Portage Public Schools

THE FUTURE LEARNS HERE TUTORIALS

Enrollment Status Changes - When do I use a Status Change, and when do I Edit?

Anytime you need to change information for a student on the Entry/Withdrawal screen in
Skyward, and that student has been with you for mare than one count period, you should use the Status
Change process instead of just Editing the information. By making the change(s) with the Status
Change, it allows us to maintain the enrollment history for the student and still update their current
information.

Take a look at the screenshot below. Use the Entry Date to determine if you need to do a
Status Change, or if you can simply Edit the current record. In this example, we are in the
2016-2017 School Year, but this student’s Entry Date into this Entity is 09/03/2015. For this
student, we need to use the Status Change in order to retain their enrollment history and update
their information.

If this student had entered your Entity for the first time this school year (Entry Date =
08/29/2016 or later), then you’d only need to use the Status Change if the effective date of the
change(s) is past Fall Count Day (changes effective after 10/05/2016).

= S Ryan Miller Account Preferences Exit ?
SKYWARD
Student | Food

Home |v [T Families ‘ Staff | Semces| Semvice

| Office | Administration Educator | Advanced | Federal/State | Custom |Q

| Access Plus | Features Reporting Reports.

« H P Entry - Withdrw Tab 57 T = @ 17Favorites® €] New Window £ My Print Queue
Disl-rir:l Student: - | 4| » | @ Ranges Add Delete Transfer Pseudo
Entity
Family Grad Year (Grade): |2022 (07) DOB (Age): |06/25/2004 (12) Entity, School, Status: Default: IIl
w Emergency Customize
Emer Info Advisor: Gender:|F NY Status: A Other ID:|82226039 Phone:|(269)993-1332

Entry/With
EntryMithdrawal

Attendance

v Scheduling Views: General [ Filters: | *Skyward Defauit [ Y = &

Entity Entry v Code |School |Schl Nbr | Calendar | Withdrawal Code Grad Year| School Year | Grade |DfitEnt | %Enrol

Histol
o, 35 osveszs mr me mee fme ||| ae ||| e
Grades Withdraw
> GPA Status Chg
Transcript Ent-Wthdrw
MI/NCLB Edit

The most common areas to change on the Entry/Withdrawal screen are % Enrolled (FTE),
GLO, Student Type, Resident District, and the State Aid code. All of these would be reasons to use a
Status Change if the Student has been in your Entity for more than one Count Day.
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Enrollment Status Changes - How to Complete a Status Change

1. Go to Students > Student Profile > Entry/With

2. Review the Student’s Entry Date into your Entity. If the student has been with you for at
least one Count Day (Fall, Spring, End of Year), then you need to use the Status Change
button. If the student has NOT been enrolled in your Entity for at least one Count Day, you
can just use the Edit button to make the Change (example: Entry Date = 8/29/2016, and the
current date is before Fall Count day)

3. Click Status Change
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Part one of the Status Change closes the current Entry/With record...

4. Enter the Withdrawal Date - use one day prior to the effective date of the change (this
example is for a school of choice student, the date of approval for the application is
09/09/2016, so the withdrawal date is one day prior, or 09/08/2016)

5. Enter ‘SC’ (Status Change) for both Withdrawal Codes and enter a comment (we can
work on a common bank of Comments if needed). The SC code is mapped to be 19 (Expected
to Continue) with the State.

6. Click Save
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Enrollment Status Changes - How to Complete a Status Change (cont.)

7. Click NO on the pop-up message... We want to leave the Attendance in place for the student

has attendance entered for the following dates that are outside the Entry and Withdrawal dates on this screen:

09/13/2016, 09/14/2016, 09/15/2016, 09/16/2016, 09/19/2016, 09/21/2016, 09/22/20186, 09/23/2016, 09/26/2016, 09/27/2016, 09/28/2018,
09/29/2016, 09/30/2016, 10/03/2016, 10/04/2016, 10/05/2016, 10/06/2016, 10/10/2018, 10/11/2018, 10/12/2016, 10/13/2016, 10M7/2016

Would you like to delete ALL of these Attendance records?
Click Yes to save the changes to the Entry and Withdrawal dates and DELETE all the above Attendance Records.

Click No to save your changes to the Entry and Withdrawal dates and LEAVE the above Attendance Records as is.
Click Cancel to stay on this screen and adjust the Entry and Withdrawal dates to encompass this Attendance or do not Save these changes.
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8. The Entry Date will pre-populate to one day after the Withdrawal Date you entered in Part

one.

9. Change the Entry Code to SC and Enter the same comment you used for the Withdrawal

10. Make the necessary changes to the Entry field(s). In this School of Choice example, the
Resident District and State Aid fields need to be changed.

11. Click Save
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12. Click Yes on the pop-up message.
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want Skyward to update the Resident
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the General 1 Tab to (No)
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Yes/No field.

Enrollment Status Changes - How to Complete a Status Change (cont.)

13. The Status Change is now complete, and you can see the that the old Enrollment record has
been closed and the new Enrollment record, with the updated information and Entry Date,
has been created.
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Non-Resident Students - Areas to Check that impact State Reporting

There are 3 Tabs in Student Profile to check when enrolling or correcting a Non-Resident
Student. The Big Idea here is to make sure all of these fields match and make sense.
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['ve created a Data Mining Report called NonResidentStudentList - Field Check to help you
check on these three areas. Go to Students > Data Mining... be sure you are in your Entity, click on
the report and click Excel. At this time, the report does not include Resident (State Aid = 14)

students. Here is a preview of what that report shows you...
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