Registering a New Student

Pre-Requisite

Use (STU.301ADD) to add a brand new student to CIMS. "Brand New" to CIMS implies that they have never registered at ANY school in your district before. BEFORE registering a new student, ensure they are not already in CIMS.  

Index on ALL SCHOOLS within the division and UNASSIGNED.  If you suspect that the student was in before and had name changes, select to index by Phone# or Birthdate to find the other occurrence.
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If you DO NOT remember to flag All Schools and Unassigned to 'Y', you will see ONLY your existing students.

Adding a duplicate student causes potentially serious errors. Duplication of Ministry Number, partial history accumulated in two disjoint records, inappropriate enrollment history are only a few concerns. ALWAYS, ALWAYS, ALWAYS spend time up-front the Index and ensure that the student isn't already there (use transfer instead of add to move the registration to your school).

REGISTER A NEW STUDENT – DEMOGRAPHICS

Once it has been determined the student does not already exist in CIMS, register a new student using STU.301ADD.  Registering a student means confirming that the following information has been completed:

· Basics - name, birthdate, class, Ministry Student#

· Family Information - Guardians, Work Numbers, Mailing Address, other contact information

· Registration Information - Official date and reason of student entry

· Emergency Information - emergency contacts, medical number(s), health information

To enter data TAB from field to field …. Press ENTER ONLY when all information on the screen has been completed. Pressing ENTER Early takes you to subsequent screens before completing current screen details!
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*** Fields showing Arrows are mandatory to fill-in.

*** Fields showing < are district defined category codes and vary from district to district.

** SPECIAL NOTE: When you change the address on the address screen KNOW THAT you are changing it for all students showing at the bottom of that 

*Fields below appear in the order you would tab to them in CIMS.

NAME – When inputing a student’s name, the following applies:

Hyphens
No space before or after hyphens
Jones-Smith

Spacing
No spaces in last name
McDonald

Spacing
Multiple first names will be entered with one space between each name
Bobby Jo 

Apostrophe
Use when indicated with no spaces
O’Neil

Periods 
No periods anywhere in name 


Nick Names or Alternate Names
No brackets or quotations around.  Put preferred name first with space before alternate name 
John Jack

St in last name
Enter with one space and no period
St Amant

Abbreviations
No abbreviations
William not Wlm

Note – Special characters (*, +, !, etc) are not permitted anywhere in name fields.  

OTHER FIELDS


Sex: 

Enter student’s sex (F or M). This field is mandatory to fill-in

Current:
Indicates your district and school. Schools have no access to change these defaults

Class: 

F4 to choose the appropriate class. This field MUST be filled in



*Eg:    KA = Kindergarten AM Student




4S  = Grade 4 student, split class

The district assigns allowable class values to use. Contact District Admin if a new class is required.


Enrolled:
Optional: Enter date (MMDDYY – NO slashes or hyphens) that entry was 

made. This is NOT the registration date (that comes later).

Next Year:
Leave these fields blank.  Take Two defaults this information in the Spring. 



Schools maintain the next year line from March-July.

Last Attended:
System automatically shows Last Attended when school changes occur.

MIN#
Kindergarten and Out-of-Province Students will not have MIN numbers assigned until after Sept 30 submissions to the Ministry.  All others are required.  No dashes, slashes, spaces input the number in full!

Birthdate:
Enter date of birth (MMDDYY – Do not use slashes of hyphens).

Birthplace:
Optional entry 

Transfer From: Enter the Name of the Previous School Attended. Optional Info.

Phone:
Enter Phone Number .. even for unlisted numbers! 

Area Code:
Enter appropriate area code

Unlisted?:
Defaults to N, change to 'Y' if applicable

Med Alert:
Defaults to N, change if applicable.  (If Y is chosen, student name is underlined on rolodex cards, and class lists )

Restricted?:
Defaults to N, change to Y if you deem the student information to be sensitive, ie: custody situations. (If Y is chosen, name appears in reverse highlight on Indexs) 

Family Number:

If you wish to "Link" this student with all other students that may share the same telephone, enter the telephone number … else leave blank.

REGISTRATION - FAMILY INFORMATION 

Apt#:
Enter apartment number

Street#:
Enter house/apartment block number

Street Name:
Enter street name.

City:
Enter city

Province:
Enter Canada Post standard 2 character province code.

Postal Code:
Enter postal code 

*First address is REQUIRED, 2nd address line is optional for Box numbers & rural routes. If you have a Box number ONLY, enter it in the first line, leave street# blank.

*The screen WILL NOT allow you to exit without entering address and postal code information. Indicate 'Address not known' … DO NOT LEAVE BLANK.

Guardian1:
Enter Last Name, First Name of primary guardian

Title:
Enter Title (Mr., Ms., etc – optional) as defined by district table (use F4 to select appropriate value)

Employer:
Enter employer

Area Code:
-Enter appropriate area code (if long distance) or 500 (cellular), 525 (pager), 550 (home) or 575 (work)

When Student Registration Forms are printed, Cellular, Pager, etc appears before the number if one of these 4 codes is used.

* The bottom of the screen indicates all other students family# linked to and sharing the same address information.

ADDITIONAL GUARDIAN INFORMATION 

*Confirmation of appropriate addresses for guardians and provides ability to enter/modify additional guardians and additional guardian information (eg: Cell phone#s). 

* Always ensure that addresses of guardians are appropriate in comparison to student mailing address from previous screen. 

Use these fields to maintain addresses for guardians, Note, the student’s address entered on Screen 3 defaults to this screen.  If you change either guardian#1 or guardian #2's address, it no longer remains "linked" with the student address, ie: ALWAYS be careful to confirm and look at the guardian address to ensure it is appropriately matched (or not) with the mailing address found on the previous screen.

· Alternate Phone numbers for each guardian. The previous screens allow you to enter a primary phone number for the student and work numbers for the parents. This third screen allows you to record additonal pager or cell phone numbers:

 Area Code:
-Enter appropriate area code (if long distance) or 500 (cellular), 525 (pager), 550 (home) or 575 (work)

· Custody (Optional): The report writer and rolodex cards will indicate custody code as inputted at the right portion of each guardian. CIMS currently does NOT hold a valid table of values. We recommend you use standard codes like MO - Mother Only, BO - Both, FO - father only …

· Email Address (Optional): Input the exact email address in appropriate case 

· Third Guardian Relation: (Optional)  The primary guardians relation is inputted from the emergency screen (NEXT) ... If you wish to know the relationship of the third guardian (eg: Father, Step-Father…) then input it in the relation field

· Arrangement (Optional) Indicate where appropriate additional father/mother or otherwise type of arrangement.
EMERGENCY INFORMATION 


Guardian 1:
 

Name:
Pulled forward from Family Information Screen 

Relationship:
Enter the relationship (This is then backfilled in the Family Information Screen and Additional Student Information Screen) 

Area:
Pulled forward from Family Information Screen

Phone:
First number pulled forward from Family Information Screen


Second number pulled forward from Additional Student Information

Guardian 2: 


Name:

Pulled forward from Family Information Screen 

Relationship:
Enter the relationship (This is then backfilled in the Family Information Screen and Additional Student Information Screen) 

Area:
Pulled forward from Family Information Screen

Phone:
First Number pulled forward from Family Information Screen


Second number pulled forward from Additional Student Information

Addl Contacts:
 

Name:

Enter Names 

Relationship:
Enter the relationship (first additional contact only has a separate field, second additional contact can hold the relationship in the name)

Area Code:
If desired, enter the following alternate area codes.  Printed Registration Forms and Rolodex cards indicate Cellular, Pager, etc.

-Enter 500 to indicate phone number is a Cellular number


-Enter 525 to indicate phone number is a Pager number


-Enter 550 to indicate phone number is a Home number


-Enter 575 to indicate phone number is a Work number

Phone:
Enter number that corresponds to the Area Code


Doctor:


Name:
Enter name

#Pers:
Enter 9 digit Personal Health Number (Manitoba only)

#Family:
Enter the Family Health Number

Area Code:     Enter the area code (if long distance) for the doctor's phone number

Phone:
Enter number that corresponds to the Area Code


Dentist:


Name:
Enter name

Area Code:     Enter the area code (if long distance) for the dentist's phone number

Phone:
Enter number that corresponds to the Area Code


Health Codes:
District defined health codes (if applicable to your district) can be defined for the student's record for tracking/locating students with specific health problems

Health Detail:  

1-5 Health:
Enter any special instructions about the student’s health or emergency information (ie, Severe allergy to peanuts, Epipen in Med Room).

6. Addl Health#:
Use to record any additional health numbers, ie Blue Cross

Additional Emergency Information 


Medic Alert:
N (No) is the default, which tells the system not to display or print a medical alert warning for the student.


Y (Yes) tells the system to display a MED ALERT warning on the basic demographic screen for the student and to print a flag on appropriate reports.

** This field is display only, ie: you input the Y/N on the first demog screen

** A Medic Alert should be used to indicate if a student has a serious health problem to which school staff should be made aware of in case of an emergency.

** Medical Alert 'Y' students are shown "underlined" on class lists, bubble sheets, rosters etc.

Student Email: (Optional)  Input the email address of the student in exact upper/lowercase letters

Birth Certificate (Optional): Input the Birth Certificate# for the student 

DayCare/After School Care Fields:


Use these fields to indicate the name and address of a Daycare, Babysitter or other after school program that the student goes to immediately following school.

Alternate Phone Information for Synrevoice Absence Dialer (Optional - mainly high schools using an absence dialer) By default synrevoice loads the student telephone# from the demographic screen. If a parent wants the dialer to call an alternate number enter it HERE in this field rather than to "falsify" the phone number.

ENROLLMENT & HOMEROOM INFORMATION 


Locker Information:  Is optional. Input the student's locker number. You can predefine 

locker numbers and combinations in STU.265. If you do not plan to input locker 

combinations, don't bother using STU.265. If lockers are assigned and combinations are defined, the locker combination will appear next to the locker.

Homeroom: Homeroom numbers and teacher definitions must already exist.  IN MOST CASES, these two fields can be maintained automatically:

· Elementary/Jr Schools: For schools that predefine classes to homerooms (eg: all of class 1A has homeroom teacher DJONES) you can use a program FIX.STU to automatically fill the homeroom and teacher based on STU.215 definitions!!

· High Schools who use a course/sec to describe homeroom can utilize SCH.638 to automatically fill in the homeroom and teacherID with that course/section information

· For Schools that do not have homerooms BUT wish to distribute report cards, schedules etc. based on block, use SCH.638 to auto-fill homeroom/teacher with block info 

Registration Information:  Is critical for enrollment. A student is not counted in September 30th or on monthly enrollment reports unless an appropriate registration line has been completed.

· Each time a student enters or withdraws from a school make sure to add an entry or withdrawal line (note: always add lines, NEVER overwrite existing lines) during the drop/transfer process STU.401

· If a month passes and a student has the wrong grade designation, add additional withdrawal and re-entry lines to describe the grade change

Date: Input MMDDYY of registration. The Date must be a valid school day (predefined in ATT.210). The date cannot be on a weekend or on a date that school is not in session.

Code: Input a valid entry code (Sample)

 
E1 -registering from within division (comes from another school within the district)


E2 -registering from another division within the province


E3 -registering from a division outside of province but within Canada


E4 -registering from outside of Canada

Registration Info: Enter an appropriate registration code - mandatory (sample):


R08 F - Regular Grade 8 student   … Female


R04 M - Regular Grade 4 student … Male

Comment: Indicate where the student has come from or is going to .. This information prints on the monthly transfers report.

**Special Note: All returning student from year to year carry a registration date of one day before school officially starts. This allows schools to be able to print a list of "new" students because New student's registration date will be everything starting with the first day of school.

REGISTRATION - MINISTRY INFORMATION

REQUIRED BY BC MINISTRY
For September 30 Reporting and FUNDING
The enrollment and categorical information required for the September 30 reporting is pulled from the DEMOGRAPHIC screen in CIMS (as shown below). 

(Screen 2 in Registration process.)

Information on these screens changes annually to meet the guidelines of the province. All fields are 'F4'able. Use the <HELP> key to get a current description of all fields and their use. Make sure to contact your local district person regarding questions about what should be filled in.

IMPORTANT

· Please maintain the demographic codes throughout the school year.  If a student transfers schools during the school year and programs, etc. change, it is necessary to update the codes. 

· The Trax Flag MUST say 'Y' for anyone that is to be included in the next TRAX transmission

· A 1701 record MUST exist for all students. DO NOT F12 cancel from this screen .. always use ENTER to ensure a record has been created.

· There are programs to use to automatically calculate number of courses (TRA.902) and to update program code based on course requests (TRA.919) 

BC 1704 PR Card Info   


As part of the registration process, it is IMPERATIVE that the 1704 record be initiated. If you select to 'E'nd from this option without first initiating the record, ie: 'A'dd  .. it will cause problems with TCH.301E (achievement/mark entry), auto Turbo Upload of PR  info, and other enrollment and PR auto-updating functions.

· If you at the time of registration wish to add inclusion or other schooling info you can select 'Y' and those screens will appear (OPTIONAL). 

· A subsequent screen will appear loading automatically based on  information recorded so far in registration. Press ENTER to accept the info .. then 'E'nd to complete the registration process.

REGISTRATION - MINISTRY INFORMATION

REQUIRED BY MB MINISTRY
For September 30 Reporting and FUNDING
The enrollment and categorical information required for the September 30 reporting is pulled from the DEMOGRAPHIC screen in CIMS (as shown below). 

(Screen 2 in Registration process.)

Information on these screens changes annually to meet the guidelines of the province. All fields are 'F4'able. Use the <HELP> key to get a current description of all fields and their use. Make sure to contact your local district person regarding questions about what should be filled in.


IMPORTANT

· Please maintain the demographic codes throughout the school year.  If a student transfers schools during the school year and programs, etc. change, it is necessary to update the codes. 

· A DEMOG record MUST exist for all students. DO NOT F12 cancel from this screen .. always use ENTER to ensure a record has been created.

Other General Notes:

Is important to use the ENTER key to advance from screen to screen. ENTER saves each screen of information and allows you to continue with the registration process. If you use CMD12 (or F12) to cancel, then information is not saved and the student may end up only "partially" registered.

If you Press 'ENTER' to early complete the registration, then use 'C'hange to edit the record.

If you are registering a new student and also need to enter course requests, make sure to turn Course Requests to 'Y' as you are inputting 'A'dd.

If you "A"dd a student, complete the first screen, hit ENTER … and the system indicates student on file  … STOP AND READ INSTRUCTIONS PROVIDED ON THE SCREEN. It is Imperative that students are not duplicated in CIMS. Multiple student Ids all relating to the same student means:

· dis-joint historical information

· improper enrollment details

Student Profile Reports to Consider:

· STU.892(S) - Student Registration Verification of Information Form

· STU.570 - Student Information Form for Binder (Includes Course Information)

· STU.995 - Student Information Rolodex (3 per Page)
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