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Overview

eSIS may be used to track every detail about a student from the moment s/he enters the system, through the Admit process, including every exit and re-entry. 

The initial admit process is rapid requiring the completion of a limited number of fields. You may enter complete demographic information at a later date. A series of validations are performed on entered data to ensure accuracy.

The withdrawal process is rigorous prompting you to investigate and consider numerous alternatives thereby ensuring accurate processing.  

Admitting a Student

In eSIS, the Words Admit and Enroll are used synonymously. The word Registered means that a student is verified as attending your school.

You may Admit a student before or after the beginning of a school year. 

Students who are admitted before the start of school are marked as “Not Registered” until attendance is verified at the beginning of the school year.

Students who are admitted during the school year can be registered XE "registered"  during the admit XE "admit"  process.

The Admissions Process

Students being admitted to your school may be from another school within your district. XE "district"  This means that a record already exists on your database. If a student from outside of your district is being admitted, they must be added to the database.

Exhaustive Query

We initiate the Admit process by performing ‘exhaustive’ queries in the Admit Student screen. This will ensure that we do not create multiple records for the same student.
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Querying by Legal Name, Legal Name with wildcards, SSN, and by Birth Date should be sufficiently exhaustive to produce results in which we can have confidence.

Note: A [image: image3.png]More Information,




 button displays if the option “Show More Information button on admissions” is turned on in the Company file > Admissions tab. It calls STU101 Admit a Student - More information to view Parent and Sibling information to determine whether to continue with the admission process for the student being displayed. 

Admit Example

· I have a student who would like to be enrolled in my school. His name is James Singh.  Now Singh is a fairly common name…somewhat like Smith… and can have some variation in spelling so we want to be careful.

1. I will query XE "query"  as discussed above. I have tried SSN, Birth Date, Si% and finally Sin% which produces…
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2. Is the student to be admitted listed in the query XE "query"  results?

2.1. If s/he is, then check for a Withdraw date. A Student cannot be admitted into a new school before being withdrawn from the previous school.

2.2. Assuming all is well, highlight the Student and click on Select. You will be put into ADMIT MODE where the student demographic information can be updated and saved.

3. If s/he is not found through querying the Admit Student screen, then select the Enroll New Button to be taken to a blank Demographic screen in ADMIT MODE. Student demo information will have to be entered from scratch. Let us proceed on this premise.

The ADMIT Screen

Notice the blue bar clearly indicating that we are in Admit Mode.  There are very few fields with information except for those with default values.

As we have seen when we explored the demographic loop, there is a tremendous amount of information collected on a student. Whereas it is important to complete the record, expedience or an immediate lack of information may make it impossible to do so immediately.

There are 12 Required Fields (in bold) on this screen that must be completed in order to create a student record. This is the only mandatory screen. Other information can be entered at a later date.
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Required Fields

	1. Legal First Name 

	2. Legal Last Name 

	3. Gender

	4. Date of Birth

	5. Proof of Age

	6. Ethnicity

	7. Admission Reason

	8. Admission Date (defaults to today’s date but can be changed)

	9. Grade (Grade student is currently being admitted into)

	10. Property Street Number

	11. Property Street Name

	12. Mailing Address.


Some fields can be made mandatory based on switches activated in System Codes or choices made in Company File.

· Admission Codes: Can be used to make Previous District and School mandatory.

· Admission Status can be used to make the Previous School ADDRESS mandatory.

· In Company File / Options, if Tuition is other than Never, then values must be selected for both Tuition fields on the Basic screen.

Saving a Student’s Basic Demographic Information

Click the [image: image6.png]


 button when you are ready to save the record. If you have omitted any required items you will be prompted by the system to go back and enter it…you cannot escape!

If the Family Copy Function is turned on in the Company File, the following message displays when you are admitting a student on STU105.FMX Basic Student Demographics.  Upon Save when the pupil number is generated, this message displays:
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Click Yes and STU122 Family Copy Screen displays. Click No to proceed as usual. See the Family Copy document for more information.

One Warning, Three Questions

When all of the required fields XE "required fields"  are completed and you select Save you will be prompted with the following:

This soft warning XE "soft warning"  may show up advising you that the address is not on the Valid Address table or that it is out of the School District / Board. Click OK to move past or Cancel to correct.
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This prompt is advising you that there is a Transfer Process to be used in this district XE "district"  and that there is no transfer XE "transfer"  approval for this student.
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This information is actually stored elsewhere in the demographic loop but since it is critical, the question is asked now.
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And finally, answering YES to this question will cause eSIS to prompt you for a Registration date and the student will be registered XE "registered" . Answering NO will save the enrollment information but will not register the Student.
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Withdrawing a student

You may need to withdraw a student for a variety of reasons including dropout, moving, transferring XE "transfer"  or no show XE "no show" . No Show is in fact a special situation and will be discussed separately.

The Withdrawal Process

You should ALWAYS print any reports related to this student before completing the withdrawal process. Once a student has been withdrawn from your school and enrolled in another school, you lose ownership of the record. If information is required after withdrawal and subsequent enrollment, you must contact the new school.

In addition, be certain to review all information pertinent to the student.
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Some items of note include: 

· In the Withdrawal Parameters area, the Reason list (which is a System Codes table) is subject to some restrictions and conditions. Some reasons, for instance, can result in an automatic Admit reason being generated when this student is re-admitted.

· Expulsion: Checking this box will produce a hard stop if an attempt is made to re-admitted the student.

· Memo:  Information entered here will populate the interoffice MEMO button and will be available to the student’s new school.

· [image: image28.png]


Review Items: Active buttons indicate that information is available for review. Inactive or greyed buttons indicate there is no information.

· Click on any active button to access pertinent information.

· After the necessary consideration, you will click the Withdraw button. This will produce a Final Check screen.

· The Final Check! screen is the final step in the withdrawal process.  It will let you know if the student is Cross Enrolled or has courses for next year and will have you select the options you want (transfer XE "transfer"  to cross-enrolled school, keep courses etc.)

· Your final step is to click on the Continue Withdraw button.

· You may be prompted to enter Final Marks. A mark entry screen will pop up.

· The system will then withdraw the student, letting you know when the student has been successfully withdrawn.

No Show

· No Show means the student enrolled in the school, but never appeared in the class (was not registered). 

· Selecting the No Show button will prompt a message to appear asking if you really want to withdraw this student.  If you OK this, the system will withdraw the student.

· If the student previously attended a school within the district, the record will revert back to that school when No Show is selected.

· If the student was newly-enrolled to the district, the record will be deleted from the database when No Show is selected.

· With No Show enabled in SYS001 Company Update, when attempting to withdraw a student using the same Withdrawal Date as the Admission Date STU030 Admission/Withdraw Maintenance will force you to use the No Show function. When this method is used, the Admit and Withdrawal records for that date will both be removed from the history screen. 

· If the Company file option [image: image13.png]Enforce No Show Date = Admission Date | Yes
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 when the No Show is selected on STU170.FMX Withdraw Student the Admission Date MUST equal the Withdraw Date for the Current Year only.

· A checkbox “Create No Show Log” in Withdrawal Codes will trigger a log entry. 

· A button, “No Show History”, on STU030 Admission/Withdraw Maintenance houses these log entries on a sub screen No Show History. Reports of no shows can be run from this 'No Show History' screen.

· It is important to note that you are not forced to use a Withdraw Code that has the Create No Show Log checked. You will need to create your own plan for logging these entries if you wish. 

· If the No Show option is not enabled in SYS001 Company Update, you will be told that the Withdraw Date must be greater than the Admission Date.

· When a student is withdrawn with a No Show code the student’s previous and current fees go to the Fees Archive table.

· No Show may also be processed for Cross Enrollment. Please see information on STU185 for details.

STU100.FMX
Student Admission  XE "STU100.FMX Student Admission" 
Menu Path: Main Menu > Admit Student

Use this form to search for students who may already have records on file in the district. Query for the student so that duplication does not take place. This form displays core information on all students ever registered within your school District (Board). Students being admitted from outside of your district must be added to the database. Select the Enroll Now button to do this. Admit and Enroll are used synonymously. The student can then be registered when it is verified that they are actually attending your school. Students who are admitted during the school year can be registered during the admit process.

NOTE: If a query finds a student in a different school, check for a Withdraw date. A student cannot be admitted into a new school before being withdrawn from the previous school.

	To
	Do this

	Display all student records
	Select Query> Execute (F8). Pre-enrolled students appear highlighted in red. These include middle and high school students whose course options have caused a cross-enrollment in the next school they will be attending. Also included are withdrawn students whose course options are being retained for re-admission.

	Search for a specific student
	Click in the column(s) to do a search based on that criteria. Enter the specific information and select Query > Execute (F8).

A wildcard search can be used in any column. For example, enter the first three letters of the Last Name, then %. Records for all students whose name begins with those letters displays.


To sort the records by any field, click on the desired column header Click once for an ascending sort. Click a second time for a descending sort.

· If the student is not found, select the Enroll New button. 

· If the student is found, select and update the student information.
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	Field Name
	Description

	Pupil Number
	Unique 9-digit system generated Student ID number, assigned by eSIS at registration. Cannot be modified.

	Legal Name
	The student’s legal (last) name. 

Populates from STU105 Basic Student Demographics. 

	Suffix
	Displays the abbreviation used to distinguish a son from his father when they have the same given name. 

Populates from STU105 Basic Student Demographics.

	Student Name
	The student’s first name. 

Populates from STU105 Basic Student Demographics.

	Second Name
	The student’s second name (if entered). 

Populates from STU105 Basic Student Demographics.

	Gender
	The gender (M or F) of the student. 

Populates from STU105 Basic Student Demographics.

	Birth Date
	The birth date of the student. 

Populates from STU105 Basic Student Demographics.

	OSR/PR
	Indicates whether a permanent record is on file for the student. 

Populates from STU106 Student Immigration/Miscellaneous Data. 

	School
	Displays the school name set during admission. 

For student cross-enrolled to your school, the student's current school displays.

	Information
	Calls STU100 School Information canvas displaying more detailed information about the school the student is enrolled in.

	Withdrawn
	The date the student was withdrawn. 

Populates from STU170 Withdraw Student.

	Last Grade
	Student’s current grade/course placement. 

Populates from STU105 Basic Student Demographics.

	Social Security/Insurance Number
	The Social Insurance number or Social Security Number. 

Populates from STU105 Basic Student Demographics.

	State Number
	The state number or S.S.N.for the student. 

Populates from STU105 Basic Student Demographics.

	Ethnicity
	The ethnicity (if entered). 

Populates from STU105 Basic Student Demographics.

	Homeroom
	The student’s assigned homeroom.

	Program Type
	A Program Type if the student is involved in a special program.

	Special Education
	Indicates the student is in a Special Education program.

	Board Number
	The registered district/board identification number. 

Populates from SYS002 Boards/Districts Detail.

	Select button
	Select the student (must be withdrawn from other school) from the list and choose the Select button to display STU105 Basic Student Demographics to update the student information.

	Enroll New button
	Calls STU105 Basic Student Demographics in Admit mode to enter basic student information for the new student being enrolled.

	More button
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 button displays if the option “Show More Information button on admissions” is turned on in the Company file > Admissions tab. It calls STU101 Admit a Student - More information to view Parent and Sibling information to determine whether to continue with the admission process for the student being displayed.


STU100.FMX Admit Student – School Information

Menu Path: Main Menu > Admit Student > [image: image16.png]Info.




This form is used to display more details about the school the student is enrolled in.
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	Field Name
	Description

	School ID
	The registered identification number for the school that the student is enrolled in. 

Populates from SYS040 School Details.

	Code
	The school’s 3-digit alpha-numeric short code. 

Populates from SYS040 School Details.

	Name
	The school name. 

Populates from SYS040 School Details.

	Address
	The address of the school. 

Populates from SYS040 School Details.

	Zip/Postal Code
	The zip code or postal code for the school. 

Populates from SYS040 School Details.

	Fax
	The fax number for the school. 

Populates from SYS040 School Details.

	Phone (or)
	The phone number for the school and alternate phone number if applicable. 

Populates from SYS040 School Details.

	Board/District
	The board/district that the school is in. 

Populates from SYS040 School Details.

	Phone
	The phone number for the board/district office. 

Populates from SYS002 Boards/Districts Detail. 

	Fax
	The fax number for the board/district office. 

Populates from SYS002 Boards/Districts Detail.

	Principal
	The full name of the principal of the school. 

Populates from SYS040 School Details.

	Vice Principal(s)
	The full name of Vice Principal(s) (up to 2)

	Superintendent
	The name of the superintendent for the Family of Schools to which the school belongs. 

Populates from SYS040 School Details.


STU101.FMX
Admit a Student – More Information

Menu Path: Main Menu > Admit Student > More Information button
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 button displays on the Admit screen if the option “Show More Information button on admissions” is turned on in the Company file > Admissions tab. It calls STU101 Admit a Student - More information to view Parent and Sibling information to determine whether to continue with the admission process for the student being displayed.

This form is used to display more details about the school the student is enrolled in.
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STU030.FMX
Admission/Withdraw Maintenance  XE "STU030.FMX Admission/Withdraw Maintenance" 
Menu Path: Main Menu > Change Student > Admission/Withdraw History

This form is used to view admission and withdrawal history information. Authorized personnel can modify information if corrections are needed after registration.
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	Field Name
	Description

	Admission Status
	The admission status as assigned on STU105 Basic Student Demographics. 

	Effective Date
	The effective date of the admission or withdrawal.

Admission date populates from STU105 Basic Student Demographics.

Withdrawal date populates from STU170 Withdraw Student.

	Admission/Withdrawal Indicator
	A displays if student has been admitted and not withdrawn.

W displays if student has been withdrawn.

	Admission Code
	The admission code. 

Populates from STU105 Basic Student Demographics. 

Press F9 in this field to see a list of Admission Codes and the associated description. List populates from SYS235 Admission.

	Withdraw Code
	The withdrawal code. 

Populates from STU170 Withdraw Student 

Press F9 in this field to see a list of Withdrawal Codes and the associated description. Populates from SYS236 Withdrawal Codes.

	Description
	The admission description entered in the Admission Reason field from STU105 Basic Student Demographics displays or the withdrawal description selected on STU170 Withdraw Student displays.

	Admitting School
	The school ID of the school admitting the student. 

Press F9 in this field to see a list of School Codes and the associated school name. 

List populates from schools entered on SYS040 School Details.

	Ministry/State #
	The ministry or state number. 

Populates from STU105 Basic Student Demographics.

	Previous School
	The school number of the previous school attended (if applicable). 

Press F9 in this field to see a list of School Codes and the associated school name. List populates from schools entered on SYS040 School Details.

	District Number
	The district number for the school.

	Next School
	The school number for the next school the student will be attending (if applicable). 

Populates from STU170 Withdraw Student.

	Homeroom
	The homeroom assigned on STU111 Homeroom & Staff Assignments or STU670 Mass Assign Homerooms by Period.

	Grade
	The grade level of the student. 

Populates from STU105 Basic Student Demographics. 

	Created/ Create User
	The date the student record of admission or withdrawal was originally entered and the name of the person logged on to the system for that entry.

	Time
	The time of day the student record of admission or withdrawal was originally entered.

	Modified/ Modified User
	The date the student record of admission or withdrawal was modified and the name of the person logged on to the system for that entry.

	Time
	The time of day the student record of admission or withdrawal was modified.

	Planned Destination (and/or)
	The planned destination or alternate planned destination (if entered). 

Populates from STU170 Withdraw Student. 

	Membership Share
	Collects the School’s share of state funding for the student.

Accepts values in the format 1.00 or .750 etc.

If Membership Shar information changes, the Cross-Enroll History Log is updated.

	Associated Tests
	Calls STU134 Program Assignment Tests.

	Register button
	Calls STU032 Registration Maintenance.

	Attendance button
	Calls STU034 Daily Attendance Maintenance.


STU032.FMX
Registration Maintenance 

Menu Path: Main Menu > Change Student > Admission/Withdraw History > Register button

This form is used to view the history of the student’s internal schedule changes. Authorized personnel can modify information if corrections are needed.

NOTE: Calculation of changes to course minutes is done at the end of a school day so that the cumulative effect of changes displays for one day.
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	Field Name
	Description

	Registration Date
	The date the student was registered. 

	Registered Indicator 
	R displays if the student is registered.

N displays if the student is not registered.

	Effective Date
	The date the transaction was effective.

	School
	The school number of the school where the student is registered.

	Part/Full
	P = Part time student.

F = Full time student.

H = Half time student.

The status is determined by the number of course minutes for which a student is scheduled compared to a threshold established in SYS001 Company Update.

For elementary schools, the Grade Table determines the status.

	Trans Code
	The Admission Code for the transaction. 

Populates from STU105 Basic Student Demographics. 

	Grade
	Grade level. 

Populates from STU105 Basic Student Demographics.

	Resident
	Identifies whether a student is a resident or non-resident of their attending District. 

Populates from STU105 Basic Student Demographics.

	Current
	The current number of course minutes calculated from the number of courses this student is taking and the number of minutes for a period.

Course minutes can change if courses are added or dropped.

	Old
	The number of course minutes before the change was made.

	Salep
	Indicates whether or not the student is involved in a Student Alternative Learning Education Program.

	Homeroom
	The homeroom the student is assigned to. 

Populates from STU111 Homeroom & Staff Assignments.

	Created/ Create User
	The date the course minute change was originally entered and the name of the person logged on to the system for that entry.

	Time
	The time of day the student course record was originally entered.

	Modified/Modified User
	The date the student course record was modified and the name of the person logged on to the system for that entry.

	Time
	The time of day the student course record was modified.

	Adm/Wdr button
	Returns to STU030 Admission/Withdraw Maintenance. 

	Attendance button
	Calls STU036 Period Attendance Maintenance. 


STU170.FMX
Withdraw Student 

Menu Path: Main Menu > Withdraw Student

This form is used to:

· Review any information on file about the student before it is released.

· Print any reports that should include the student's information.

· Proceed with the withdrawal.

Before a student can register in a new school, the current school must complete the Withdrawal process. 

There are five reminder buttons on the form. If any of these buttons become active when the student is selected, it means there is information about the student on file that should be reviewed before withdrawal. Be sure to print any reports related to this student before completing the withdrawal process. Once a student has been withdrawn from your school and enrolled in another, you lose ownership of the record.

· Notes on File

· Disciplines on File

· Suspensions on File

· Fee/Refund Due

· Refunding of Assistance
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	Field Name
	Description

	Date
	Enter the date that the student withdrew. 

This date must be a designated school day and cannot be greater than the next school day.

	Reason
	Select a reason for the withdrawal .

List populates from SYS236 Withdrawal Codes.

If Reason selected has been identified on SYS236 Withdrawal Codes as a summer withdrawal, which means the student was expected to return to the same school in the fall that they left in the summer but do not. 

	Expulsion
	In the Expulsion field, select No or Yes from the pull-down list. Optional. 

Checking this box produces a hard stop if an attempt is made to re-admit the student.

The Expulsion field is only displayed if the user is authorized to complete this task.

	Remove Locker Information for Home School
	Select to remove locker information for the Home School. 

	Remove Locker Information for Other Schools
	Select to remove locker information for other schools the student may have a locker in.

	Planned Destination (and/or)
	The Planned Destination field can be entered, if known. Optional.

	Next School
	Select the school the student will be going to after being withdrawn. Optional.

	Memo (Information for New School)
	In the Memo box, type in a message that can be viewed by the new school.

	Notes
	Indicates (if active) that there are notes to be reviewed for the student. 

Calls STU175 Notes List.

	Incidents
	Indicates (if active) that there are incidents to be reviewed about the student. 

Calls STU190 Student Incident Summary. 

	Fee/Refund
	Indicates (if active) that there are fees owing to or refunds due for the student. 

Calls STU107 Student Fees/Assistance. 

	Extra-Curricular
	Indicates (if active) that there are extra-curricular activities that the student is involved in and need to be reviewed before withdrawal. 

Calls STU197 Extra-Curricular Activity. 

	Assistance
	Indicates (if active) that the student is receiving assistance. 

Calls STU107 Student Fees/Assistance.

	Programs
	Indicates (if active) that the student is assigned to special programs that need to be reviewed. 

Calls STU135 Student Program Assignment.

	Adm/Wdr History
	Indicates (if active) that there is admission or withdrawal information to be reviewed for the student. 

Calls STU030 Admission/Withdraw Maintenance.

	Register
	Indicates (if active) that there is register information to be reviewed for the student. 

Calls STU032 Registration Maintenance. 

	Print Student Transcript Record
	Calls STU170P Withdrawal/Transfer Record where options/criteria for the report can be selected before printing.

	Withdraw
	Select this button when information has been reviewed and reports printed. 

Once withdrawn, there will be no access to the student's information for reporting purposes.

When selected, if Final Marks for this student have not been entered in SIS, a warning box will appear.

	No Show
	Indicates the student was registered but did not show up at your school. 

This cancels the registration, reverting the student’s record to the previous school. If the student was newly-enrolled to the district, the record will be deleted from the database.

Not available if your school does not allow “No Show” withdrawals.
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	Accesses Hot Print where student reports can be selected to be printed. Print any reports necessary before withdrawal. See HotPrint.

Once withdrawn, there will be no access to the student's information for reporting purposes.


STU170.FMX
Withdraw Student – Final Check

Menu Path: Main Menu > Withdraw Student > Withdraw Button

When all the previous steps have been completed on STU170 Withdraw Student successfully and the Withdraw Button is pressed then the Final Check canvas appears. This is the final step in the withdrawal process. It will let you know if the student is Cross Enrolled or has courses for next year and will have you select the options you want (transfer to cross-enrolled school, keep courses etc.)
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	Field Name
	Description

	Withdraw from School
	Keep checked to withdraw the student from the cross-enrolled school.

	Select a Cross Enrollment Withdrawal Reason
	If a student is cross enrolled, select a cross enrollment withdrawal reason. 

List populates from SYS233 Cross-Enrollment Withdrawal Reasons 

	Transfer to Cross Enrolled School
	If the student is being transferred to a cross-enrolled school, select this button. If selected, the cross enrolled school and an admission reason will be required. Note: If the Company File Option “Restrict Admission of New Students to Super Users and Central Office Users” is turned on, this option is disabled.

	School of Record Transfer
	Check when transferring a student to another school. This process automatically withdraws a student from the sending school while keeping intact any of the student’s cross-enrollment schools.

	School
	Select the school the student is being transferred to. 

List populates from schools entered in SYS040 School Details.

	Admission Reason
	Select the reason that the student is being admitted to the school he/she is being transferred to.

List populates from SYS235 Admission.

	Keep Courses/Delete Courses
	If the Master Timetable has been created for the next academic year and courses have been entered for the student, one of the following options should be selected. If the student is not returning choose to Delete Courses. If the student is only leaving temporarily, select Keep Courses to maintain the student’s course selections for the next term and to pre-enroll the student. 

	Admit Date
	If courses for next year are not being dropped because the student will be returning, enter the date that the student plans to return.

	Admit Reason
	If courses for next year are not being dropped because the student will be returning, select the reason that the student will be admitted back to the current school.

List populates from SYS235 Admission.

	Team Group Delete Values End Date
	Enter the date that the student should be removed from the Team.

	Team Group Delete Values Exit Reason
	Select the Exit Reason (the reason the student is being removed from the Team)

	Continue Withdraw
	Select as the final step to withdrawal. A message appears confirming that the withdrawal is complete.

	Cancel Withdraw
	Select to return to the previous the main Withdrawal form without finalizing the withdrawal.


A cross-enrolled student is taking courses at a school other than his / her home school.
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