU.996 - Summary Class/Sex enrollment (to date)

· STU.992 - Summary of homeroom/Grade enrollment (to date)

· STU.993 - Monthly Enrollment Summary and Transfer In/Out Detail (to be forwarded to District Office each month)

· STU.897 - Audit report identifying problems if STU.996 C & R do not balance

Enrollment must be in balance with CIMS. If you select to run enrollment by 'C'lass, CIMS utilizes the class field on the front screen to count students and grade levels. If you select to run enrollment by 'R'egister, then CIMS reads the registration screen (date, registration code, grade level and program) information to determine enrollment. It is common for users to register a new student and FORGET to complete the registration screen .. this will throw your enrollment off. 

Each month use STU.993 to report to the District your monthly enrollment numbers. Input is required as follows:





To ensure proper enrollment totals and to keep class and registration enrollment in balance, the following guidelines should be followed:

· If a student’s CURRENT class is changed in Basic Student Information (STU.301) the grade level on the Registration/Enrollment screen MUST be at the same level. i.e. if a student is in class 12 then their enrollment grade should be 12 as well.

· If  the school year has already begun, i.e. if it is December, and the CURRENT class is changed then a withdrawal line for the old class with the date of change and a enrollment line for the new class must be entered .. in this situation, you do not have to withdraw the student …. Just add 2 appropriate withdrawal and re-entry lines in the registration screen.

ENROLLMENT CONSIDERATIONS

ENTERING NEW STUDENTS
· When entering new students (from outside the district) for the new year from the current year (who will not be attending until the fall), the CURRENT CLASS should be NS and the NEXT YEAR DISTRICT, SCHOOL AND CLASS should be your district, school and the class the student will be in in the fall. NO REGISTRATION/ENROLLMENT INFORMATION SHOULD BE ENTERED.

· When entering new students (from outside the district) for the current year, the CURRENT CLASS should be the one the student will be in AND the enrollment/registration screen MUST be completed with the date the student will start and the appropriate entry code and register code.

STUDENTS COMING FROM OTHER SCHOOLS WITHIN THE DISTRICT

· Students changing schools over summer break, i.e. attending school X until end of current school year and the attending school Y in the fall, are maintained by the current school, school X. The current school completes the NEXT YEAR line so that it  shows the appropriate school and class, school Y. School Y will not be able to maintain basic demographics for this student until the new school year, however they will appear on school Y’s next year class lists and they will be able to maintain course requests for the student.

· Students changing schools during the current school year should be dropped using Student Transfers (STU.301T) by the current school and “added” using the same program (STU.301T) by the new school. DO NOT ADD THE STUDENT THROUGH BASIC STUDENT INFORMATION (STU.301). Appropriate withdrawal and entry lines for the old and new schools must be completed by the corresponding school, if the student attended the old school. If it is the first day of school, the student has not attended at school X and decides to go to school Y, school X drops the student and REMOVES the entry line for their school and DOES NOT enter a withdrawal line. School Y “adds” the student and enters an entry line for their school.

			District:  YYY


			School:   XXX





	Date Range (MMDDYY)    09/01/99        10/30/99


	Detail After (MMDDYY)   09/02/99


	Show Totals Only:  N





	* All other information can be left blank.  





	





Should always be 2 days before first day of school.





Input Month End date for report period





Input the last day of the previous month so that transfers in/out detail will only be shown for students of the current month.
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