Assigning Grad Tags to Grade 12's

** Critical Operation **

Recommended Operations:

1. In November, mark all expected graduating students with a GRA Tag

2. Anytime after tag has been added: Each time a student transfers remember to remove the GRA tag before transfer if student has not achieved graduation

3. At Yearend/Semester end remember to remove students who have not achieved graduation status … At yearend ensure this information is as up to date as possible BEFORE year is rolled over

Details:

CIMS cannot determine who the graduates are. It is the responsibility of all schools who have Grade 12s to ensure that they are marked with a GRA tag.

The GRA tag is a simple data tag. When you add a GRA tag, input the year of graduation, school number and program (optional) in YYYY/YYYY SCHPGM format. You may also include HONORS or other status information, eg: 1999/2000 030EN . 

The GRA tag NEVER leaves the student. It is critical to maintain this tag for reporting purposes.

Note that it is MUCH easier to add this tag when the student is still assigned to your school. If student's withdraw after first semester .. make sure to add their GRA tag (if appropriate) BEFORE dropping them.

Mass Assign GRA Tag for enrolled students:

Use STU.640 to mass assign the GRA tag (If you are in MB, you can use MIN.908 to auto-create a GRA tag for all grade 12s)

a) Add GRA  (Never, EVER, EVER select to mass 'D'elete the GRA tag!)

b) Input an appropriate Year eg:  1999/2000 and school YYY and program EN (English) or FI (French Immersion), etc. within the tag. If you forget to input this information, the GRA tag will include 'empty' information.

c) Answer Select 'Y' and Display 'Y'

d) On the window "pop up", put 'A' at last name, then '12' for class ENTER

e) Upon pressing ENTER, an alpha list of grade 12s will appear. Place and 'X' beside each potential graduate. Press Page down to get further in the list. 
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There is a limit to the number of students to enter. Once the screen fills, process your request and start at a) again to do the next group of students.

Assign a GRA Tag to an Individual Student:

You can assign a tag from within SCH.410, STU.301 or STU.301E. Use any of these options to add a GRA tag for students who will achieve graduate status.

Assign a GRA Tag to a Student who has withdrawn:

If a student withdraws and you have forgotten to include the GRA tag, use Mass Assign GRA tag (STU.640). Since the student no longer belongs to your school you cannot select 'Y' … simply enter the student number(s) in the space(s) provided and ENTER. A GRA tag with your school location will be added to the student.

Remove a GRA Tag for an Individual Student:

You can remove a tag from within SCH.410, STU.301 or STU.301E. Use any of these options to  remove GRA tag for students who will not graduate and have been marked with the GRA tag.

Remove a GRA Tag to a Student who has withdrawn:

If a student withdraws and you have forgotten to remove the GRA tag, use SCH.410. Request to 'C'hange student's course requests. Use F9 to access tag information and select to 'D'elete GRA tag. 

Report on Graduates
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You can use report writer or other listings and request the GRA tag … but only your currently enrolled students will be included in the report. In order to get a true listing of any year's graduates (including students who have withdrawn during the year that graduated) use the GRADTAG (or GRADLIST) query:

· Replace the XXX with your school number

· Replace the TGHDTA field contents with appropriate year. Make sure to leave the quotations and question mark as shown above!

Extra Notes:

1. Grad Tag Information is always shown at the top of GRD.450 (transcript).

2. Grad Tag Information can be selected to print on a transcript using GRD.550 select to include GRA Tag?  Graduate information including school achieved at will be included on the print regardless of whether the student is still at your school or not

3. You can ALWAYS reproduce a transcript for a student even if the student is no longer registered at your school. The F4 in GRD.550 shows ALL students.
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Graduated students (based on GRA tag) will show nicely on indexes
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