PROCESSING THE SUMMER GRADUATE

Background Information: If a student did not graduate on time at the end of the school year but
intends to earn enough credit to graduate during the summer, he should be given a “GP” High School
Completion Status. When he subsequently earns the credit and qualifies for graduation, special attention
needs to be paid to entering codes and dates correctly. If the student fails to earn the required credit, he
will become an automatic dropout for Clearinghouse purposes (without your intervention). Important:
The procedures described below are based on the assumption that your Clearinghouse upload file has
been submitted prior to when students earn the needed graduation-qualifying credit. If it has not, insert
graduation dates/codes in the usual way.

This is a three-part process, and all three parts must be completed or there will be Clearinghouse
discrepancies. You must:

1. Assign a “H.S. Completion Status” of ‘GP’ to the student (see letter ‘A’ below);

2. Record a Graduation Date (see letter ‘B’, option 1 or 2, below); and

3. Create an ES (Exit Status) record for the student (see letter ‘C’ below).

A. PRIOR TO SUBMITTING CLEARINGHOUSE UPLOAD FILE

0 Locate the student via the “Student Editor” screen
o0 Go to the Misc. tab
o Click Edit
0 Choose GP (Graduation Pending) from the H.S. Compl. Status dropdown box
0 Leave the Graduation Date blank
o Click Save
NAME - Last |Al Lawati First | Paizley Middle S Sfx |

Student ID |11DD GenderIFemale ~| Ethnicity |VWhite-Mot of Hispanic 01~ |

General | Addresses ﬂ Cther | Contacts | Boundary | Enroliment | Picture:
Counselor ||

Restricted Infarmation I <Unset>

Registration Date

I 08/23/1999

Retain Student [~
Mat Ranked ™

Horme Language |Eng|ish
JLEF Student Language IEninsh

Cancentrator Code |

Led Led Lef Lef Lo

Sraduation RequirememlHigh School Graduation

p BT IRSEIE | GP - Graduation Pending

Graduation ¥ear I 2008 Graduation Date I

Ernail I student@nowhere.com

URL ID,SBDQDDE 9:18:50 AM

ul il Eindmddl List | S!atusl Undo ‘@ Quit |L| ﬂl

B. AFTER THE CREDIT HAS BEEN EARNED, record a Graduation Date
o0 Option 1: If Year End Process has been run
= Log in to SIS normally — accessing the new school year’s database
= On the SIS Main Menu, drop down the File menu
= Select “Switch Year” to access students from the last school year
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-== 15 2000+ Main Menu: Sani-Grand High 07 /08

File Help Date: 05/23/2008

=101 x|

it el
Switch Schoal

Switch Year

Change Impersonation Scheduling Aftendance

Change Database D o

Change Basswaord A $ @l
Srics & Prorms Behavior Health Gradehook

= n

Student Fees

Mark Reporting

)

UT AuditUploads

Academic History Food Service

Highlight the old school year

Click Select

Locate the student via the “Student Editor” screen
Go to the Misc. tab

Click Edit

Enter a Graduation Date (H.S. Completion Status cannot be changed)

Click Done

HAME - Last |Abegg First |Leizel MiddleL

Student ID {1552 Gender | Male | Ethnicity [ White-Not of Hispanic Or -

Genetal | Addreszes m Cther | Contacts | Boundary | Entalimert | Picture
Counselor I*'* Mot Found ™

Restricted Information | <Unset=

Registration Date

I 08/23/1999

Retain Student I
Mit Ranked [

Home Language |Eng|ish

JLEF Student Language |Eng|ish

Concentrator Code I

K I O

Sraduation Reguirerment | Grand High 2009
H.S. Compl. Status | j

Graduation Year I 2009 Graduation Date I

Email Istudenl@nnwhere com

URL ID,SGLQDDB 2:33:63 PM

[0 [T B el
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o0 Option 2: If Year End Process has NOT been run
= On the “Student Editor” Misc. tab, enter the Graduation Date (actual)
= DO NOT change the H.S. Completion Status code (this code should remain
unchanged so that it matches what was submitted to the Clearinghouse)
= Click Save

NAME - Last Al Lawsati First |Paizley Middle|5 st
Student ID [1100 Gender [Female | Ethnicity [White-Not of Hispanic O -]

General | Addresses “ Other | Contacts | Boundary | Enroliment | Picture
Counselor ||

Restricted Information | <Unset>

Registration Date

IDB.'QSM 959

Retain Student [~
Mot Ranked I

Home Language |English

LEP Student Language IEngIlsh

Concentrator Code I

Ll Lef L] Lef Led

Sraduation Requirement |High Schoal Graduation

H.8. Compl. Status |GF’ - Graduation Pending j

Graduation Year I 2003 | Graduatian Datel 07720007 |

Email Istudem@nuwhere.cum

URL ID,SBDFQDDB 9:18:50 A

w il Eindiadd[l List | staws | gndu Ll ﬂl

C. AFTER THE YEAR END PROCESS IS COMPLETE
0 Prior to creating your October 1 Clearinghouse Upload file in the new school year,
create an Exit Status (ES) record for each student
= On the SIS Main Menu, drop down the File menu
= Select “Switch Year” to access students from the last school year

=== SIS 2000+ Main Menu: Sani-Grand High 07 /08 i =] |
File Help Date: 05/23(2008

Qi e .
Change Impersonation Stheduling

4

Change Database 40)
Change Bassword R

<«

Stves & Prgrms Behavior Health Gradehook
— — — —
fta) fieT)
Bl & *
Mark Reporing Academic Histary Student Fees Food Service

UT AnditiUploads

= Highlight the old school year

007

= Click Select

Last Updated 10/28/2009 Page 3 of 5



= Go to the Svcs. & Prgrms (Services & Programs) module (from the SIS Main
Menu)

-icix]

v &

0ld Sp Ed pre 2007

Program History

&

Special Education

e Select Program History
e Use the Find button to locate the correct student

Studerit Mame M/ Birthclate Age Grade @l Grou)

A Lavvati, Paizley S [1100] IF_ ID?.QD.H 990 16 I 11 ) ICurrentIy active studerts
Track!School ear Adhvisor Entr Exit J

4704 2006007 Compton, Guinonya [0821/2008 | ﬁ' ﬂ' ﬂi' ﬁg' & @l @ |

Entry date Entry code E:xit date E:it code !

—— =]
wﬂ Eri! |ﬂ| E |Qe|ete”ﬁ| Add | §a\re| Quit | ﬂﬂ

e Click Add (*“Select Program’ screen appears)

[=]s1s 2000+ - Select Program - Sani - Grand x|

Frograrm

0K Qancell

e Select “ZES-EXxit Status Code” from the Program dropdown box
e Click OK
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Student MName MiF Birthdate

IAI Lawwvati, Paizley 5 [1100] IF_ ID?QDM 930
Track/School ear Advisor Eritry Exit
IA 704 2006/07 Compton, Guinntonys

sieneral

05212006 |

Group
ICurrentIy active students

M| &va| Al B0 |

custom

]
3
(o]

Entry Date [08/222007 | %
Evit Date [06/13/2008 | %]

Status IActive

=

Instructiom
Setting

Rermarks

Last Changed By I Kaau

™

ZES-Exit Status Chan

Exit Code |58

Entry Code IF'-F'rogram Entry

Exited School

j Service Timel 0.00

Changed Date ID?QDQDD?

LIET

Erintl Eind | List |ge|ete| gndol Add | §ave| Quit | }l Nl

On the General tab, select an Entry Date within the new school year,

generally the first day of school. Note: this Entry Date is not entry into
school; it is an Entry Date for the Program History record being created

Select an Exit Date after October 1 (e.g. October 31) of the new school

year Note: as above, this is an Exit from the Program History record.

Go to the Custom tab

Choose an Exit Code from the dropdown (X is ok)

Student Matme MF Birthoate

IAI Lawvati, Paizley S [1100] IF_ |0mon 300

TrackSchool/v'ear Advisar Ertry: Exit

frs T

Grade
11

A 704 200607 ICompton,Quinntonya IDS.I’21 J2006 I_

Grougp
ICurrentIy active students

| bval o] B2 |

General

Program IZES-Exit Status Change

IES-Exit Status Change

)

LIET

Erintl Find | List |ge|ete| undol Add | §a\re| Quit | }l )ll

“ZES-EXxit Status Change”
Click Save
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Type the new Graduation Code (GR, G1, G2, or G3) in the box next to
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