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Online Tutorial: Graduating Students Early

When a student is graduating early, follow these steps to update them in
PowerSchool.

Step 1: Select the graduating student in PowerSchool. Enrollment
Activities
All Enrcllments
Step 2: On the Student page, in the left navigation

Special Programs
Transfer Info

bar, select Functions under the Enrollment heading.

Functions
Print Reports For This Student

(Transfer Ot OF School ) Step 3: From the Functions screen, select the Transfer
Re-Enrcll In School OUf Of SChOOI Iink.

Transfer To Ancther School

Step 4: From the Transfer Out

Of SChOOI pqge: Who will be transferred out —

Graduated

a: Enter “Graduated” in the
Transfer Comment field

Transfer comment

Date of transfer

b: For Date of Transfer, enter . (shouis be tre day ater e

student's last day in class)

The dqfe Of The dCl)’ qf’rer The Exit code |E23D(CompleterExit-Mustalso select"School Completio

] .
STUdent S IGST dc'y In CIGSS I:lche:l-c here if student(s) intend to enroll in school during next school year.®

c: In the Exit Code drop-down,
select E230

d: Click submit (it will take you
to an Alert screen — click back

to proceed). Step 5: “Transferred Out” will
appear next to the student’s

LK1 information at the top of the page

if the student has been successfully

R e

R . =
Abdullah, Zaid I % 320281 DOB: 1/13/15955

transferred out.
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Enrollment
Step 6: Go back to the Student page - in the o
navigation bar, under the Enrollment header, select 2l Envollmep
FU”CﬁOﬂS. Special Programs

Transfer Info

Functions
s Step 7: From the Functions screen, select the Re-Enroll
Transfer Qut Of School . o

in School link.

(Re-Enrcll In School j

Trmmemfmr Te Amekbme Sebme]

Step 8: From the Re-Enroll in School page:

a: Enter the date of re-enrollment (same as student’s exit date

from Transfer Out of School page

b: Leave Entry Code blank

Student to re-enroll ]

Date of re-enrollment > [1/2/2010
c: Type “Graduated” as the

Entry code % | v|
Entry Comment :

Entry comment Graduaced
d: Select a Full-Time Equivclency — > Full-Time Equivalency |No FTEs defined for this school ¥ |
from the drop-down Grade Level

Track
e: Select “No” from the Restore et o Reeonee | S
CIGSS Enro”menfs drop-down ——>  Restore class enrollments? v

f: Click submit (it will take you to
an Alert screen — click back to

proceed).

Enrollment

N Step 9: To verify the student has been transferred out, from the
All Enroliments navigation bar, select Transfer Info.

Functicons
= - ams

2l Prog
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. Current Enrollment
Step 10: From the Transfer Info page, click on
Entry Date / Code BE»

the Entry Date under Current Enrollment. |

Step 11: From the Current Enrollment

Entry Date 2252010 |
window: ! 2L
Entry Code | v
a: Change the Exit Date to equal the Entry ey Comment Zraduated
DG fe (entry & exit)
. it Date 2512010
b: Select E230 as the Exit Code e
Exit Code | E230 (Completer Exit- Must also select "School Completion
c: Click submit (it will take you to a Changes
Recorded screen, click Back to proceed).
Enrollment
Activities
All Enrollments Step 12: Go back to the Transfer Info page from the Student Page.

Functicons
ecial Programs

Previous Enrollments

Step 13: From the Transfer Info page click on the most SbnizlLiiE 20
recent Entry Date under Previous Enrollments. 2;?
7/6/2009 oa,

Step 14: From the Previous
Enrollments page, select a School

- o Completion Status from the drop-
330) Passed CHSPE (and no standard HS diploma)

sl down. Click Submit (it will take you
to a Changes Recorded screen, click
Back to proceed).

School Completion Status
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Scheduling

Eell Schedule View
e view Step 15: From the Student Page, select Scheduling Setup.
atrix View
Meodify Schedule
Reguest Management
{ Scheduling Setup )

Step 16: From the Scheduling Setup page: ——————>

Schedule This Student

. . *e MY
q- verlfy NeXf Yedr Grdde IS O Year of Graduation

&
IDmﬂ

c: Verify Summer School Indicator & Next School

. . . Summer School Indicator MNone
b: Verify the Schedule This Student check box is C|eqr< [
Note for Summer School Admi

Next School Indicator w

Indicator drop-downs are blank or “None.”

Step 17: Submit a work-order to PowerSchool ASAP with Student’s name, number
and graduation date.




