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Steps to Prepare for Rollover
There are several steps to complete in preparation for rolling over to the new school year.

The year-end process is final. There is no going back to the previous year to pull reports. It is
important you save all reports before you have finished the year end process.

USOE does not save your report data. USOE does not hae your transcripts . Youmust save all
transcripts and reports for all students and
transcripts is not possible because of the massaging and calculation of the data that must take
place to generate the repo rts and the transcripts.

Before you rollover to the New Year:

1. Finalize year-end UTREx Qearinghouse submission .

2. Enter calendar for the next school year track.

a. Putin any events for the coming track as well as the cycle days.

3. Run end of year reports and save them all to pdf. It is also recommended that these pdf files are
saved to more than one media. Make sure more than one person knows where this data is
saved. Hard copies of all reports should be printed and saved.

4. Run all student transcripts - print hard copies and save them to a pdf format. Itis also
recommended that the pdf files be saved to more than one media.

Entering Calendar Data for the New Track
This process is done for each individual s chool and for the district office level —000- even if you
are a charter school.

If you have not already set up the calendar for the new track, you will need to go to System / Track
Editor / Calendar to do this.

(0]
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Calendar Setup

File Reports Date: 02/24/2011

School | Sani-Stansbury High | Code |A Description | A 720 09/10 Year End | 2010

General

Definitions

August 2009 Cycle Days \
SMTWT F §

3 Add Event:
I_
2(3l4a]s5]6|7]8 |

9 1011 [12[13 14 15 ,—Y' E'I".
16 |17 |12 |19 |20 |21 |22 £ar Deain

23 |24)25 |26 |27 |28 |29

30 |31 | J
<< <| Today | > |>>| -}

‘ Motes

E

Remove Event:

Enter any events for the coming track. Make sure to include Term Begin and Term End days, the

beginning of a term should be the following day after the term ends, as well as any holidays,
staff development days, etc.

9 Total Track School Days should not be more the 180 days.
1 Ifyou are going to have Cycle Days, go to the Cycle Daystab.

School | Ouellette High Schoc - | Code |A Description | A 720 11/12 Year End | 2012

Calendar Definitions

General

January 2012 Cycle Days l l Motes
S MT WT F 5 —

e TSR | | =
15 fEY 17 [18 |19 [20 |21

22 |23 |24 (25 |26 |27 |28 Remaove Event:

29|30 (31

<<| <| Today

| > = Valid

Total Track School Days 179 Show List ‘ Recalc Ca

I‘| “ Print | Eind | List | Delete Quit | ’ ’I|

Edit | Add | Save

1 Setup your cycle days for the new track. Best practice is to only have one cycle day.
1 Create Future Status records for both Faculty and Students.
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Retaining Students

For any student who will be retained in the current grade - including 12t grade “super seniors” -
mark Retain Student on the Student Editor / Miscellaneous tab, and verify the High School
Graduation Completion Status or Graduation Date is not present.

Last First Middle
Hame| Baber H:;e|‘ﬁ‘”953 Name |Da|e
ID |20343 ssD| 1236013 wmF[Female | Nickname |
General l Addresses Other l Enroliment l Picture

Counselor | |Ulises Mesenny(287) Registration Date

04/26/2005

Retain Student v
Mot Ranked [

Concentrator Code | Last Change | 04/08/2013

Verified On [04/12/2012 Elyr|MeISa

H.S Compl Status | |

Restricted Information |Restrict directory data & photos

Home Language | English

LEF Student Language | English

LBl Bl §L<|

Graduation Year | 2015 |Graduatiun Date |

Run UTREXx Clearinghouse Reports as Archive Reports

Save all year end reports from UTREx in hard copy and pdf.

UTREx Home #® SEA Admin # View Reports

View Reports

Note: The inactive reports will be made available once the fall enrollme

October Reports

School Summary

Student Detail Report

December Reports

SCRAM CCW Detail

Child Count by District WorkSheet
Year End Reports
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Run End of Year Reports

There are several reports that you need to run as part of the year-end process. You'll want to save each
report as a hard copy and to pdf, as well as saving the pdf files to more than one form of media.

The reports you must run are:

< <<<<KK<K<K<K<LKKL<

<K<K <LK

Statistics - School Enrollment - Date(last day of school) - Select All reports

Statistics - Year Round Membership - Date(first day of school to last day of school)

Attendance - Class Attendance Report

Attendance - Student Attendance Detail Report

Attendance - Consecutive Absent Audit Report (replaced 10 Day Audit Report)

Attendance - School Absences by Race

Attendance - School Attendance by Class

Attendance - School Attendance for Special Education

Academic Progress - Grades Not Finalized Report for each term, finalize marks so they won’t be

wiped out when you roll your year forward.

Academic Progress - Student Transcript
0 Run once WITHOUT “Year End Archival (Seniors)” checked. (only schools with seniors)
0 Run once with “Year End Archival(Seniors)” checked. (only schools with seniors)

Academic Progress - Report Cards

Behavior - Behavior Detail

Behavior - CRDC - (Civil Rights Data Collection)

Classroom - Class Summary - All Teachers - All Classes - Print for each term

Classroom - Class Category Summary - All Teachers - All Classes - Print for each term

A good practice is to name the file the same as the report and include the year (date) as part of
your filename.

Print the reports and save the files to your computer. Always save reports in more than one
location for accessing later. This is good practice, in case one location later becomes not accessible.
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Statistics

School Enrollment

Show Students: | In My Track(s)

Report Category: Statistics

~ Report School Enrollment

Description:

List of enrolled students in various categories as of a chosen day.

School(s):

Blackham Elementary School - 2013
Brigham Ir High School - 2013

Chang Lao Community Learning Cen - 2013
Caovington Preschool - 2013

QOuellette High School - 2013

Torgesen Park Elementary - 2013

ndrushko Elementary School - 2013 -

el

Filtering Options: Li

SelectAll Clear Continue==

Date: 04/05/2013

Repors: @
\Active

Homebound/Hospitalized |
NA/PV/Not Active |=|
Self Contained B
Summary by Ethnicty/Race ~

SelectAll Clear

»

©

Report Format. Acrobat (.pdf) » | Generate Report

1. Select a Track - this report can be run for multiple Tracks

2. Date (last day of school)
3. Select all Reports
4. Generate Reports

Year Round Membership

Report Category: Statistics

Show Students: | In My Track(s)

» Report: Year Round Membership

Description:

Listing of students and their membership by grade.

School(s):

Andrushko Elementary School - 2013 -
Blackham Elementary School - 2013

Brigham Ir High School - 2013

Chang Lao Community Learning Cen - 2013
Caovington Preschool - 2013

QOuellette High School - 2013

Torgesen Park Elementary - 2013

SelectAll Clear Continue==

Filtering Options:

[¥] show Detail

As Of 08/21/2012 To 04/05/2013

Report Format. Acrobat (.pdf) «

Generate Report

Utah State Office of Education — SIS2000+ Year End Process
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1. Select a Track - this report can be run for multiple Tracks
2. Select Filtering Options (make sure dates cover the entire school year)
3. Generate Report

Attendance

Class Attendance

Report Category: Attendance

Description:

~ Report: Class Attendance

For a class, shows attendance detail for all students with totals (1 term only)

School:
Dunbar High School - 2013

Show Students: | In My Track{s}| | | Instruc1|

Teacher: ;

» = All Teachers
<< Select a Teacher >>

* All Teachers

Filtering Options:

[Tlinclude Withdrawn Students

Period *None -

Ainge, Maritza
Andreasen, Shylee
Ankeny, Jewell
Arcguleta, Mazzi

Aupperle, Kai
fBareIa, Deseree
Barraza, Sherman

1. Selecta Track

Beacom, Chrisenda
Beason, Zackory
Boeck, Henry
Briceno, Riann
Buscarini, Aprilee
Cacillo, Jandi
Cadena, Verleen
California, Mikayla
Callister, Seung Dam
Carles, Nikel
Carlson, Ell Mae

| =

-

m

Term:
Term 4

-

- Term 4 -

o

Generate Report

2. Select a Teacher or All Teachers
3. Select the terms (choose term 1 to term 4)

4. Select Filtering Options
5. Generate Report

- Adobe Reader recommended for reports.
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Student Attendance Detalil

Report Category: Attendance ~ Report: Student Attendance Detail -

Description:

Report of student attendance by day showing attendance in each period.

Show Students: [in My Track(s) | |1 Instruct | |1 Advise || 1n My Group(s)
3
School: Term: Student(s): ; Sort by: Mame | 1D

Dunbar High School - 2013 - Term 1 ~ to Termd - << Select a Student >> -
= All Students W

Aakinsen, Annaleana [15380] B
Warzola, Luella [18834]

Wbalos, Shaquel [21238]

Abd el Monem, Bronwen [23612]

Mbegg, Shadd [12902]

Abrigo, Ell Mae [7683]

Wbrigo, Sabastian [16806]

Acklin, Asheley [9863]

Action, Yolanda [21980]

dakai, James Matthew [10801]

Wdamy, Richard "Ricky™ [8908]

Wdona, Derk [26820]

Adult, Zallanea [31958]

Wfroz, Gillermo [8950]

Waganowski, Sydney [31925]

guero Lares, Chaille [26696]

Aguero Lares, Nimsi Isai [12031]

Whching, Destini [16480] Z

Continue Include Exited
Sorting Options: :‘D
Sort By Student Name —
5
Filtering Options: LFJ
As Of 08/21/2012 To 05/24/2013
Grades 9 ~ - 12 ~ Students in Group
* None Selected - @
Report Format. Acrobat (.pdf) =

1. Select a Track

2. Select Term 1 to Term 4

3. Select All Students including Exited

4. Select Sorting Options

5. Select Filtering Options (make sure dates cover the entire school year)

6. Click on Generate Report
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Consecutive Absent Audit

Report Category: Attendance » Report Consecutive Absent Audit
Description:
List of students with consecutive absences
Show Students. | In My Track(s)
Schoal:
Dunbar High School - 2013 -
Filtering Options: fD
As Of 08/21/2012 To 05/24/2013
= 11
3 4
Aftendance Options: L’j L;"
Mumber of Periods Absent= One AbsentDay O Mumber of Consecutive Absent Days: 10
Excused Codes: @ Unexcused Codes:
(B) Pre-Excused - (C) Cleared Seat Time -
(D) Doctor's Note (1) Excused Juvenile Court
(E) Excused (K) Cleared Sluff
(F) Funeral (R) Incarcerated
(N) Motifed by Parent (S) Sluff
(P) Personal (U) Unexcused
(V) Vacation (X) Absent
SelectAll Clear Select Al Clear @
Report Format. Acrobat (.pdf) » | Generate Report

1. Select a Track
2. Select Filtering Options (make sure dates cover the entire school year)

3. Check the number of periods = one day absent is the same as what you have in track calendar

4. Leave “10” in the Number of Consecutive Absent Days
5. Select Excused and Unexcused Codes
6. Click on Generate Report

School Absences by Race

Report Category. Attendance ~ Report: School Absences by Race
Description:

Percentage of absences based on class enrollment for a specified period of time.

Show Students. | In My Track(s)
School(s):

Andrushko Elementary School - 2013 -
Blackham Elementary School - 2013

Brigham Ir High School - 2013

Chang Lao Community Learning Cen - 2013
Covington Preschool - 2013

Dunbar High School - 2013

Ouellette High School - 2013

Torgesen Park Elementary - 2013

SelectAll Clear Continue==

Filtering Options: @

As Of 08/21/2012 To 04/05/2013

Report Format: Acrobat (.pdf) ~ | Generate Report

1. Select a Track - this report can be run for multiple Tracks
2. Select Filtering Options (make sure dates cover the entire school year)
3. Generate Report

Utah State Office of Education — SIS2000+ Year End Process
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School Attendance by Class

Report Category. Attendance + Report School Attendance By Class -

Description:

Percentage of attendance based on class enroliment for a specified period of time.

Show Students: | In My Track(s)

School:
Dunbar High School - 2013 -

2]

Filtering Options:——F

As Of 08/21/2012 To 04/05/2013 E

L

Report Format: Acrobat (.pdf) = | Generate Report

1. Select a Track
2. Select Filtering Options (make sure dates cover the entire school year)

3. Generate Report

School Attendance for Special Education

Report Category. Attendance + Report: School Attendance for Special Ed -
Description:

Summary of attendance by special education code.

Show Students: | In My Track(s)

@
School: Term:

Dunbar High School - 2013 - Term 1 + to Termd -

]

Filtering Options:—F
As Of 08/21/2012 To 05/24/2013 m

Report Format: Acrobat (.pdf) = | Generate Report

Selecta Track
Select Term 1 to 4
Select Filtering Options (make sure dates cover the entire school year)

Generate Report

el
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Academic Progress

Grades Not Finalized

This report you’ll want to run to make sure your grades will all appear on the transcript. This report
will alert you to grades that have not yet been finalized. However, if all of your classes are at the
elementary level and if you don’t finalize grades, you can skip this report.

Report Category: Academic Progress » Report: Grades Not Finalized -
Description:

Report by teacher and class showing students who have not had their grades finalized.

Show Students: | In My Track(s) =
2]

Sichool: Term:
-

Dunbar High School - 2013 - Term 4

Filtering Options:
[Clinclude Withdrawn Students

Report Format: Acrobat (.pdf) « | Generate Report

1. Selecta Track
2. Select Term (You will need to run this report for each term separately)
3. Generate Report

If you have been running this report each term throughout the school year, the results should come
back as zero.

There is no need to save this report. Just print it out and use it to finalize all grades.

NOTE Once the year-end rollover is complete, USOE CANNOT re-create the Grade book and finalize
the grades, so it is important to finalize your grades BEFORE rolling over the year.

Running the Grades Not Finalized report is critical, you'll get a reminder message about running it
when you attempt to run the year-end process in FoxPro Client. If you've already verified that all
grades have been finalized, just click OK when the warning comes up.

If not, click Cancel and go back to that step.
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Student Transcript —Grade Levels 9-12

Report Category: Academic Progress ~ Report Student Transcript
Show Students: | In My Track{s}| | | Advise | | In My Group(s)|
@
School: Student(s): Sort by: Name | |ID
Dunbar High School - 2012 ~ |<< Select a Student >> -

* All Students |_|
Aard, Lauryl [27534)] N
Nard, Sharri [6353]

Abalos, Shaquel [21238]

Abd el Monem, Bronwen [23612]

Abegg, Marcela [21382]

Afroz, Gillermo [8950]
hganowski, Sydney [31925]
Aguero Lares, Chaille [36696]
shching, Le Ann [7997]
Ahlstram, Kessi [23590]

Alan, Winfield [11090]

Alberts, Youngmee [6200] %
Continue Include Exited

Formatting Options: ?g

[ scheduled Courses DCitizenship [l sbsences [¥] official Copy

Job Title

(1]

Sorting Options: ¥

Sort By School Year

Filtering Options: $

Grades 9 » - 12 = GPAFrom 9 w [T Year End Archival (Seniors) @

Report Format. Acrobat (.pdf) » | Generate Report

Select a Track (Districts have to run this report for each school)
Select Include Exited then All Students

Select Formatting Options

Select Sorting Options

V1 Wi

report again with it checked.
Click on Generate Report

o

Select Filtering Options (Run report once without “Year End Archival” do this first, then run

Utah State Office of Education — SIS2000+ Year End Process
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Total Graduates and Dropouts - Grade Levels 9-12

Report Category: Academic Progress » Report: Total Graduates and Dropouts -
Description:

Total number of graduates and dropouts based on race/ethnicity and malefemale

Show Students: | In My Track(s)

School(s):

andrushko Elementary School - 2013
Blackham Elementary School - 2013 T
Brigham Ir High School - 2012

Brigham Ir High School - 2013

Chang Lao Community Learning Cen - 2013 =
Covington Preschool - 2013

Dunbar High School - 2013

Ouellette High School - 2012

QOuellette High School - 2013 52
SelectAll Clear Continug==

»

Formatting Options:

[T summary Only @

L

Report Format: Acrobat (.pdf) ~ | Generate Report

1. Select a Track (Make sure you select the current year)
2. Select Formatting Options
3. Generate Report
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Report Cards

Report Category: Academic Progress = Report Secondary Report Card -
Description:

For a student, shows grades for all classes taken during all terms of the current school year

Show Students: [In My Track(s) | |1 Instruct
2
School: Term: Student(s): Sort by: Name | 1D

Dunbar High School - 2013 - Term 4 - << Select a Student == -
= All Students T

Aakinsen, Annaleana [15380] .
Marzola, Luella [18834]

Abalos, Shaquel [21238]

Abd el Monem, Bronwen [23612]

Abega, Shadd [12902]

Mbrigo, Ell Mae [7683]

Abrigo, Sabastian [16806]

Acklin, Asheley [9863]

Wction, Yolanda [21980]

Adakai, James Matthew [10801]

Wdamy, Richard "Ricky” [8908]

Adona, Derk [26820]

Adult, Zallanea [31958]

Afroz, Gillermo [8950]

Mganowski, Sydney [31925]

Aguero Lares, Chaille [36696]

Aguero Lares, Nimsi Isai [12031]

Whching, Destini [16480] 2

Continue Include Exited
Formatting Options: $
Midterm Grades Parent Signature Line Official Copy Student Comments
Additional Comments
5]
Sorting Options: ¥
Sort By Student Name +  Period *None
6
Filtering Options: ¥
Academic Marks Citizenship Marks Grades 9 ~ - 12 ~ GPAFrom 9 -
Students in Group
* Mone Selected - m

L4
Report Format: Acrobat (.pdf) ~ | Generate Report

Select a Track

Select Term (Print for each term if you have not already)
Select All Students including Exited

Select Formatting Options

Select Sorting Options

Select Filtering Options

Generate Report

Nk wh e
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Behavior

Behavior Detall

Report Category: Behavior » Report Behavior Detail
Description:

Behavior incident detail by student for a selected date range.

Show Students. | In My Track({s}

School: Student(s): ; Sort by: Name | |ID

Cunbar High School - 2013 + |<< Select a Student = -
= All Students I

Makinsen, Annaleana [15380] i
WMarzola, Luella [18834]

Wbalos, Shaquel [21238]

Abd el Monem, Bronwen [23612]

Wbegg, Shadd [12902]

Wbrigo, Ell Mag [7683]

Wbrigo, Sabastian [16806]

Acklin, Asheley [9863]

ction, Yolanda [21980]

dakai, James Matthew [10801]

wdamy, Richard "Ricky" [8908]

Adona, Derk [26820]

Adult, Zallanea [31958]

Wfroz, Gillermo [8950]

Wganowski, Sydney [31925]

Aguero Lares, Chaille [36696]

Aguero Lares, Nimsi Isai [12031]

Whching, Destini [16480] 2

Continue Include Exited

Filtering Options:

) All Dates ) Today @ This School Year ) Custom: As Of [08/21/2012 To [05/24/2013

Show: Incidents & Referrals =

Report Format. Acrobat (.pdf) = | Generate Report

Select a Track (Make sure you select the current year)
Select All Students including Exited

Select Filtering Options (Use this school year)

4. Generate Report

wNh e

CRDCGC-(Civil Rights Data Collection)

Report Category: Behavior ~ Report: CRDC
Description:

List of students and information

Show Students. | In My Track(s)

Schoaol:
Dunbar High School - 2013 -

Filtering Options:—/

[Tlinclude withdrawn Students @

Report Format. Acrobat (.pdf) ~ | Generate Report

1. Select a Track (Make sure you select the current year)
2. Select Filtering Options
3. Generate Report

Utah State Office of Education — SIS2000+ Year End Process
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Classroom

ClassSummary

Report Category: Classroom + Report: Class Summary
Description:

For a class, lists all students with or without academic/citizenship grades

Dunbar High School - 2013 + * All Teachers - Term 1

Class:
= All Classes ' |+

Formatting Options: I

Show Students: | In My Track(s) | | I Instruct |
P 5
School: Teacher: Term:

-

Grade Percent Student ID

[5]

Filtering Options: ;'

Include Withdrawn Studants E]

Report Format: Acrobat (.pdf) » | Generate Report

Select a Track

Select All Teachers

Select Term (Print for each term)
Select All Classes

Select Formatting Options

Select Filtering Options

Generate Report

Nk wh e

Class Category Summary

Report Category: Classroom ~ Report: Class Category Summary
Description:

Report of student marks by class and gradebook category.

Show Students’ [In My Track(s) | |1 Instruct]
School: Teacher: ; Term: ;

Include Withdrawn Students E]

Dunbar High School - 2013 » = All Teachers - Term 1 -
Class:

= All Classes F |+

Filtering Options: ;

L

Report Format. Acrobat (.pdf) + | Generate Report

Select Filtering Options
Generate Report

1. Selecta Track

2. Select All Teachers

3. Select Term (Print for each term)
4. Select All Classes

5.

6.
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Retaining Advisors (Optional)

Go to System Module / School Editor Module.

1 Press List or Find to find the right track.
9 Press Edit. Put a check mark in Retain Advisors if you want the advisors to remain attached to
the students for next year’s schedule. This is optional.

File Reports Date: 05/03/2012

School Name | Walch High School School Code |714 D.O. Site |~

School Year | 2012 Speede Express Code |3UT14

Address | 250 East 500 South

City |SLC State |UT ~ Zip |84111-

Phone | (555) 000-0000 Principal |Kent Parsons
District [ Building |
Email |kparsnns@tnneleachnuls_nrg Campus Locations

URL |http:.-’fmw;.tnnele.k12.ut.usf

School Type |Hi9h School j Exclude From Clearinghouse |
Low Grade | Seventh ~|' High Grade | Twelfth |
F"mne'nsggﬂe |TWE|ﬁh j Retain Advisors [~ | Default Track Code |I
Server Site | SIS2000NT1 - New Year Init Process |~

I“ ‘ ‘ Print ‘ Eind ‘ List ‘Qelete| undn‘ Add ‘ Save ‘ Quit ‘ "’”

I Press Save

After the process is run, “New Year Init Process” will automatically be checked.

Database Processesfor schools who have their own servers

All schools whose data are hosted by USOE will need to contact USOE to run the database backup for
them (once they’'ve completed all the steps outlined above).

If a school houses their own server with their data, they will need to do the following:

1. Create the End-of-year database
2. Backup and restore the current database into the new End-of-year database.
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The Final Step

1. Go to the Main Menu / System / New Year Menu / Year End.

Litilities Mew Year Menu Reports

a. You'll get a warning to make sure the Grades Not Finalized report was run. If you have
taken care of this, press OK.

b.
SIS 2000+ Year-End |t |

£ Warning: Grades not finalized de not appear on Transcripts,
Ll;_ Transcripts CANMOT BE FIXED after the Year End Process (rollover) is
run!

Please run the "Grades Mot Finalized” report and take action, if
NEcessary.

| ok || cancel |

c. When you click OK, you may get a message that your Year End database backup has not
yet been created.

51S 2000+ Year-End Processing x|

g ‘fear End database backup MUST be created BEFORE running the Year End Process!
Please run the backup or contact your System Administrator,

-

If this message appears, the process cannot continue until the backup is complete. If
your data is located at USOE, contact your SIS2000+ Specialist to backup your data.
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2. Assuming that your database backup has been created, you will click OK and you will see the
following screen.

School School Name Year giudent Future

Sani-C.R. Sundwall
108 [Zani-Red Rock Elementary 2008 |No
104  [Sani-H M Knight Intermediate 2008 Mo
404 |Sani-Grand Co Middle School 2008 Mo
000  [Sani-Grand District Office 2008 Mo
704  |Sani-Grand High 20 Yes

A list of one or more schools,
plus the District Office, appears

Process Quit |

a. Only schools that have NOT been rolled over to the New Year are listed.
b. All schools, including the District Office, should be processed.
c. One or more schools can be processed at once, not necessarily in order.

3. On the right side of the screen, where it says “Student Future Status Processed”, it will say
either Yes or No. This is to remind you whether or not you’ve completed the “Student Future
Status Process” for that school. This process creates student records for the new track.

a. Ifyou have not completed the Student Future Status Process and you press Process
anyway, you will receive a warning that there will be no faculty/student records in the
new track and they will have to be manually entered. You will then be able to choose
whether or not to continue.

4. To complete year-end processing, you'll have to roll over all schools, including the district
office. Of course, since the district office has no students directly attached to it, it will say “No”,
which is okay.

5. Highlight one or more schools and press Process.

6. This will DELETE ALL Gradebook, Attendance, and Schedule Records for the current track. Last
year’s data will not be accessed after this process is complete.

7. Students/Faculty with future status will become Active in the new track.

8. Ifyou don’t use the Food Service module, you are finished.
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