ADDING (REGISTERING) A NEW STUDENT TO A SCHOOL IN MAPLEWOOD

This document explains how to register (add) a student in Maplewood. Kindergarten students get a new
registration and a completely new record is created. On the other hand, for students who are transferring
from school to school a record should already exist. The trick is to find that record in Maplewood and pull that

into the school electronically. It is important to always search carefully for existing student records to avoid
the creation of a duplicate student record.

START HERE

1. Select Add New Students from the Students menu. The Student Search screen will open.
2. Enter the Surname, Given Name and Date of Birth (TIP: use the Calendar Widget)

[]student search x| TIP: Click the pulldown arrow to
Enter student's basic information. Thiz information will be used to serify open t.he Callendar Widget to
0 wihether the student already exists in the database. make it easier to enter a
student’s date of birth.

_—

Surnarme; IKaIIa /4
Given Mame: |Maha /
Drate of Birth: IEHDSHEDM E :I

=N

3. Click Search to search for the student in Maplewood’s database.
4. One of two things will happen: a) the person is found in the database and you are taken into the Add New
Student screen with their information pre-filled OR b) no students were found that match the criteria.

NO STUDENTS FOUND THAT MATCH CURRENT CRITERIA
You clicked Search and got this:

No Student Found |

P e,
lﬁ' Mo students Found that match current criteria,
- -

This means that no match was found. This does not necessarily mean the student does not have an existing
student record: it is possible you searched with the wrong name or wrong birth date. Click OK.
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In the next step, the Advanced Student Search screen shows matches that are close to your search criteria.

Close matches are listed under Search Results. Look carefully through the close matches!

[ advanced Student Search 1Ol =]
kultiple matches found bazed on suname, given name and bithdate. Please zelect one of the entries from the following lizt or enter other names
0 to search on.
Firnd Student
Surnanme: |I<a||a [ lghore Surname Bithdate:  [0g09./2004 |$| | | lgnore Date of Birth
Given Mame: |Maha [ lgrore Given Mame Gender
biddle Mamels] | ™ lgnore Middie Mamefs] " Male " Female [ lgrore Gender

GM Student 1D [ Ignore GM Student 1D

Search Resultz

RE | A | D ate of Birth | [Gender | School | Entry to Elemn/Sec | GM Student (D |
k.elly, Moe Simiga 1 6/8/2004 Male Sam Pudlat Schaoal 8/20/2003 002007674
K.olola, bae 112009 Female [laggalik. School 3274204 Q03000607

Look here for close matches. There
may be several. Check to see one of
these could be the student you
were looking for!

< u *
(" Accept and enrol the selected student :
Detailz

(" Enrol thiz student az a new student [Student not found in bMaplewood
| Cancel |

Step 5

5. If one of the close matches is the student you were looking for, highlight/select the student and choose
Accept and enroll the selected student. Otherwise, choose Enrol this student as a new student (Student not
found in Maplewood). You will create a new student record. Note that you should only use the second
option with Kindergarten registrations or with students who have just arrived in Nunavut from elsewhere.

Click OK.
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ACCEPT AND ENROLL SELECTED STUDENT

If you selected and existing student record using Accept and enroll the selected student in Step 5, some
details need to be filled out to complete the registration. Fill out the mandatory fields and the information
under Enrolment and This Year regions and click OK when done. Also see the end of this document for linking
Siblings, filling Contact information, ISSPs, French Eligibility, and such.

B/ Add New Student [ |T]
—MName — Enralment — Biographics
Legal Name Status: This vear and Nest vear =] | | [~ Dateof Bith Gender
Legal Suname:  Angmarlik Entry ta Elem. Rl Female
Given Name:  Madison Entry date to this schoal: |1 ez [l — This Year
Middle I amefs]: =Reg Ent. Status: IUnknnwn 4 Grade: IK 'I
E‘Z‘gﬁ.ﬁgﬁ? Paszsport Origin School: IUnknnwn jj IH CMmEreom: j
Diocument Mumber: 2740 Ewit Date: IMM;DDW E :I P
visor Group:
Preferred name Exit Descriptior: IUnknDWh =l I |
Suname: Abakumava Diest. School: IUnknnwn jj — Mext Year
Preferred Donna -
Marme: Grade: IK 'I
GM Student ID:  778-403-281 E thinicity: Inuit Haomeroorm:
Alias Mames tather Tongue: Inuinnagtun I j
; ] Advisor Group:
£amith, Donna : Preferred Language Englizsh P
of the Student: I ﬂ
1zt Reparting Language: Inuinnaqtun
— Defined Characters————————————————
. 2nd Reporting Language:  English
Current Home Ulaajuk 5School I j I j I j I ﬂ
School: I~ French Language Ertitement
* Indicates required fields ok | LCancel |
Enrolment
1. Status:

a. Ifthe student is registering for this school year, set the Status to “This Year and Next Year”
b. If you are pre-registering the student for next school year, set the Status to “Next Year Only”
Entry to Elem. should be set to the first day of elementary school (if known)
Entry date to this school should be set to the actual date the student starts school

4. Set Registration Entry Status by picking from the dropdown. Select most appropriate value. This fields
describes how this student came into this school.

5. If the student came from another school in Nunavut, pick the Origin School using the dropdown. The
Origin School cannot be your school.

Biographics

a. This Year : set Grade and Homeroom to the correct values for the current school year
b. Next Year: set Grade and Homeroom to the correct values for Next Year if you are pre-registering the
student for the next school year.
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CREATING A NEW STUDENT RECORD

If you instead chose Enrol this student as a new student in Step 5 on Page 2, you are brought to the screen
below. A completely new student record will be created. There are fields with red asterisks (*) beside them in
the form. These fields require information to be entered in order to continue. Also enter as much additional
information in the non-mandatory fields as you can.

ﬂndd Mew Student _ [ =]
—Mame — Enrolment — Biographics
Legal Mame Status: IThis “ear and Mext Year j - Date of Birth %ender
= ry * Male
= Legal Sumame: |Muckpah Enty to Elem. MDA Y o] EEREIEI= B - Fomle
= Given Name: IME"CE" Entry date to this school: IUE.-’?I 22014 ELI — This ear
Middle Mame(s) I =Req. Ent Status: |2EIEI 200 - Mew Hegistratiurj Grade: IK j'
* erification ; - . Hormeroom:
Document IND Document Provided J Ornigin Schoal: I Unkrown jﬂ |138 KIPM  Quvianantulia, Casey j
Document Mumber: I Exil Dl IMM;DDW E;I Advisor
vizor Group:
Frefened name Exit Description: ILlnkann j | j
e Muckpah
Sumarne: I HERRa Dest. Schoal: I Unknawn jﬂ ~ Mest Year
Prefered IMarceII - ;I m
Mame: rade: s
GM Student ID: 003000978 =Ethricity: IMetiS j Haomeraom:
Aliaz Mames bdother Tongue: IDther j I j
Advizor Group:
Preferred Language i
of the Student: I ﬂ
*1st Reporting Language: IEninsh j —— t
— Defined Characters
2nd Reparting Language: | E nalish -
Add Deletz | | R e o o o
[ French Language Entitlerment
* Indicates required fields (1] | Cancel |

Figure 1: The creation of a completely new student record.
Name

1. Legal Surname and Given Name should be taken directly from the Verification Document (birth
certificate, passport, etc). Please make sure that the student’s name is spelled correctly.

2. Verification document should always be requested from the student to verify the spelling of their
name as well as the birthdate.

3. If there are other names the student uses, such as nicknames, they should be entered as either the
Preferred Name or an Alias. Click the Add button to add aliases.
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Enrolment

6. Status:
a. Ifyou are pre-registering the student for next school year, set Status to “Next Year Only”
b. If the student is registering for the current school year, set Status to “This Year and Next Year”
Entry to Elem. should be set to the first day of elementary school (if known)
Entry date to this school should be set to the date that the student actually starts school. Typically this
is the first day of school for all students based on the school calendar.
9. Set Registration Entry Status field to “200 — New Registration” to indicate that a new record was
created.
10. Choose the appropriate value for Ethnicity.
11. Set 1% Reporting Language (and preferably also 2" Reporting Language if a student’s family should
receive reporting in two languages — English and Inuktitut for example.)

Biographics

12. This Year: set Grade and Homeroom to the correct values for this school year if the student is
registered for the current school year

13. Next Year: set Grade and Homeroom to the correct values under Next Year if you are pre-registering
the student for the next school year.

A student is typically pre-registered for Next Year when they first enter Kindergarten. But there are situations
where you may pre-register a student who is not a Kindergarten student, for example when the students’
parents make arrangements for enrolment n anticipation of a move to the community for the fall.
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SIBLINGS

When you click Ok in the Add New Student screen (Page 3 or Page 4 of this document), Maplewood will ask if
the student has any siblings currently attending your school:

Student Siblings 1]

':ejl Does this student have any siblings attending this school?

If you click Yes, you will be given a search in which you can add any sibling a student has in your school. This
can be helpful if the existing sibling’s contact information matches the student you are adding. The new
student’s record will be populated with the sibling’s contact information (parents, emergency contacts, etc).

— Errclrmant

— Blirar=eibi

ﬂstud ent Siblings B3 Ger
o
IMUC‘ Partial name of ane of this student's siblings H ~
IMarc Imud
i I_ Surname Given Mame Sibling(s]
Im Macpherson “ictor
taila Hannah i
tuliag,
iber: I_ taila Sarah R
tdala Wictor
Malliki River
Im Marinik Shahmeer
tanning Eriat
I_ Mathewsie Fatirma
Marq Meeko Krizten
Mikki Michael Todd
0020 |Mikkigak, Ryan
Hikkungwak Krista
—  |Miyok Jaiden

Add

Ok Cancel | IU jv

lired fi

You again can click OK and Maplewood brings you to the student’s record window. Please see Page 7.

ﬂstlldent Records - Muckpah, Marcell

Fie View Help

Muckpah, Marcell
Letters: MJN

Home Schock Yes

Status: This Year and Next Year

fissessments |

i Mailing Addr

[-[O1x]

Eveme| Choices | Notepads | Custom Fields| Transportation | ey | Discipline| Locker|

Blographlcsl Fam\ly./‘Contaclsl Emergancyl Enlo\menll Attendancel Hisloryl Timelahlel Achisvement |

i~ Custod

DefChaizs @ 0 0O 0

Ethricity:  Metis

% Quassa Special Custody? No
Alberta Student Number: 93 Sth Ave Custodian: None
Alberta Lives with: None
- [519)434-1712 Legal Guardian: Mone
No Picture
(Click here to
add a picture)
Bithdate: 08/17/2010 Age: 4 + 11 - Parent - This Year
Gender  Male Grade: K Quassa Homeraom: 138 KJPM

Haomeraom: 138 KJPM Advizor Group:
Quvianagtuliag. Mrs. UaEerE e Mot Assigned
Casey Grade: K

Buyianagtuliaq, Mrs. Casey

~ Emergenc ~Next Year
Homeraom: Mot Assigned
Advisor Group:
Mot Assigned
Grade: K L
Mame Custady Print Edit —

E]
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COMPLETE STUDENT RECORD INFORMATION

After registering students as described in the above pages, fill in as much information as you have available
about the student directly in the Student Record. Go to Student Records to search for the student’s record if it

is not already open.

Contact information

Adding Family/Contact information will make it easier in the future for teachers to connect with a student’s
parents or emergency contacts if necessary. Do this be editing the Family/Contacts tab in Student Records.

ISSP and French Eligibility

If the student is on an ISSP (Individual Student Support Plan), go to his/her Student Record, go to Enrolment

tab, and click Edit. Check the boxes as appropriate. See illustration below. Click OK once done.

Status
" Thig year and Mext year
™ This year only

™ MNext year only

" Deleted Mwithdrawn)]

DOther Fields 1 Pre-Registration far Other Schools in District ]

Origin Language

Enitry to Elem. Schoal: m Preferred Language:
Entrgto This Schoot  [09/02/2014  [31 +| | | [Urknown -
Registration Entry Status: 13t Reporting Language:
‘310 310 - Transferin from a school within ﬂ |Engllsh j

Registration Status:

2nd Reporting Language:

Ministiy Information ‘U - J
nknown i
GN Student 1D:

MaSked Origin Schoal: Filter: Al §chools ﬂ
et Rt [Wakasuk Elem. School iaalit] (N, ) |
Citizenship:
|L|nknﬂwn ﬂ Exit Date: I Iz‘v hd
Student Authorization Expiry Date: Exit Description:

——{ L2 R ‘Unknown J
Verlication Dacument Destinalion Schook_ Fiter &1 Schons 2|
|Unknown j ‘ Unknown J
Document Mumber: ET—
esident Boan
Doc. lssue Date: [ ; = . Source:
ather Tongue: ‘ Unknown
|Eng|\sh ﬂ
Enty Date to Canada:
Bomin s
O e Bith ==

Full Tirme i
Schedule

Reqistration Type

Check this box if the student is eligible
for French language instruction under
Section 23.

—/
I" French Entitlement

Programs

Check any applicable ISSP boxes

ISSP
[~ IEF

[~ IBFP

Ethnicity

Iruit = ,/

Entered into Maplewood:

Home-schooling

If the student is home-schooled, edit the Enrolment tab and set Registration Type field to one of the home

Cancel

schooling options as illustrated below. Then click OK.

Click OK once done

i =T '
Verification Documnent: |Unkn0Wn J Registration Typs
2 Destination Schoal: Filter: All Schoals J ’—L|
|Unknown j | Unknawn J
Dacument Mumber: Fosidont Board Giroup Home -
esident B oan
Doc. lssue Date: v/ B Home Schooling 50-100 %
—'—— =1 Source: Horme Sehacling 100 %
Maother Tangue: | Unknown ﬂ Magnet Facility < 50 %
|| i j Magnet Facility 50-100 2%
nukttut Magnet Facity 100 % ==
Barhin Entry Date to Canada: INon-Attendee . -
v -
Lanada it = | Edmefiy
[t | 8/11/2015 [03

‘ntered into Maplewood:

Cancel
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