Previous Year’s Enrollment Clean-Up Procedures for Fall CALPADS Submission

Directions:
Follow the steps below to close out your previous year’s enrollments. To facilitate this process, AdHoc Filters have been created to identify records that have
incomplete End date and/or End Status.

CALPADS now requires that all student enrollment records need to be closed out with End date and End Status entries before students can be re-enrolled.
Therefore, all enrollment records (matriculating, graduating, transfer, etc.) need to be End dated with an End status as they occur or at the end of each year using
the last day of school as the end date.

If you have any questions, please contact SCUSD Support in at (916) 643-9445 or by email support@scusd.edu .
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7. Open the “Ad Hoc Reporting” Folder
by clicking on the “+” sign next to the
name.

There will be 3 filters:

All Schools run:
“#ExitingStudentsDataCheck_1_PrevYear”
High Schools additionally run:

“#ExitingStudentsDataCheck_2_ PrevYear”
“#ExitingStudentsDataCheck_3_PrevYear”

These filters contain the enrollment
records where the End date, End status
and/or Diploma Date need to be entered
for the enrollment record to close out.

You may have error records in some or all
the filters. Follow Steps 8 and 12 to check
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10.Student records that need to be
completed/closed out are on the left;
select one student name at a time.

e Note: Youmay see “Search Results: 0”
this indicates there are NO records within
this filter requiring clean up

11. Select: “Enrollments” tab.

12.Double click on the previous year’s
enrollment record and follow the
instructions below for the filter:
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Edlts required by type of error (Filter)
Filter 1: All Students who currently have either No End
Status and/or No End Date
A.  Missing an “End Date” — Fill in the date the

student last attended the school.
B.  Missing an “End Status”* — Select the appropiate
reason in which student left the school.
D. Click on the “Save” button
e  Filter 2: Graduated Students who currently have a
Diploma Date, but no End Status and/or No End Date
A. Missing an “End Date” — Fill in the date the
student last attended the school.
B. Missing an “End Status”* — Select the appropiate
graduate end status.
D. Click on the “Save” button
e  Filter 3: Grade 12 Students who currently have a End
Date and a graduate End Status, but No Diploma Date.
C1- C2. Click on the “Graduation” tab (C1) and Fill in
the “Diploma Date”
D. Click on the “Save” button

Continue down student list repeating
Steps 10-12.

Once the student list is complete
continue to the next data check filter
starting at Step 6.

*Refer to CALPADS End Status Codes and Descriptions
handout available within the Infinite Campus Staff
Resource webpage.

) [E infinite Campus
€ & mips/ican

1P SCUS RO C A ps T

s e | B - seogte

School A M Winn Elementary K-8 Waldorl = Calendar
Index Search Help n
Student Assessment Behavior Transportation Fews Lockers Graduation Albietics AdHoc Letters
Waiver Records Transfer Report Comments CTE Persan Documents Faster Youth District Assessments
Advanced Search Surmmary Enroliments Schedule Attendance Flags: Grades Transcopt Credi Summary
El Save Delete E Priat Enraliment listory n Yoo u New Enralimert Histary E Documents
Search A _ -
| |Edit | Grado | Catandar ‘Stan Dl | End Date
How vew D o P 1215410 T AEstein 22014 .|
i [3 N2 040 T AV ke [T = =
¥ w B 112010 T AMW Waidord A 06152017 |
Caluediar Scheduie jroad Class Rank Extlude
1354 010 T ANV Waldar! [ " - Il B
*Start Date HoShew  End Date End Actian “Seracs Typs
= a3z 7] |l - P Primary -
“Slan Status End Status .
15 Cantinuous within sams schoot = E155; Year End Grade Levw! Ext -
St Comments End Comments
2 Fubwe Enmallmont
& Statn Reporting Fielis
BEiE uc-:wmmnw Homabess  Traant Sehost Stant Dot Ovarride
o rl fuca
mn-uum Study Immigrant Intardistrict Transfer
a I d
i Track Jumpes CalGrant OK  ELG stighle  ELC Assesaman OK Protie dor ELA
e L2 [ [ | ¥ Yes - -
| [3 mfinite Campus =
€ | B s/ eampus seusd edu camgus/main s || B - coogie 2 A + e =
istrict Editio = 2 B o
Year ~  School G K McClatchy HS - Calendar -
e Search Help -
Grade 12 WEOT03562 DOB 07/1311996  Gender M Counselar Manning Taorrena, Sarahm
Studant = Surrmaty Errallments Sehedule Atendance Flags Grades Transcrpl Credit Surrmary
Wasier Records Transfer Report Comments CTE Person Documents Foster Youth District Assessments
Advanced Search Assessment Behawor Transportaton Fees Lockers Graduation Amhletics AdHoc Letters
El Save E Documents
Search Resul ~
v =2 The foiowing fiekds can only be Mled out cnce a student has entered Sth grade:
Date Frst Enteded the Sth Geade
HGA Cohon End Year
D ML Cohart End Year
Disto Fiest Entéend the Sh Geade:  au/132011 [7] £
HGA Cohort End Year 2014 = Convarted data
HCLE Cohon End Year |2014
Post Gead Location: -
Pt Gead Plans: =
S Seats Reporing Geod
Coliege Entrance Req Status -
Postsecondary Accaptance Status: -
Pastiscondmy Appheatan Stalus. ||
| i v Prajected Geaduation Dats: = =

Last modified 11.01.2016

Technology Services




