C) Utah %= Education

ASPIRE

How to Enroll a Student
at Multiple Sites



C) Utah**Education

How to Enroll a Student at Multiple Sites

A student may be enrolled in more than one school site simultaneously. This is called multiple
enrollments. One school site is designated as the primary site and the other school site is
designated as the part-time site. As a result, the student will have more than one open status
record.

There are two ways to multiply enroll a student:

e Multiple Enrollment — New Student

e Multiple Enroliment — Changing the Status for an Active Student with no change to entry
date

e Multiple Enroliment — Changing the Status for an Active Student with a new entry date

It is important to note that multiple enrollment must be carried out from a student’s primary site.

Multiple Enrollment - New Student
Determine which school site will be the primary site for the new student and select that school.

s|52000+ home lea  schools students @ reports

Elementary School

Bruin Point Elementary Castle Heights Elementary

Craekviaw Elamantary Sally Mauro Elemeaentary m

Lighthouse High School

e Select the Primary Site school
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Carbon High SChOOI - CEE 2014 [EENTERIRS

Enrollment Status Race Gender Advisors

©Enroll

Graduate Seniors

Grade: 10 11 12 Total
Active 202 [ 165 | 561
Primary Site of Multiple Sites (1] 1
Part Time 2
Withdrawn ([ 5 ] [ 4] (7 ] 19
Effective 11/21/2013 ([ 203 ] [ 206 ] (172 ] 583

© Enroll
e Click

© Enroll Student
Enroll New Student  Plesse envwe the student does nol srwsdy exad Enroll Existing Student
Legsl First Name Laga! Middic Namo Legaf Last Name Student 1D
Sammy Srown
Birthdate Ss10
A0S 1956

e Enter student name and birthdate

e Click Continue »
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Cacbon High School 2014

© Enroll Student

Enroll New Student  Fleass ensure the sudont doss not already exiot. Enroll Existing Student
Legs! First Name Logal Miidle Nyme [ ogal Last Name Stadent 1D

Samuny Brown
irthaate ssi0

06001996

& Likely Matches

No students found.

Enroll New Student »

e |f there is no matches click on

& Student Information

Laggel Pout e Lagel Veiu M Lage Lavt P
Sarmry Ernwr
[ Somety Proverad Narves
v S Ferrams rm
A0 199 « Choone » ~ « Choows « v
w1
L - e
v LR et Larguige Iecoe
« Choose » tanguay VE « Choase 3 linpass'v « Chome » A
Regquesd Cocuments Verfiad 7] iy Comtoate  [7] Dot Rezews || Moot of Voo Soweeny || Uhen Setuet Spetem

# Address Information

e Enter student information as per “How to Enroll a New Student” document

© Add Enroliment

e  When you get to “Student Enrollment”, click on

B3 Student Enroliment

© Add Enrollment

Gradustion Year High School Completion Status Graduation Date D Retain Student at current grade level |:| Do Mot Rank

« Choose »
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Add Enrollment

Track

Carbon High School
Grade

z Choose » e
Effective Date

11/21/2013 é

Status

A” Active
M: Primary Site of Multiple Sites

Entry Code

E1-1st time enrolled this year é

Cancel OK »

e Select “Grade”
e Select “Effective Date”

e Select “Primary Site of Multiple Sites” for Status (once you have selected M:Primary
Sites of Multiple Sites” it will add the Part-Time Statuses section)

Add Enrollment

Track

Carbon High School
Grade

10
Effective Date

11/21/2013

Status

M: Primary Site of Multiple Sit[™]

Entry Code

3/4 Time Student

Part-Time Statuses é_

Add Part-Time Status

Cancel OK »
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e Select appropriate “Entry Code” based on number of courses taken verses number of

periods offered
e Clickon Add Part-Time Status

Add Enroliment

Carbon High School [~

-~
Graoe
10 [~|
Effactive Dale
11/21/2013
Stetus
M: Primary Site of Multiple Sit ‘V|
Entry Code
b T
[l3/4 Time Student ~|
Part-Time Statuses
Trmok K Entry Code
« Choose » ‘v| NA cancel
~

Add Part-Time Status

e Select a “Track”

o Click IS

B2 Student Enroliment

© Add Enroliment
Current Year: 2012-2013 Grade: 10

Track Status Entry Exit Primary

Carbon High School M 11/21/2013 05/22/2014 CWwW » X
Adviser: ynassigned 3/4 Time Student

Lighthouse High School P 11/21/2013 0512272014
Advisor Unassigned MNA-Non-Attender

Continue with the enrollment procedure until the student’s information is complete.

This process and the membership calculations are based on the entry and exit dates.

|
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Multiple Enrollment - No Change to Entry Date
Change the student’s status - only use this process if the entry date does not change for the

selected student.

sis2000+ home schom

Carbon High School - == [EZ = -

Enrollment Status Race Gender Advisors ©Enroll

Graduate Seniors

Grade: 10 11 12 Total
Active 202 561
Primary Site of Multiple Sites & 1
Part Time 2

e Click on student search

sis2000+ home lea' ‘schools students

e Enter student number or name

e Click on| Qsearchstudents |

e ————
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sis2000+ home lea schools students Bireports

ba12 X | QSearch Students

Students

Sammy Lopez
Grade: 7

Gender: M
Birthdate: @ May 2000
Helper Jr. High

e Select the student

Sammy Lopez 12 T

‘Studen( Infa Encoliment Grouen Trarsportation Notes & Legal Hindings Behavior
Legal Nome: 3
Addross Special Programs
All Pounder Lopez 250 East 500 South
SSID: 1253949 SLCUT34111 ®” vic
Barre 5/9/2000 (oge: 13) Fhone Nusmber Sl
Gender: Male B(555) 0000000 W E D [Food servic]

‘ Health o Concerms Immmization Medicution Plans Viits Scroenings =

Alurts
T Comutsions

. Click on IS
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Sammy Lopex Male bom §/9/2000 ago 13 grade 7  attonding H

Edit All Pounder Lopez Q812

& Student Information

Lugal Pirst Name Legal Middis Hame Legal Lust Name
"' @ All Pounder Loy
|W] Specity Praterred Names
Prafutted First Neme Freferred Middle Name Pruferred Last No
Sammy Lopez
Birthdele Gendel Resvioted Info
05/09/2000 Male |V| Rastrict directory data & pho(u‘v|
Age 13
Rirtn Piace Rirtn Doow
1253969 CASTLEVIEW HOSPITAL LLO1659285
Home Language LEP Student Languag: c
English [~ English [v] <Unset> S
Required Documents Verified: [ ] oty Certfeate [ ] Shot Records || Mroof of Vislon Scresning || Utah School Bystem
# Address Information 250 East 500 South SLC UT 84111
L Communication Phone Number (555) 000-0000 (Residence) Student Email 89812@example com

A Student Enrolliment

e Click on Student Enrollment

£ Student Enroliment

© Add Enroliment

Current Year: 2013-2014 Grade: 7
Track Status Entry Exit Primary
Helper Jr. High A 08/21/2013 0512212014 «* CW » X
Advisor: Moira Berntsen E1-1st time enrolled this year
> 2012-2013 Grade: 6 Final Exit Code: TT _-
Gradustion Year High School Completion Status Gradusation Date I:‘ Retain Student at current grade level D Do Mot Rank
2019 « Choose »

e Select “C” for Change Status
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Helper Jr. High Status Change

™
Feason .
Retain Schedule
TT-Transfer to another track ﬂ
(51) 1/5 Utsh Studies
Effective Date El (R} 171 Integrated Science 7
08/22/2013 (YR} /2 Grade T Math
Status Mew Status (¥R) 172 Keyboarding |
A = M:PrimarySite of Multiple Sit[v| | | ] 0R) 14 Band 1 - Large
Ensemble
Entry Code  New Entry Code (YR} 15 CTE Introdustion
E1 = /. H
3/4 Time Student ﬂ E (R} 17T Language Ars 7
E {52} 1/6 Beg. Fitness, Team Spt
Sk & Danc
Part-Time Statuses
Track Entry Code
Mont Harmon Jr. High ﬂ MNA cancel v

Cancel OK »

e Effective Date - enter the second day of school
e Status — select M:Primary Site of Multiple Sites
e Entry code — select a code that represent the number of periods the student will be

attending

e Track — select the track where student will be attending part-time
e Retain Schedule — the courses that the student is currently scheduled in will appear in this
section. If you uncheck a course that student will be unscheduled from that course.

e Clickon

B2 Student Enrollment

© Add Enroliment

Current Year: 2013-2014 Grade: 7

Track Status Entry Exit Primary

Helper Jr. High M 08/23/2013 05/22/2014 Y C W » X
Advisor: unassigned 3/4 Time Student

Ment Harmon Jr. High P 08/23/2013 05/22/2014
Advisor: unassigned NA-Non-Attender

Helper Jr. High A 08/21/2013 08/22/2013 ¥4 & X
Advisor: Moira Berntsen E1-1st time enrolled this year TT-Transfer to another track

> 2012-2013 Grade: 6 Final Exit Code: TT _»
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e Scroll to the bottom of the screen and click on

. @ Changes saved successfully.
Once you have received the message ’ Y , scroll to the Student

Enrollment section and Delete the original status record by clicking on »

£ Student Enroliment

© Add Enrollment
Current Year: 2013-2014 Grade: 7

Track

Status Entry Exit Primary
Helper Jr. High M 08/2372013 057222014 ' 4 CW » X
Advisor: LUnassigned 3/4 Time Student
Mont Harmon Jr. High P 08/23/2013

052212014

Helper Jr. High
Advisor: Moira Berntsen

08/21/2013 08/22/2013

E1-1st time enrolled this year TT-Transfer to another track

Delete Helper Jr. High Status

Cancel OK »

o Click S

£ Student Enroliment

© Add Enroliment
Current Year: 2013-2014 Grade: 7

Track

Status Entry Exit Primary
Helper Jr. High M 08/23/2013 0572212014 cCw » X
Advisor: unassigned 3/4 Time Student
Mont Harmon Jr. High P 08/23/2013 0512212014
Advisor: unassigned NA-Non-Attender
> 2012-2013 Grade: 6 Final Exit Code: TT _-
e Click «

R ——
Multiple Sites
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B Student Enrollment

© Add Enroliment

Current Year: 2013-2014 Grade: 7

Track Grade Status Entry Exit

Helper Jr. High 7 j M 08/21/2013 05222014
Advizor: unassigned 3/4 Time Student j

Mont Harmon Jr. High i P 08/21/2013 05/22/2014
Advisor: unassigned NA-Non-Attender

> 2012-2013 Grade: 6 Final Exit Code: TT _-

Change the Enter Date to the first day of school
e Scroll down and click on

Go to FoxPro-Scheduling-Change History

Bange History Editor - Helper Jr. High [2013 / 2014] g

File Sort Help Date:11/21/2013
Student Name W/F Birthdate Age Grade E] ‘Group
|Lopez, sammy (98121 [m [osmoo00 [13 [ 7 = [ currently active students
Track/School/Year Advisor Entry Exit 4
[ 408 2013114 [sezi2012  [os222014 | @ i
1 |Integrated Science 7 1 08/23/2013 | 0512212014 | ~ |
2 |Grade 7 Math 1|Bommersbach, {08/23/2013 | Comput_-_||05/22/2014 [ <Unset:_- |
3 |Keyboarding | 3|Frehner, D 08/23/2013 | Comput_- |[05/22/2014 [ <Unset:_- |
5 |Utah Studies 1|Hoagg, C 082312013 | Comput_-_|[01/12/2014 | <Unset:_- |
5 |Bea. Fitness, Team § 2|Galer, D 01/13/2014 | Comput_-_|[05/22/2014 | <Unset:_- |
6 |CTE Introduction 1|Bommersbach, {08/23/2013 | Comput_-_||05/22/2014 [ <Unset:_- |
7 |Language Arts 7 2|Oniones, 8 08/23/2013 | Comput_- |[05/22/2014 [ <Unset:_- |
l < | | |
Ml 4 | Print | List Edit Save | Quit | )I Nl
e Click “Find”, find student
e Click “Edit”
e Change Entry Date to the first day of school
e Save
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-~ —— -

nge History Editor - Helper Jr. High [2013 / 2014]
3 L —— -
File Sort Help Date:11/21/2013

Student Name M/F Birthdate Age Grade E] Gro 1
[Lopez, sammy [s12] ﬁl—iosmlzooo ﬁ%% r~ [Cu—Lr‘rDenﬂyacﬁvesmdenls
Track/SchoolYear Advisor Entry Exit -

[a 4082013014 [ [aziz01a  [os2z0ts | @ B &l gl &l |

( Se Day |Sec Entry Code  |Exit Date Exit Code

1 |[Integrated Science 7 1|Rawson, A 08/21/2013 05/22/2014 [ <Unset_- |

2 |Grade 7 Math 1|Bommersbach, § 08/21/2013 | Comput_- |[05/22/2014 [ <Unset:_- |

3 |Keyboarding | 3|Frehner, D 08/21/2013 | Comput_-_||05/22/2014 | <Unset:_- |

5 [Utah Studies 1|Hoagg, C 08/12/2013 | Comput_-_|[01/12/2014 | <Unset:_- |

5 |Beg. Fitness, Team §| 2|Galer,D 011312014 | Comput_-_|[05/22/2014 [ <Unset:_- |

6 |CTE Introduction 1|Bommersbach, §08/21/2013 | Comput_- || 05/22/2014 [ <Unset:_- |

7 |Language Arts 7 2|Oniones, S 08/21/2013 | Comput_-_|| 0512212014 | <Unset:_- |

L |
EI!J Print | Eind I List I Edit Save
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Multiple Enrollment - Change Status Mid-Year
If a student becomes part time during the school year you will need to change the student’s
status. This will allow you to retain the student’s courses at the Primary site.

sis2000+ home schom

Carbon High School - == [EZ = -

Enrollment Status Race Gender Advisors ©Enroll

Graduate Seniors

Grade: 10 11 12 Total
Active 202 561
Primary Site of Multiple Sites & 1
Part Time 2

e Click on student search

sis2000+ home lea' ‘schools students

e Enter student number or name

e Click on| Qsearchstudents |

e ————
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sis2000+ home lea schools students Bireports

ba12 X | QSearch Students

Students

Sammy Lopez
Grade: 7

Gender: M
Birthdate: @ May 2000
Helper Jr. High

e Select the student

Sammy Lopez 12 T

‘Studen( Infa Encoliment Grouen Trarsportation Notes & Legal Hindings Behavior
Legal Nome: 3
Addross Special Programs
All Pounder Lopez 250 East 500 South
SSID: 1253949 SLCUT34111 ®” vic
Barre 5/9/2000 (oge: 13) Fhone Nusmber Sl
Gender: Male B(555) 0000000 W E D [Food servic]

‘ Health o Concerms Immmization Medicution Plans Viits Scroenings =

Alurts
T Comutsions

. Click on IS
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Sammy Lopex Male bom §/9/2000 ago 13 grade 7  attonding H

Edit All Pounder Lopez Q812

& Student Information

Lugal Pirst Name Legal Middis Hame Legal Lust Name
"' @ All Pounder Loy
|W] Specity Praterred Names
Prafutted First Neme Freferred Middle Name Pruferred Last No
Sammy Lopez
Birthdele Gendel Resvioted Info
05/09/2000 Male |V| Rastrict directory data & pho(u‘v|
Age 13
Rirtn Piace Rirtn Doow
1253969 CASTLEVIEW HOSPITAL LLO1659285
Home Language LEP Student Languag: c
English [~ English [v] <Unset> S
Required Documents Verified: [ ] oty Certfeate [ ] Shot Records || Mroof of Vislon Scresning || Utah School Bystem
# Address Information 250 East 500 South SLC UT 84111
L Communication Phone Number (555) 000-0000 (Residence) Student Email 89812@example com

A Student Enrolliment

e Click on Student Enrollment

£ Student Enroliment

© Add Enroliment

Current Year: 2013-2014 Grade: 7
Track Status Entry Exit Primary
Helper Jr. High A 08/21/2013 0512212014 «* CW » X
Advisor: Moira Berntsen E1-1st time enrolled this year
> 2012-2013 Grade: 6 Final Exit Code: TT _-
Gradustion Year High School Completion Status Gradusation Date I:‘ Retain Student at current grade level D Do Mot Rank
2019 « Choose »

e Select “C” for Change Status
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Helper Jr. High Status Change

-~
R B
el Retain Schedule
TT-Transfer to another track ﬂ
(51} 1/5 Utah Studies
Effective Date IE (YR} 171 Integrated Science 7
08/22/2013 (YR} 112 Grade 7 Math
Status Mew Status (YR} 113 Keyboarding |
A = | M: Primary Site of Multiple Sit[w] L orR) 174 Band 1 - Large
Ensemble
Entry Code New Entry Gode (YR) 108 CTE Introduction
E1 AT
= 3/4 Time Student ﬂ [ Ry 17 Language Ars 7
IE‘ {52) 1/5 Beg. Fitness, Team Spt
Sk & Danc
Part-Time Statuses
Track Entry Code
Mont Harmon Jr. High ﬂ MNA cancel (v}

Cancel OK »

e Effective Date — select the date the new status will go into effect
e Status — select M:Primary Site of Multiple Sites

e Entry code — select a code that represent the number of periods the student will be

attending

e Track — select the track where student will be attending part-time

e Retain Schedule — the courses that the student is currently scheduled in will appear in this
section. If you uncheck a course that student will be unscheduled from that course.

e Clickon

B2 Student Enrollment

© Add Enroliment
Current Year: 2013-2014 Grade: 7

> 2012-2013 Grade: 6

Track Status Emntry Exit
Helper Jr. High M 08/23/2013 05/22/2014
Advisor: unassigned 3/4 Time Student
Mont Harmon Jr. High P 08/23/2013 05/22/2014
Advisor: ynassigned NA-Non-Attender
Helper Jr. High A 08/21/2013 08/22/2013
Advisor: Moira Berntsen E1-1st time enrolled this year TT-Transfer to another track

Final Exit Code: TT _-

e Scroll to the bottom of the screen and click on

Then the student will need to be scheduled at the Part time site.

If you have any questions, please contact your ASPIRE Specialist.

Multiple Sites




