STIDistrict Enrollment — Basics

District Level Setup

To set up the District database in order to use the STIDistrict Enrollment program, open the STIDistrict Workstation and
perform the steps that are provided in this document.

Beforeinstalling and using STIDistrict Enrollment at schools, do the following in the STIDistrict Workstation:

e GotoFile | User Security Setup Menu | Edit User Groups and Add auser account that may be used by
schools to log into the program.

ﬁ"i' User Group Edit — |EI |i|
Group Code: ISCHOOL

Description: Ischool

— Query Group Restrictions

Allow Access Cluery Category |
x| Aftendance :I
x| Discipline
x| Gieneral
N Special Education

k Student
x| Teacher
r LINENOWN

4 o]

[v Allow Users to EDIT exports
- = cnee

0 Givethe account a Group Code and Description of your choosing. Then select the access options to
provide to users within that group.
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e GotoFile | User Security Setup Menu | Edit Users and Add anew user, selecting the new group code of
School.

o Enter other applicable information as necessary. The User ID and Password entered here will be used by
schools to log in to the program.

Note: The district may elect to create a single account for all school users, or individual accounts may
be set up for each school user.

' STIDistrict User List

=10]x]

;‘ Add

STIDistrict User Edit
UserID: I Fassword

Name‘l

Group Code: ISCHOOL LI

[ Allow access to SOL Utiliy

Address 1: I
Address 2
Address 3:

lI Fhone: I

E-hdail: I
SSN: I

Ok | Cancel

e Click on File | District Setup Menu | Enroliment Settings. In the Enrollment Options tab, choose your

data movement settings by checking each type of datathat isto be transferred when students move from one
school within the district to another.

District Enrolliment Options

Enrollment Options I Feeder Options T Other Settings T Duplicate Criteria

—Data Movement Settings

These options apply to data that will be transferred between schoals
when a student moves from ane school to another.

v Attendance History

%gomacts

iscipline Histary

[ Entry Atvithdrawal

(Fees

CILEP

[ hedical

[1Requests

[ Special Education (SETS)

[ Tests

[ Transcripts

[ Transter All Grades for Current Year
1UserFile 1

1User File 2

[1UserFile 3

[1UserFile 4

1UserFile &

1User File 6

IEnable STl Health |

All Mone

QK | Cancel
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e Inthe Other Settings tab, check the options desired.

District Enrollment ©

Enraliment Optians T Feeder Options T Other Settings I Duplicate Criteria

— Other Settings

Select among the following Other Enralliment Settings

[l Allow enrollment of students not withdrawn

[] Build enrollment for students based on EntryMWithdrawal
[l Check for duplicate alternate student numbers

[ Check for duplicate state student numbers

[ Convert data to UPPERCASE

[ District uses Assignment Process

[ For Address Selection, allow text to be appended to number

[ For Address Selection. append street direction to end of street name

[ Reguire forced withdrawals to be resohved (EWR Matrix) LI

¥ Allow schools to make students inactive untl = —State Enrallment

Serverl
Select Date IB /172007 -
User I

Pass I
Enty [10:30:20 4| WO [10:39:21 am

Default Home Room
T Resetstudents lunchstatus ———————— ’VI

I LI EVWH Matrix |

Ok Cancel

T Use default entry and withdrawal times

e To havethe program automatically generate Student Numbers, Alternate Student Numbers and/or State
Numbers, click on File | District Setup Menu | District Setup and select the Auto Numbering tab. Then
select the appropriate options.

( District Preferences T User Preferences T Fequired Fields
District Setup T School Write Back T Auto Numbering

Auto Nurnbering Format for Student Numbers

[v Biudent Number Mo farmat defined |
[~ Altemate Student Number Mo format defined |
[ State Student Mumker Mo format defined |

ﬂ Ok Cancel
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School Level Setup

To set up the STIDistrict Enrollment Workstation options, open the STIDistrict Enrollment workstation (these options
will need to be set up on each STIDistrict Enrollment workstation) and perform the following steps:

e Click on File | Options.

File Edit Window Help
Print Setup...

Enroll a Student
Withdraw/Inactivate a Student

Import Students From Feeder(s)

SQL Connect Info

) Lower Case
Ext Trace Filz
v Check SSh for Mew Students
Save Window Positions

Diistrict Workstation Settings

o  Select setup options by clicking on each item. Note that the menu will close after asingle option is selected
(indicated by a checkmark). Re-open the Options menu as necessary to select all desired options.

Enrolling a New Student
To enroll anew student into your district-level and school-level databases, open STIDistrict Enroliment and perform the
following steps:

Note: If you use STIState, the following procedure should only be done if the student is enrolling in
the state for thefirst time.

New for 2007-2008: When enrolling a new student, the user must select a Primary Language.

e ClickonFile | Enroll a Student (or click the + button).

e Click New.
5 Enroll a Student _|ol x|
—Search for a Student
Narne (LF): | g Search District
Student #: 0 Address: | Belent | I:ﬁw
S8 000-00-0000 DoB | Gender. | =] PartialDay danagement
Student Name Student # SSN Gr| DOB Withdrawn | Schoal |
1| 44 4 ?l [ 4 _DI

Guardians ﬂl
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Record will be Added ()

Enter the student’ s information and then click Enroll.

o [=] 3

—Enroll Student

Number, |1 Previous # | 0 Grade |U ;I Age Ed: Iﬂ Horme: lm 2

Last Name: I— Bace: Mhite {not Hisp) - Gender: I—LI

Eirst 1 DOE: 0

Middle: | Suffx: | [=] =318 [non-oonnon OrgEniny: [

Mickname: | Bus 1: | LI Stop |

—Mailing Adclr Bus 2: | =] Stop I

Address £ I Geo I— Sched Type W

} I SES: | ﬂ Teode: [NT =] Miles | U-””i‘

VI e — - —————

State: W Zip Code IW s30D: |

aciPhone: ez [ Entry. | 11/06/06 5] Time: [2:05PM Unit 1.000 4
—Physical Addr Code: +| ™ Public School Chaoice
Address: | From: | =] =]

I EntryMVithdr |

City W Date/Tirme T [Code [ G| Schoal |
State: W Zip Code IW
Iore ’@ Cancel

STISets Student Data Movement

If the district wishes to move STISets data along with the student, the installer should select this option when prompted
during installation. However, if STISets data movement is added after installation has been performed, or if the datapath
to the STISets datais changed at any point, the user must edit the enrini.tps file (located in the ssts2 directory on the
STIOffice data server), using Microsoft Notepad to open the file, and type in the ST Sets datapath in the space provided.

Note: AL userswill NOT move STISets data via STIDistrict Enrollment due to STISETSWeb.

E', enrini.tps - Notepad = |EI il
File Edit Format ‘iew Help

[Global] [—
SETSPath=E:\ssts2\HTS2000
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Transferring an Existing Student

To transfer an existing student from one school to another, open the STIDistrict Enrollment Workstation and perform the

following steps:
e ClickonFile | Enroll a Student (or click the + button).
e Typein at least two characters of the student’s last name and click Search District.
i Enroll a Student = Dlil
—Search for g Student
Narne (LF) IJOHI EI Search Digtrict
Student # liu Address | Select e |
SEN: n00-00-0000 [l I Gender: I LI Partial Dy fanagement
Student Name Student # SEN Gr| DOB Wiithdrawn | School
IERRERIR ] ?Il|l> 2] LI_I _}I
]
o Alist of students whose last names begin with the characters entered above will appear. Click on the student to

enroll and then click Select.

Note that students listed in gray font cannot be enrolled; studentslisted in blue font are currently

marked Inactive in the system.

Enroll a Student

=10 %]

—Search for a Student

Mame (LF): uoH

il

Search District

JOHMN L EDDIE J.

JOHNSON, JAMES L 1 1738 8| 01422493
JOHNEOM, JONATHAN Y i T b 08/15/98
JOHMNEOMN, JUSTIME. e 442 i 1111407 /89
JOHMNEON, KATIE Y. e=EE02 JeesesshB A 6| 08/15/94
JOHMNSOMN KHARID bomnwes 11 sl 371 7111MR A3

M A4] 4| 2| k| k] K 4

Student # I 0 Address: | Mew
SSN: |ggg_gg_gggg DOB Gender: j_ Partial Day kManagement |

Student Name Student # SSN Gr| DOB Withdrawn | School [a
JOHNSON, ASHLEY B 11113 284 5| 06/24/94 LEAPS SCHOOL

JOHNSON, CARSON P, w130 e 280 o|11/410/00 PRIMARY SCHOOL

JOHNEON, CHARNCY L. ] 361 g7 7 9| 07/26/9 03/23/06 LEAPS SCHOOL

JOHNSON, CHELSEA C. w119 k2791 12| 01/20/58 01/12/08 LEAPS SCHOOL

JOHNZOMN, DENNIZ R 722 e GE0 7 12| 03/08/59 LEAPS SCHOOL

JOHNSON, DIAMOND W L1 k2063 4| 06/26/96 PRIMARY SCHOOL

JOHMNSOM, DUSTIN Y. e 307 o1 1117 9| 06/06/92 LEAPS SCHOOL

LEAP 0L

LEAPS SCHOOL

PRIMARY SCHOOL
RANBURNE HIGH SCHOOL

LEAPS SCHOOL
=

Guardianst |

| FAPS SCHOOI
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e Enter all necessary information and click Enroll.

#5 Record will be Added (JOHNSON, EDDIE 1.) . =10 x|
—Enroll Studen
Bymber: [ EE— Frevious £ | 0 Grade [& -] AgeEg [ 54| Home: fosi1 +] 2
Lest Marne: W Bace: W Gender m
Eirst: [EooE DoB [/15/33 13RS
Middle;  [Jacxson Suffi [ [=] ssts: [1z3-asarae QrigEntry: [T0/31/058
Mickname: | Bus1: I ll Stop: I
blailing Address Bus 2: | ll Stop: |
Addese g [101 Main 5t Geo: l— Sched Typs: W
; [101 Main 5t S [ =] Teode [T =] Mies: [ 0003
N T — ar [———
State: [AL Zipcode W s
ACiFtone: [o1 [aazad Enitry: % Tims: [2-40FH Unit [ 1.000%]
Physical Address Code [ ][ EublicSchool Choice
Address | From: | =] =l
| — Ertry¥ithcrenweal s .
Gty — Date/Time T [code | Gr| Schoal |
State: [ Zpcode [

Withdrawing a Student

To withdraw a student from your district-level and school-level databases, open STIDistrict Enrollment and perform the
following steps:

e Click File | Withdraw/Inactivate a Student or click the — (minus) button.

e Typein at least two characters of the student’ s last name and click Search.

Withdraw a Student /Set Student Inactive == |i|

—Search for a Student

Name (LF): Iﬁ Segris Clear
Stuclent #: I a tythclra | Set nactive |

Student Name Student#| Gr| Home Bm | DOB ‘Withdrawn |

I 11|1 ‘?Ib PbIDI
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e  Select the student you wish to withdraw and then click Withdraw.

&3 Withdraw a Student,/Set Student Inactive I =] 3
Search for 2 Sudent :
Neme (-F) [10 Seach | Clew |
SiEe I—U ﬂglm Set Inacive I

JOHRMSOM, EDDIE . 80511 1730793

Student Mame | Student#] Gr] Home Bm | D08

KN e |

|

e Enter all necessary information in the next screen and click Withdraw again.

i Record will be Added [JOHMSON, ASHLEY B.)

Withdraw Student

Student Mame: JOHMSOMN, ASHLEY B.
Student R Giode (5
Home Room: 051 Special Ed

Withdraw Date: [11/07/06 = Time: [B524M

I =] .
From/To |
Note:

™ Public School Choice

Iz (] _gecs |
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Inactivating a Student

To inactivate a student from your district-level and school-level database, perform the steps listed below in the
STIDistrict Enrollment Workstation.

Note: This option must be first be set up in the STIDistrict Workstation under File | District Setup
Menu/ | Enrollment Settings | Other Settings tab. Check the box labeled Allow schools to make
students inactive until and then choose the appropriate date.

District Enrollment Opti
Enrollment Options T Feeder Options T Other Settings I Duplicate Criteria.

—Other Setlings

Selectamong the following Other Enrollment Settings

] Allow enrollment of students notwithdrawn

] Allow partial enrollment of students enrolled in another school

[ Build enrallment for students based on Entryithdrawal

[ Check for duplicate alternate student numbers

[] Check for duplicate state student numhbers

[ Convert data to UPPERCASE

[ District uses Assignment Process

[]For Address Selection, allow text to be appended to number

[]For Address Selection, append street direction to end of street name
[ Require forced withdrawals to be resohved (EWR Matrix) LI

|»

i-Iv Allow schools to make students inactive until —‘ ”Stﬁ‘e Enraliment

Server
Select Date: | & /1 /2007 -
12 lJser
l August 2007 -

1 Use defaulte Pass
Enfty |4:06:000 23 30 31 «1» 2 3 4

Detault Home Room
5 6 7 & 9 10 Nfp——momv—" "
| Resetstudent| 12 13 14 15 16 17 18

19 20 21 22 23 24 2%

I 26 27 28 29 30 3 1 EWR Matrix |

2 3 4 5 B 7 il
Ok Cancel |

T 3 Today: 11/6/2006
e Click File | Withdraw/Inactivate a Student or click the — (minus) button.

e Typeinat least two characters of the student’s last name and click Search.
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e  Select the student you wish to inactivate and then click Set Inactive.

5 withdraw a Student /Set Student Inactive

=101 %]

-Search for & Sudent
Mame (LF: [Jo
Spuden #

0

Search Clear
withdraw | Setlnactive |

Student Name:

o0 o el I e i

Stuclent #]  Gr
gl0511 1

Home Em | DOB

-

e  Select the desired options and click Apply.

=2 Withdraw a Student/Set Student Inactive

=10] x|

—Search far a Student

Hame (LF: IJO Search Clear
Stuclent #: I 0 “fithelra | Set Inactive |
Student Mame e ool il il e Sithdrawn

m 5 set student Inactive =]

Remowve

[¥ Entry/\Withdrawal Recards

v Home Foor

Femove From Eraups
O .

éppl§_| Cancel |

(£} NI( ?I} >PIDI
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