ReportWriter

Disable/Transfer of Students

You may need to remove a student from your ReportWriter roster because the student
has left your school or because the student has transferred to a new teacher. Whatever
the reason, you will ONLY complete the disable/transfer process after a message
comes to you from the main office after a synch - - -
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Motice:

1) Baker, Joyce: Unable to place 6 LC
courses. check to see that all LPs
have heen defined, and have been Tinked to a

, Joyce: Student Baker, Joyce

heen transferred or_disenrolled

as of 08/14,/2007. Please complete your

ecords and <laim attendance for

thT and release (dis

recards to complete the transfer ar

disenrollment.

| 3) BuUrritt, Jessica: uUnahle to place 7 LC
courses. check to see that all

LPs have been defined, and have bheen Tinked

TO a Master Agreement.

47 Burritt, Jessica: Student Burritt, Jessica

has been transferred or

disenrolled as of 08/20/2007. Please complete

your records and claim

attendance for this student and release

({disable) the records to complete

the transfer or disenrollment.

53 Heston, David: unable to place 1 LC
courses. check to see that all LPs

have heen defined, and have been Tinked to a
Master Agresment.

6) nMolan, Gloria: unable to place 1 LC
courses. check to see that all LPs /
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or in your RW when you open the student.

FEX

Student Baker, Joyce has been transferred or disenrolled as of 08/14,/2007.
Flease complete your recards and claim attendance for this student and
release (disable) the records to complete the transfer or disenrollment.
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e How do | disable/transfer a student?



1. Complete any attendance, learning records, or report cards before you disable the
student.

2. Click on the student's INFO page,
3. Click on File>Disable/Transfer.

4. Synch RW to complete the process. You can skip the courses.

e What does the new teacher see?

The new receiving teacher will get the student on their RW roster but the student name
will be highlighted in gray. When the teacher tries to open the new student file, they will
get a message explaining who has the student and the approximate date the student
can be expected to transfer over. Once the first teacher completes the disable/transfer,
the gray stripe will disappear and the student will be available to the new teacher with all
previous records intact.

i Choose a student

Student ‘Type|lv1ig =
Baker, Joyce
Broderick, Samantha
hWlason, Marjorie
Peace, Mary

Starr, Butch

This file is a place holder so that you know this file
is due to be received by you in the near future. As of your last
synch, this file was owned by mkramers and is due
to be transferred to you on or about 08/15,/2007
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Cancel | hlaster Agreements Student Roster

Once the new teacher gets the student on his/her roster without the gray stripe (after a
synch), they should check to see if the student is migrated. You can check this by
clicking on the student's name. Look in the bottom right corner to see if the student is
"migrated".



The following student is connected to SP SIS. Nothing needs to be done.

i ReportWriter 4.3.38 anyschool k.brenneman (expires 23.5 days)
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Info Course| Assign
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Student Information

Last Name |Guy

First Name |Mary

Date of Birth |o7/07/19¢8
Street 300 Some Street
City |Chico

State |ca

Zip 83782

15t Phone |(123) 123-1234
2nd Phone

|(300) 987-1234
E-Mail Address |

Parent/Guardian |Gule0hﬂ

Pgm Placernent |Genera| Education J

Classrm Option  [Chico Unified

Status: Basic Information Version: 23 File:

The following student is not connected to SP SIS because she is not migrated
the "Migrate Now" button and choose student's name from the list.
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Enrolliment Info

Student Number

Enrallment Date

Grade Level
School Track

School Year

Learning Periods
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File Migrated

Wore Info

Guy, Mary
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Student Information

Last Name [Myles

First Name |Sarah

Date of Birth |02/12/1994
Street |584 Taylor Street
City |Portola

State [ca

Zip 96122

15t Phone |530-293-2039

2nd Phone |

E-Mail Address |Sarah@yahoo.com

ParentGuardian |

Pam Flacemnent |Specia| Education J

Classrm Option |Por‘to|a High School

Status: Basic Information Version: 4 File:
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