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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.  
 
Before installing and using STIDistrict Enrollment at schools, do the following in the STIDistrict Workstation: 

• Go to File | User Security Setup Menu | Edit User Groups and Add a user account that may be used by 
schools to log into the program.  

 

 
 

o Give the 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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• Go to File | User Security Setup Menu | Edit Users and Add a new user, selecting the new group code of 
School.  

• 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.  

 

 
 

• Click on File | District Setup Menu | Enrollment Settings. In the Enrollment Options tab, choose your 
data movement settings by checking each type of data that is to be transferred when students move from one 
school within the district to another.  
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• In the Other Settings tab, check the options desired. 
 

 
 

• To have the 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.  
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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: 

• Click on File | Options.  
 

 
 

• Select setup options by clicking on each item. Note that the menu will close after a single 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 a new student into your district-level and school-level databases, open STIDistrict Enrollment 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 the first time.  

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

• Click on File | Enroll a Student (or click the + button).  

• Click New. 
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• Enter the student’s information and then click Enroll.  
 

 

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 data is 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 STISets datapath in the space provided.  

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

• Click on File | Enroll a Student (or click the + button). 

• Type in at least two characters of the student’s last name and click Search District.  
 

 
 

• A list 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; students listed in blue font are currently 
marked Inactive in the system.  
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• Enter all necessary information and click Enroll.  
 

 

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

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

• Type in at least two characters of the student’s last name and click Search. 
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• Select the student you wish to withdraw and then click Withdraw. 
 

 
 

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

 

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

• Type in at least two characters of the student’s last name and click Search. 
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• Select the student you wish to inactivate and then click Set Inactive. 
 

 
 

• Select the desired options and click Apply.  
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