HOW TO PRE-REGISTER STUDENTS FOR NEXT SCHOOL YEAR FROM A FEEDER SCHOOL

This document explains how to pre-register students who are about to complete their last grade in a “feeder
school” and will be registered at this school, the “destination school”, for next fall. For example, during May or
June, a high school should be pre-registering all students who are currently in the final grade of the
community’s elementary school and are expected to move to the high school for next school year.

Steps in the feeder school (Origin School)
This step has to be completed first.

The feeder school (elementary school, for example) has to run Initialize Scheduling in order to indicate that
students who are in the final grade will be moving to the high school and will have a status of This Year Only in
the feeder school. By default, the Department of Education will take care of this step.

You can tell if Initialize Scheduling has been run by looking at a student’s Next Year’s Grade. When Initialize
Scheduling has been run, Next Year’s Grade is advanced for all students so that it is a grade higher than This
Year’s Grade. You can see both grade values in the Biographics tab in Student Records. If Initialize Scheduling
has not been run, both grade fields have the same value.

Steps in the receiving school (Destination School)

Once the feeder school has initialized scheduling and pointed departing students to the high school, the high
school can pre-register them, or “grab” them.

1. Go to Students, Transfer, Enroll Students from This Board

2. Set Status to Next Year Only to indicate that the students will be arriving at your school in the fall but will
not be active this school year.

3. Set Registration Entry Status to 310310 - Transfer-in from a school within the school region. The
assumption here is that the students are arriving from a school within the same community, in which case this
value is appropriate.

4. Set Entry Date to This School to be the first day of school for students in the next school year, usually some
time in August.

5. If this is the first time the students are entering a secondary school, set the Entry Date to Secondary School
if not on File also to the first day of school for students. This field indicates when the student entered
secondary school for the first time.

6. Check boxes for Medical Notes, Use Student Numbers in File, Pictures and Residency. When Residency is
checked, the student’s address, if already, entered will come with the record.

1



7. Under Students to Be Transferred, select all students. If you know that certain students are not supposed to
arrive at your school, uncheck their check box.

8. Double-check everything and then click Enroll to add the students to your school.

9. After enrolling, open Student Records and verify that the students have been pre-registered with the right
grade value and with the status of Next Year Only.

See an example screenshot below for a situation where Jimmy Hikok Elementary School students are being
pre-registered in Kugluktuk High School for the next school year. Note that he dates may be incorrect.
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