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admin essential, student records, student registration

Deleting Student Records

WARNING!!! Please only delete Student Records in special
cases where retaining the data is inadvisable. In nearly all

. cases, simply removing a student's enrollment record and
leaving the demographic record is perfectly appropriate, and
is recommended for historical data purposes.

e Step 1. Go to Admin»Student Info.» Find/Add Student

e Step 2. Search for the student and click on the student’s name. This will take you to the
dashboard

e Step 3. Click on Enr tab
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e Step 4. Click on the Edit button for the current enroliment

Student Enrcliment
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e Step 5. Scroll to the bottom of the page, type CONFIRM

School Pathways Knowledge Base - https://schoolpathways.com/knowledgebase/


https://schoolpathways.com/knowledgebase/doku.php?id=tag:admin_essential&do=showtag&tag=admin_essential
https://schoolpathways.com/knowledgebase/doku.php?id=tag:student_records&do=showtag&tag=student_records
https://schoolpathways.com/knowledgebase/doku.php?id=tag:student_registration&do=showtag&tag=student_registration
https://schoolpathways.com/knowledgebase/doku.php?id=plsis:disenrollstudent

Iia;‘t#pdate: 2018/01/19 plsis:deletingstudentrecord https://schoolpathways.com/knowledgebase/doku.php?id=plsis:deletingstudentrecord

wiawmETE | 4 P T T T L T e —

$choal Trarmider Code |

Survey: why LeR | no amsan Green Commants

Prametien/Retention dstien |- Ungpedfied - - | [cpdonah

Drop Comments

[ Print Drop-Form

Cancel Add/BdiE Dakate Racord Sava Recond
COWFRM

* Delefing an enrcliment record will akso il ¢
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e Step 6. Click on Set Staff
e Step 7. Click on Edit Record for the current staff assignment

ctuchery | THISHAR Ladiow wade 1L 5 | A sk P BN o
pictu sserra Sl v = Latin o
ol CA I SAM 110E0 S Parenlpsy " S1alT. Hgons, Maniarma
s o= Lo
Independent Study Tescher History |_| L hsgraiad
Wigraled Fie
This enoément is n independent Study stal association onky
Charging slafl envolment in this area can only be done per sach shudent and cannol B2 done Tor groups of sludents
e by Lehrn Aesves
Teacher Starting Ending Flatus Ednt
Marisnna Higgins {81 232343800 1HDR01S Currentty actve Edit Record
This &5 the last siep of Envoling a shudent. When you are done, you can use fhe "Finsh® bution to compiete the process and enrcll another shadent
Back Finsh
AddiEcH Cusiom Fiekss

e Step 8. Type in CONFIRM in the box and click on delete. Repeat the process if there are multiple
staff association records

Editing existing staff assignment record
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* To dedete this staff association record. you must confirm by typing "COMFIRM" {in all caps) bedore pressing e Deleds bulion

e Step 9. Click on Registration tab. Then choose the Family Information tab
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e Step 10. Click on “remove” for any Family Information listed
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Family Information

e Step 11. Type in CONFIRM into the box and click on Remove Parent. Repeat process if there are
multiple parent records

e Step 12. Scroll to the bottom of the demographics tab on the registration form, type ‘CONFIRM’
into the box, and then click on Delete Student & Records.

e Step 13. If the student is successfully deleted, you will receive a message letting you know that
the student was deleted successfully. If there are additional records attached to the student
that need to be removed, a message will alert you to what records need to be removed prior to
deleting the student. If you have any questions about these records, please do not hesitate to
contact us.

9 Need help Creating Student Records? Click Here to view the
Article.

1)

Special Cases may include, but are not limited to, a no-show student, or a student who intended to
transfer from another school, but changed their mind. If you have questions about these special
cases, please feel free to contact your School Pathways representative
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