
 

Deactivating A Student In BTSP  
 

Objective 
Readers will understand the process/steps for deactivating a student in BTSP (Breakthrough Starter 
Pack) with PMM (Program Management Module).   
 

Purpose/Overview  
There are times when students no longer are a part of the Breakthrough program. Whether they 
voluntarily leave, involuntarily leave, are asked to leave, or move out of the state, the student has 
left the program. If a student has left the program, they should be deactivated in the system. This 
means the Student Status on their contact record will go to Inactive as will their Program 
Engagement record. This not only removes the student from your active participant list but it also 
excludes that student contact from being added to Breakthrough programming.  
 
When deactivating a student, you will need to use the “Deactivate Student” button found on the 
student’s contact record. This will ensure that their enrollment in all other areas of programming 
are changed to inactive as well. DO NOT deactivate a student on the Student Status field on the 
contact record.     
 

Process   
Deactivate a Student PMM - Watch Video 

 

https://www.loom.com/share/7d9ffe46f3ea4e0cba5f78233e3f30a9
https://www.loom.com/share/7d9ffe46f3ea4e0cba5f78233e3f30a9


 
1.​ Go to the student’s contact record 
2.​ At the top right corner of the contact record, click the “Deactivate Student” button  

 
3.​ Complete the Deactivate Student screen, and click “Next” 

a.​ Select the Reason Inactive in the Program 
b.​ Provide any details on the inactive status 
c.​ Enter the date they left the program 
d.​ Select the grade that the student left the program 

 
4.​ Click “Finish” to confirm the deactivation.  



 
5.​ Once complete, the student’s Program Engagement record will change to Inactive, as will 

their Student Status value.  Students will also be removed from any future programming 
enrollments that they were assigned to.   
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