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Previously, when a student
withdrew from a school, the
process was disjointed and relied
upon the various offices’ ability to
communicate that a student had
withdrawn. Vital information could
be lost.

This procedure has been enhanced
to be an integrated process. In this
release bulletin, we go over the
new setup and procedures in the
SENIOR SYSTEMS modules.

Implementation

Before you begin to utilize the new
Withdrawing Students feature, your
school should determine how to
use the system. For your
convenience, we have provided a
checklist of questions that need to
be answered by your school so that
you can determine how to
implement the new Student
Withdrawal Process (next page).

Remember that the needs of your
school will vary, depending on
which modules you have installed.
Please contact your project
coordinator if you need assistance.

New Security Keys

Your school can specify which
users should be able to withdraw
students from the school. By
default, all users who can access
the Student Maintenance Name tab
will have this ability, since they
could in previous versions of
SENIOR SYSTEMS.

Once your school determines which
users can withdraw students, your
system administrator must make
changes to users’ security keys;
see page 3.

Student and A/R Groups

First, your school will need to set
up your Student and A/R Groups to
identify which groups represent
“Withdrawn” and who should be
notified when a student withdraws.

Turn to page 3 for details.

Withdrawing Students

The withdrawal process begins
when a user selects a withdrawn-
type group from the Student or A/R
Group drop-down list in Student
Maintenance.

When the user saves the record,
they will see the new Withdrawal
Wizard. Turn to page 7 to learn
more.

Withdrawn Families

Schools that have ALUMNI/
DEVELOPMENT will be able to update
student and parent constituent
information as needed once the
withdrawal process has been
completed in BUSINESS OFFICE and
REGISTRAR.

The particulars of these updates
will vary, depending on how your
school has set up the system. Turn
to page 16 to start reading about
this part of the process.

Withdrawing Students
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Overview

What organizations need to do to implement and run the new Student Withdrawal Process will
vary from one school to another, depending on which modules you have installed and how you
use them.

First, we go over the overall process, and then we discuss the details of the new screens. This
release bulletin covers the entire process. Once everything is set up, most users will only use a
fraction of what we have discussed.

Your school might have a business process already in place for the order in which students are
withdrawn from SENIOR SYSTEMS, but even if there is no fixed procedure you can use the new
Student Withdrawal feature. As each user withdraws a student from his or her respective SENIOR
SysTEMs module, notices can be sent to other users so that they know to continue the
withdrawal process.

Students can be withdrawn from This Year or Next Year. When users withdraw students, they
must enter dates and reasons. Your school can decide whether to force them to notify users of
other modules; if you enforce notifications, users will be required to send notices to users of
certain modules, depending on what you have installed and what modules have already
withdrawn the student (see “Rules” on page 25).

Implementation Decision Checklist

To decide how to implement the new Student Withdrawal Process, you school can use the
following checklist. Your school only needs to make decisions relevant to the modules you have

installed.

a

Decision

Action

Who should be allowed to withdraw students?

Remove all other users’ access to the Student
and/or A/R Groups security keys (see below).

U  What groups indicate current students, graduates, You need to set up all of your groups as
and withdrawn students? appropriate; see pages 3 and 6.
0 Which modules should be responsible for deleting When setting up the Student or A/R Groups
what student information? in those modules, select the checkboxes of the
information that needs to be deleted (pages 4
and 6).

U How does your school take attendance? Be sure to delete students from advisor,
homeroom, and/or class rosters when they
are withdrawn.

U Who should be notified of withdrawn students in These people should be added to the

order to continue the processing of the withdrawal? notification lists (page 4).

O What module initiates the withdrawal process? This may influence the delete and notification
options.

U Do students become constituents upon enrollment or  This determines whether the users will select

graduation?

a constituency for withdrawn students’ new
constituent records or change the
constituencies of those individuals’ existing
constituent records.

Withdrawing Students
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Decision Action
U Do you want to create/update student and parent Set up the new system preference *“If you
information in ALUMNI/DEVELOPMENT when students transfer students to AL/Dev. upon
withdraw or when their classes graduate? graduation, when should withdrawn students

become Constituents (I=Immediate,
G=Graduation of Classmates)?”

New Security Keys

After you install the update, you should change users’ security keys to make sure that only the
users who should be able to withdraw students have the security key.

By default, all users will have access to this security key (because that is the way the system
currently functions).

You should check users’ access to the Student or A/R Groups in REGISTRAR, DEAN’S OFFICE,
PLACEMENT, and ACCOUNTS RECEIVABLE.

sHuser Maintenance [_ D]
5 | These are some of

User-#ccess Rights |usa..a.nups| .
| Users - [22) Applications the Secunty ke){s for

ir¥ ALMGR - [Alzjandra Seabaugh) - %Accounts Receivable ;I ACCOUntS ReCe|Vab|e
{5 UBRIENE - (Brendan 0'Brien] i Maintenance

5% MANAGER - (Business Office Manac 8 Students

B BOUSER - [Business Office LUser] 48 Name . . .
F'f‘ CHFERRET - [Christing Ferret) @ Student Social Security Mur Users Wlth thlS SeCUnty
2 ALPLGY - (Clare Delke) 4 Student Enrolment Status key can make changes
5 EMBARLOW - ([Emily Murphy-Barlow &8 /R Group

5% SHACKLE! - lan Shackleton) 4 Addiess to the E_n roliment

3 JPLOGAN - (Jeft P Logan) & Iniot Status field

B PIKE! - [lenniter Pike) 4 Info2

P{' FINMJ - Wermy Finn) @Account

B SHANNOM. - Woseph Shannon) 48 Al socounts . . .
2 MSERID - ox Sein) z & Chaoes -] Users with this security
4] | _»rl O | _.rl key can make changes

Vel | 20 | o ||| the A/R Group
(i.e., they are able to
oK Cancel .
= [ | withdraw students)
[ Foi

Setting up the Withdrawn Student and A/R Groups

Your school can determine what each group indicates: Current Students, Graduates, Withdrawn
Students, or None of the Above. When the update is installed, all groups are set to “None of the
Above” because that best represents the current functionality. Once your school knows how you
will use the new Withdrawal Process, you must set up all of the groups.

When you define your Withdrawn groups, you need to set up the withdrawal options.

Set Up the Student Groups

Student Group Maintenance in REGISTRAR has been changed to allow your school to set up the
withdrawn student options.

Student Group Tab

For your withdrawn-type Student Groups, you will select Withdrawn Students. You also need to
indicate your Current Student and Graduate groups. If your school has My BACKPACK, you would
also indicate which communities should be able to access information for withdrawn students.
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Student Group Maintenance

Student Group |W\Ihdrawa| Dpllunsl Motification Hec\plentsl

\

Withdrawal Options Tab

When the user assigns a Withdrawn-type
Student or A/R Group, the system knows that the
student has withdrawn. If a user then assigns a
Current Student-type group, the system knows
that the student has been re-admitted and the

You would choose this option for the groups
used to indicate graduated students. After the
90_1 update has been installed, you must have
at least one group indicating Graduates before
you can run Student Grade Update.

 Graup Detail
Mame IWithdrawn Group |5 L. o Indicate
Current Students

Select the web N . . . .
. Faculy/Stalf - Teachers =l  Eregies appropriate notifications will be sent.
who can Parents - Academic
EEGES TS [ Students = Withdrawn Shudent;
aroup.

- €\ Mone of the Above

B

This is the status that you must choose for your
Withdrawn groups in order for the new student
withdrawal feature to work.

None of the Above groups trigger no action when
selected. It would be used for groups like
Faculty/Staff, Semester Abroad, Off Roll, etc.

This is where your school sets up the options that will appear by default; when a student is
withdrawn, you can make changes as dictated by special circumstances. Place a checkmark in
the checkbox of any data that should be deleted from the records of withdrawn students.

This tab is only enabled when the Withdrawn Students option on the Student Group tab is

selected.

Remove students from
advisor's roster

Remove students from
homeroom roster

Remove students’ dorm
room assignment

Delete students’ locker
assignment

Delete students’
transportation data

Remove students’ peer
advisor assignment

Delete students’
medical information

Delete students’
discipline history

i
——rd

7

These options indicate what information to
delete by default when students withdraw
Student Group Maintenance

dent Group Wit"\d'awa‘DPtiﬂnslNol\hcatiunH pie

~ SN\dent Information Delete Option:

Faculty Advisor

Home Room & HR Teacher

I~ Shared Customn Fields: y |1
|

A e B
¥ Course Hequests/

¥ Course HEEDmmEndalmns-\

¥ Mest'vear Classes: ~
I~ Mark Inastive in F‘mgrams\

Diom Details
Locker Assignments
Transportation Details

Studant Advisor

1

Medical Information

Dizcipling Details

Dyher Dption

I
Default Cunent Classes Option | 'withdraw Student from all Classes and manually enter Grades, ¥

Enfarce Motifications

/

\

f

} Lancel

Select this option if you want to force a notification

of other users when a student is withdrawn (see
the Notification step of the Withdrawal Wizard

Delete some or all
of the shared
custom field data

Delete some or all
of the module’s
custom fields

Delete students’
course requests

Delete students’
recommendations

Remove students
from Next Year
classes

Mark students as
inactive and create
leave dates in
Program
Maintenance

descriptions for more information)

Notification Recipients Tab

Use this drop-down list
to indicate what action
should be performed on
student class information

The default recipients are established on this tab. In general, this list would include the people
who must perform the next steps in the overall student withdrawal process or should be notified
of withdrawn students. (Please note that users of most modules can subscribe to notifications;

see page 7.)

Withdrawing Students
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e | | Click this button to add a recipient;
Student Group| withdraval Options “Dti’ica“ﬂ"HECip‘Emsl you choose users from the Select
P — = / Notification Recipients dialog.

Accounts Receivable Estended Day Biling
Accounts Receivable Business Office Manager Delete To remove a user from the default
Accounts Receivable Surnmer Billing S - B B B
o Doveeomont G, Cop notlflca_ltlon I!st, highlight the row and
Surmmer 5chool Surmmer Billing then click this button

You can copy the list of recipients
from another group; this saves you
from re-entering the same or similar
list of recipients

LCancel

Notifications are sent to users by module. If a user has access to multiple modules, you would
either select their ID for all modules or only for the relevant module. For example, if a user can
access Accounts Receivable and Summer School but is only responsible for withdrawing a
student from Summer School, you would select the ID associated with that module.

To add a recipient, click the Add button. Select the users from the All Users list who should be
added to the Selected Users list.

Select Notification Recipients
i~ Search For. Sort B Sort Order
&5 & Application &+ Ascending
Spplication  User Name i Descending
LoD, Users who have not been
palCee] selected as recipients
Lpplication Uszer Mame User 1.D. ﬂ Select
Accounts Receivat Business Office User BOUSER
Accounts Receivak Emily Murphy-Barow EMBARLOW . .
Accounts Receivat: Brendan O'Brien OBRIEME (:_“Ck_ this button to add the
Aocounts Receivat Jennifer Pike PIKEJ hlghllghted USer(S) to the
Accounts Receivat 1an Shackleton SHACELE| | rs Li
Accounts Receivak Joseph Shannon SHANNONJ Se eCted Use s st
Alumni Developmet Alejandra Seabaugh ALMGR
Alumni Developmer: Clare Delke ALPLGY
Alumni Developrmer: Melisa Petsche ALUSER
Dean's Office Mr. Gerald Duggan ouin
Dean's Office Trisha McFarland MCFARLAT LI | Users WhO W||| be inCluded as
peccetedtizer notification recipients by
Application User Mame: User LD Delete .
Accounts Receivat Extended Day Biling EXTENDED defaUIt‘ Changes_ Caf;\ be made
Accounts Recervat Business Dffice Manager MAMAGER When a Student IS W|thdra.Wn
Accounts Receival Surmmer Billing SUMMER
Alumni D evelopmet: Pearlie Holmon ALDIR
Surmmer Schoal Summer Biling SUMMER
g

Remember that this is simply the default list of recipients; users are able to select or remove
recipients as necessary when they withdraw a student. If “Enforce Notifications” was selected
on the Withdrawal Options tab, certain module users must be notified when a student is
withdrawn (pages 10, 13 and 15), so you may want to select users of those modules as default
recipients.

Users will only receive notifications for divisions they can
access, if your school has defined division-level security. For
example, if a user is only assigned to Upper School, they will not
receive notifications for Middle School student withdrawals (even
if your school uses the same Student Group for all divisions).
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Set Up the A/R Groups

A/R Group Maintenance in ACCOUNTS RECEIVABLE has been changed to allow your school to set up
the withdrawn student options.

A/R Group Tab

The A/R Group tab now has the Group Is Used to Indicate radio buttons. The User Access tab is,
of course, still available (see the Senior Accounts Receivable System Reference Guide).

A /R Group Maintenance

A4R Group |L|se| ACEESSI ‘withdrawal Dplinnsl Motification Hacipianlsl

r— Gioup Detail
B ine W Group |s Used to Indicate——
= Current Students
Tuition GAL Account Mo, 170111409 @l
 Graduates
Tuition Receivables
i Withdrawn Students
Incidental G/L Account No. 140111408 |
& = Mone of the Above
Incidentaks

QK Cancel

Withdrawal Options Tab

There are fewer withdrawal options in A/R Group Maintenance because course-related
information is not stored in ACCOUNTS RECEIVABLE.

These options indicate what data to e e ES
A/

delete by default; you do not I’]eCESSarily R GrUuDI User iooess Withdrawal Options |NU[iﬁCdl\Ul’1 Hacipienlsl

need to select data if they will be deleted Delete Option
by the Registrar withdrawal I~ Faculty Advisor B iectes e
[~ Home Room & HR Teacher [ Shared Custom Fields ﬂl
) ™ Dom Details
You can delete the Store Group if your — : : '

school uses Campus Store for Windows & Acsiomens ¥ Applcatin Cusom Feks_ & |
[~ Transportation Detals [Some]
[~ Student Advisor W Store Group

r— Other Option:

¥ Enforce Motifications

u]4 Cancel

Class Year Administration
When you first save the Student or A/R Group with the options selected, you will be asked the
one-time question, “Please specify the class year of the current graduating class.”
You will not have to answer this question again after you enter the information. Be sure to enter
the correct graduation year.

Class Year Administration

Please specify the class year of curent graduating class.
This value iz not zetup in your databaze and it is needed illg

to complete the operation in progress.
Apply
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Subscriptions

There are Notification Options where users can decide that they want to see withdrawals for
certain schools and in certain modules. The schools/divisions and SENIOR SYSTEMS modules that
are available to users are determined by user security. To access this screen, users can click the
Notifications button > or open the Maintenance menu and then select Notifications.

Select the Options toggle to
access these options

Motifications & Reminders

a)

4
ithdraw
2

~
b
Re-Adpit

Dptions

%3

Clase

) Save

Notification & Reminder Options

want to receive an automatic application natification when a student withdraws from schoal,

Natify only if the withdrawing student is from one of the selected schools/divisions:
Middle School
Summer Schoal
Upper School

Ll ¥

Deliver my notifications only in the: selected applications:

Accounts Receivable

L]

K

If you want to subscribe
to notifications, select
this checkbox

Select the schools/
divisions about which you
want to be notified. If your
school uses School/User
Security, you can only
choose from divisions to
which you have access.

Choose the modules in
which you want to receive
notifications. You can only
choose from modules that
are able to receive
notifications and to which
you have access.

When students withdraw from the selected schools/divisions, the user will receive a notification
in the selected SENIOR SYSTEMS modules, whether or not they are selected in the Notification
Recipient list. This enables users to stay “in the loop,” even if they do not need to perform any
actions in the withdrawal process. (Users selected in the recipient list who also have
subscriptions will not receive duplicate notifications.)

Withdrawing Students

As before, the student withdrawal process begins when you change the Student (or A/R) Group
and save the student record.

You can withdraw a student from This Year or Next Year. The process is similar; in our example,
we are withdrawing the student from This Year.

These examples assume that the withdrawal process begins
in Registrar. The differences between this and a process that
begins in Accounts Receivable are minimal. Your school
may want to decide on an appropriate business practice.

Withdrawing Students Page 7
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Name |Addless| Inlu‘ll InluZl All Accuunlsl F\eglstrarl Schedulel Gradesl GF'A/F!ankl Allendancel F'mgraml Medlca\l Medlal Eustuml Eummenlsl eb \DI
MName /1.0
ISlEphEn IEDIIinger I j
First Middle Last Suifix
[BOLot |5tephen |BOLLINGER, STEPHEN Full Nares Fortrait
1.D Preferred Sort key
i~ General Information
School 1.0, W Student Group D.0.B |—
Current Grade IT [~ Repeating A/R Group m Age l—
Type lﬁ Enmoliment Status Iﬁ SEN l—
Adrmizs Y. Iﬁ [~ Mid*Year Board/Day Iﬂ Sex m
Class 7T Iﬁ Tel. Mo, I— Email l—
Nest vt School W Alert I
Next v Grade IT
MNext Tear | OK Cancel | Frrint | Dielete |
| o

Withdrawn Student Process in Registrar

Step 1: Withdrawal details

In the first screen, you will enter the withdrawal details. Default information comes from the
student’s record (W/D Grade, W/D School, etc.). You can make changes for this particular
withdrawing student as well as enter other details (W/D Type, W/D Reason, etc.). The details
entered in this screen are saved on the student’s Infol tab.

The Withdrawn-type student group

You cannot select the A/R Group
when you are withdrawing the
student in Registrar, and vice versa

Indicate the student’s enrollment
status (e.g., not returning)

The withdrawal date defaults to the
current date (unless a value already
exists in the Infol tab)

Select the type of withdrawal, or
enter a value if the one you need
does not exist

Briefly describe the specific reason
for this student’s withdrawal

The student’s year of graduation

ithdraw Student - Stephen Bollinger {Step 1 of 5)

Indicates whether you are withdrawing
the student from This Year or Next Year

Withdrawing This Year

AR Group Im
Enrollment Status IWI
| Wi Dse 03212006
WD Type IMowng ﬂ
WD Reason |Fami|y is maving overseas
WD Grade

kase enter withdrawal details:
Student Group I\.\,rithdrawﬂ -

1 WD Schaol |Upper School
/Elass “ear 20\

/

LCancel

withdrawing defaults to the grade in The school or division
which the student is enrolled (This | from which the student is

The grade from which the student is T
Year or Next Year, as appropriate) withdrawing

Withdrawing Students
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Step 2: ltems to clear

In the second step of the withdrawal process, you indicate what data should be permanently
removed from the student record. The default options were selected in Student Group

Maintenance on the Withdrawal Optio

ns tab (page 4). You can make changes as appropriate for

the student’s particular circumstances.

Withdraw Student - Stephen Bollinger {Step 2 of 5) [ x|

Withdrawing This Year

Please select the items you want to clear:

[V Faculty Advisor

[¥ Home Room & HR Teacher
|v Darm Details

[¥ Locker Assignments

[¥ Transportation D etails

[¥ Student Advisor

[ Medical Information

[~ Discipline Details

[~ Shared Custom Fields

3|
I~ &pplication Custom Fields @

[¥ Course Requests

[ Course Recommendations

LCancel

<4 Previoug | Mext 55 I

Step 3: Withdrawing from pr

ograms and classes

In step 3, you will decide what happe
based on the selection in the Current
Maintenance (page 4).

Selecting this option marks the student as
inactive with the leave date you specify

When you select this option, the student
will be removed from the rosters for any
classes in which they are scheduled for

the next academic year

The option you choose in this area
determines what options you see in this
step and what you will need to do in the

next step of the withdrawal process

(see the following table)

You can use this button to access
This Year and Next Year schedule
information, where you can make
changes manually to each class

If you choose to Delete Student from

ns to the student’s schedule. The options in this screen are

Classes Option drop-down list in Student Group

Withdraw Student - Stephen Bollinger {Step 3 of 5) E

Withdrawing This Year

lease change student’s schedule and program details:
FPrograms
W Mark Inactive in Frugrams

Leave Date 03 21-2006
2 \Mext vear Classes

Quick Links.
(s J

-
Schedula

2] Student will be deleted from

Delete Student from all Classes classes scheduled for Mext Year

3. Cument Classes
£ Wwithdraw Student from all Classe
 Withdraw Student from

3] Student will be withdrawn from
all cunent year classes and

aszes and Assign Withdrawal Grade grades can be assighed in next step

Make no Changes

WD Marking Period |(Quarter 1 hd

<4 Previous I Hext > I

LCancel

all Classes and the student has grades or comments for

the classes that will be deleted, the system will inform you that this information is going to be

deleted if you proceed with that option.

Withdrawing Students Page 9
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Current Classes W/D Marking Grade Entry Grade Next Step
Option Period Period
Withdraw Student from v Step 5: Notification
all Classes
Withdraw Student from
all Classes and Assign v v Step 5: Notification
Withdrawal Grades
Withdraw Student from .
all Classes and Manually v Step 4: Enter grades and
narrative comments
Enter Grades
Delete Student from all Step 5: Notification
Classes
Make no Changes Step 5: Notification

Step 4: Enter grades and comments

This step is only applicable if you selected the “Withdraw Student from all Classes and Manually
Enter Grades” radio button under Current Classes in the previous step. Otherwise, you will

proceed directly to Step 5: Notification.

Withdraw Student - Stephen Bollinger (Step 4 of 5) [ x|

Withdrawing This Year

Please enter grades and comments: [Double click on a row to edit comments]
tarking Period | Quarter 4 id W'D Marking Period: Cluarter 4

1.D. Mame 04 E2 52 El

Comments I\

30111
40131
4maL2
60151
FA31-1

“Wiorld Histary
Chemistry
Chemistry Lab
Philazophy
Eand

|

<< Previous | MNest »» I

LCancel |

Step 5: Notification

This is the Marking
Period for which you
are entering grades

If you want to enter

narrative comments,
click the Comments
button

Enter grades in these
columns; your headings
may not be the same as
those in our example

In this tab, you can add and remove recipients from the notification list. You can add or remove
users regardless of whether or not the Enforce Notification checkbox was selected in Student
Maintenance (page 4). If that option was selected, at least one person must be notified in

appropriate modules.

e If your school has BUSINESS OFFICE installed and you withdraw the student from REGISTRAR,
you must select at least one ACCOUNTS RECEIVABLE USEr.

e If you do not have BUSINESS OFFICE but you do have ALUMNI/DEVELOPMENT, you will be forced

to notify a user of that module.

e If a FINANCIAL AID record exists for the student, you must notify a user in that module.

e If your school has SCHEDULING and you do not delete course recommendations or requests
for next year classes when they exist, you must notify a SCHEDULING user.

Withdrawing Students Page 10
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e If your school has ENROLLMENT MANAGEMENT, the REGISTRAR user must notify one of those
users unless the withdrawal is being performed based on an ACCOUNTS RECEIVABLE
notification.

e Teachers are always notified if a student on one of their rosters (advisor, homeroom, class,
etc.) is withdrawn.

Withdraw Student - Stephen Bollinger (Step 5 of 5) [ x|

You can enter a message \ = Withdrawing This Year
that will appear for the

Please enter a message and add or remove application users to the notification recipient list:

notification recipients Message:
Flephen's family iz moving overseas. so he needs to be withdrawn ;I
The recipients default ~___ -
from the Notification B - HAPP'FE:F” — se add
.. . coounts Hecenablz wtended Day Billing
ReCIpIentS tab I_n Student Accounts Receivable Business Office Manager Delete |
GI’OUp Maintenance Accounts Receivable Summer Biling
Alumini Development Pearlie Halman
Summer 5chaol Surnmer Billing

Click the Finish ~—_|
button to perform the
Withdrawal process

<< Previous Finizh I LCancel

Withdrawal process complete

The final screen in the Withdrawal Wizard displays the status of the withdrawal. When it is
complete, you should see the screen shown in our example.

Withdraw Student - Stephen Bollinger [ ]

Withdrawing This Year

Status

“ithdrawal details saved...
Selected data items are deleted... . .
- To view or edit the
Motifications are sent... student’s earned

Schedule changes are saved... Credits, click this button

Student withdrawal successfully completed

To review/override student's eamed credits click on the Credit button. . Buick Link

L Click this button when
you are finished

Dione . I

Credits Earned

To make changes to the student’s earned credits, highlight the class row and then click the
Override Credits button.

Withdrawing Students Page 11 Release 90 _1



Senior Systems, Inc. April 2006

Credits Earned by Stephen Bollinger
Show only classes far term: I[An] j Sort by: ISaction D j I Show//D ShowWesk ['week 1 =
Section .0, Course Name
40131 Chemistry 200 5152
4013L-2 Chenmistry Lab 1.00 51,52 Mrs. Ellen
EO15-1 Philosophy 1.00 5152 trs. Carler
Fa31-1 Band 1.00 51,52 Hr. Rayme
Total Credits 7.00 | 000 =
KT B
FEoster | Owerride Credits
LClose I

Withdrawal Process in Accounts Receivable

In our example, the Registrar Office has processed the student’s withdrawal and other users
have been notified. When those users log in to SENIOR SysTEMS and new information exists, they
will see the notification screen.

Notification Screen

This screen opens automatically when the user logs in to SENIOR SYSTEMS if there are
unacknowledged withdrawal notices. All notifications can be viewed at any time by using the
Notifications button “> on the toolbar.

To simply acknowledge You can add notes Users will click this

Use this button to begin the withdrawal, hlghllght to_yoursel_f about the button to remove
: the row and then click withdrawing student the notification

the withdrawal process this button: the font will ing this butt f thei list
for the selected student is button; the font wi using this button rom their own lis

no longer be bold

Notifications & Reminders

Click this toggle to see

a list of students who - | Action tcknowledoe Nole jq—+Befets o Pint 1 /legend  Student Withdrawal Notifications
haVe WithdraWn Wi:}gaw |‘, | Fram | Student Mame | Schoal | Grade | Received ¥
m | [ Elaine Fairless : Stephen Bollinger 13 [Upper 5¢11 103-21-2006 12:24 PM

L35 02/29/2006 339 PM Take care of record after spring vacation
Usg this toggle to see —— .,
a list of students who et
have been re-admitted
H]

Use this button to — aptisns
maintain your

nOtification Options E:gi ‘ From: Elaine Failess Subject: This Year 5tudent Withdraveal
Close Registrar
i~ Withdrawal Detaik C =
1.D. BOLOY W/D Grade: 11 -
TO Clo_se the Mame: Stephen Bolinger W7D Schook Upper School Iﬁnsv-\n4g-105\;§rus?aié ESEAAEhéesézﬁgsbﬂesl’\iﬁmfa‘:m ;I
N0t|f|cat|0ns & W/D Reason: Fanily it moving overseas W/D Date: 03-21-2006 i :
Reminders screen, .
H H Student Accounts: e
lick thi n
click this buttO Student 1D AR Group Acct Type Grade Schoal Flat Total Due
BOLOM Student " 3 0.00

Notifications that have not been acknowledged, read or withdrawn are shown in bold text and
the far left-hand column displays the unacknowledged icon “|. once you act upon or simply
acknowledge a notification, that icon changes to acknowledged (- and the text is no longer
bold. Notifications will appear in the list until they are deleted.
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Icon Definition

*|  User has not acknowledged or acted upon the
withdrawn student notification

1 Notification has been acknowledged or acted upon
# A note exists for the student
& Student has withdrawn

a»  Student has been re-admitted

In our example, the ACCOUNTS RECEIVABLE user would highlight the student row and then click the
Action button ¥, opening the Withdrawal Wizard. (Users who have only been notified and
cannot perform an action will not see the Action column or the Action button. Their ability to
withdraw students is determined by the security keys for the Student or A/R Groups on the
Student Maintenance Name tab; see page 3)

Step 1: Withdrawal details

In our example, the ACCOUNTS RECEIVABLE user does not need to enter anything in the first step
except for the AR Group. The other information was entered by the REGISTRAR user who initiated
the withdrawal process.

You must select a Withdrawn-type group.

Withdrawing This Year Initiated by Alana Faitless in Registrar on 034212006
J You would select the
Please enter withdrawal details: withdrawn A/R GrOUp.
Student Group IW’ithdrawn vl YOU can select a
Withdraw-type A/R
ARGraw [Stucent | Group even if you have
Errollmant Status i not been granted
hat group.
WD Date 03-21-2006 access to that g OUp
i Type IMowng j
/D Reason IFarme is moving overseas
WifD Grade I'I'I— WD School | Lpper School j

Class Year 2007

Step 2: Items to clear

In the second step of the withdrawal process, you indicate what data should be permanently
removed from the student record. The default options were selected in A/R Group Maintenance
on the Withdrawal Options tab (page 6). You can make changes as appropriate for the student’s
particular circumstances. (In our example, some of the information was already deleted by
REGISTRAR.)

Step 3: Notification

In this tab, you can add and remove recipients from the notification list. You can add or remove
users regardless of whether or not the Enforce Notification checkbox was selected in A/R Group
Maintenance (page 6). If that option was selected, however, you need to notify at least one
person in each of the appropriate modules.
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e If your school has REGISTRAR installed and you initiated the withdrawal from ACCOUNTS
RECEIVABLE, you must select at least one REGISTRAR user.

¢ When you are withdrawing the student based on a notification from REGISTRAR, you will need
to notify an ALUMNI/DEVELOPMENT user. If you do not have REGISTRAR but you do have
ALUMNI/DEVELOPMENT, you will also be forced to notify a user of that module.

e If a FINANCIAL AID record exists for the student, you must notify a user in that module unless
the withdrawal is being performed based on a REGISTRAR notification.

e If your school has ENROLLMENT MANAGEMENT, you must notify one of those users.

Withdrawal process complete

The final screen in the Withdrawal Wizard displays the status of the withdrawal. When it is
complete, you should see the screen shown in our example.

Withdraw Student - Robert Chidlaw [ %]
Withdrawing This Year Initiated by &lana Failess in Registar on 03/421/2006
Status
“withdrawal details zaved...
Selected data items are deleted..
Motifications are sent...
Student withdrawal successiully completed..
LDione |

Enrollment Management

Your school may initiate a withdrawal from the current or next year using the ENROLLMENT
MANAGEMENT module. In this example, we will go through the steps of withdrawing a student
from the next year.

Withdrawing the student

In Student Maintenance, you would change the Student and A/R Group to Withdrawn (or your
school’'s equivalent). When you click the OK button to save the record, the Withdrawal Wizard

will open.
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=] student Maintenance: 0000009 - {Dzymandias Brown)-Next Year [_[O] =]

EmonmentlFinancial Aidl Customl Comments I

r— General [nformation

Current Schoal W Nxt School | Upper School 'l D.0E. IDZ-Z?-‘ISHZ
Current Grade IS_ I~ Fepeatng Nxt Grade IT Age |14_

Type lﬁ Student Grp lm 55N I—
Admiss . lﬁ [ MidYear asm Group W

Class T, 2009 Status IAccepted j Sex IM j
Board/Day |p vl I~ ESL [~ Fac/Staff Child

Contract

Contract Print | 03-15-2005 Rec'd |M j Date

Cont/Dep Due |05-01-2006 gegg (M j Date Diepasit Amount | 1.080.00

Install 1 Due ID?-D1 -2006 Install 2 Due IDS-D1 -2006  Discount Amount 0.00

e
| LIk

Step 1: Withdrawal details
In step 1, you would enter the withdrawal details for future reference.

. Withd) Student - O; dias Bl Step 1 of 2
The Withdrawn-type student group |, MRS AL SO I >
Withdrawing Next Year

The Withdrawn-type A/R group \R{

ase enter withdrawal details:

H ) Student G i -

Indicate the student’s enroliment udentGroup [vibciaun |

status (returning, not returning, etc.) AR Group [withchannn -

. . Enollment Status Mot Feturni -

There is no default withdrawal date, S~ [Nt Returing |
as it is assumed that it is some day WD Date 08-23-2005

in the future; enter the value WD Type  [Froncd Radshin =
Select the type of Withdrawal, /D Reason |Fami|y cannot pay 2007 tuition
or enter a value if the one you WiDGrsde [10 | WiDSchaol [UpperSchod =
need does not exist
Class Year 200
Briefly describe the specific reason \
for this student’s withdrawal / j @ — |
The grade from which the
student is withdrawing defaults The student’s year The school or division from
to the Next Year grade of graduation which the student is withdrawing

Step 2: Notification

The suggested list of recipients is a combination of the values for the Student and A/R Groups.
Users will receive only one notification per module, even if they are listed in both groups;
duplicate messages are not sent.

The ACCOUNTS RECEIVABLE and REGISTRAR users would go through the Withdrawal Wizards in their
respective modules. The REGISTRAR process is shorter than described on page 8 when the
student is not enrolled in classes for the next year.

Withdrawal process complete

When the student has been withdrawn you will see the withdrawal status, stating that the
details have been saved, notifications have been sent, and the student has been successfully
withdrawn. REGISTRAR and ACCOUNTS RECEIVABLE users will be prompted to go through the
Withdrawal Wizard to clear information from Student Maintenance fields, etc.
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Withdrawing Families from Alumni/Development

The withdrawal process is different in ALUMNI/DEVELOPMENT, performed as a batch for all
withdrawn students, their parents and grandparents. The process will vary between
organizations, depending on how your school has decided to handle constituents.

Preferences

There is a new system preference: “If you transfer students to AL/Dev. upon graduation, when
should withdrawn students become Constituents (I=Immediate, G=Graduation of Classmates)?”

e If this preference is set to I, students who withdraw this year will appear in the Withdrawn
Families list to be created as constituent records as soon as the withdrawal process is
complete.

e Ifitis set to G, withdrawn students will not appear in the list until their classmates
graduate.
e In either case, only students withdrawing from This Year are added to the Withdrawn

Families list. If a student is withdrawn from Next Year, they do not appear in the list until
after your school runs the Student Grade Update.

This only applies if your school does not create constituent records for
students upon enrollment (determined by the system preference *““Should
student information be transferred to Alumni/Development when
the student is enrolled?””). If your school does create constituent
records when students enroll, you would use the withdrawal
process to change the withdrawn students’ constituencies.

Alumni/Development Notification

If there is a withdrawn student, the appropriate ALUMNI/DEVELOPMENT users will see the
notification window. This only notifies the user of the withdrawals. The actual withdrawal
process for constituents is found in the Withdrawn Families feature, accessed through the
Maintenance menu.

| Acknowledgs 7 Nate s Delate [ Print i/.: Legend Student Withdrawal Notifications
9 F
Tieehiing L) | Fram Student Name School Grade Received ¥
321 El G System Administrator Stephen Bollinger 3 [Upper 5¢11 03-29-2006 12:58 PM
El G System Administrator Robert Chidlaw 3 [Upper 5¢11 03-29-2006 10:23 AM
Moves
]
fa ]
4
Withdraw
[2)
o)
< From:  Alana Failess Subject: This Year Student Withdiawal ‘
Reddmit | fedster
—“withdrawal Detall C
1.D. EOLOT W/D Grade: 11
@ Mame: Stephen Bollinger W/D School: Upper School d
W/D Reason: W/D Date: 03-23-2006
Dptions Student's Relatives: [-]
1] Type Mame Constituency Relation Reciprocal Relation -~
E:gi Q0000E1 P Mr. Fred Bollinger Parent Child
Q0000E; 5 trz. Stacy Bolinger Parent Child
Close 00000E3 F tdr. Ted Bollinger Grandparent Grandson LI
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Icon Definition
{» Update is pending
¥ Student constituent data will be updated upon

graduation of class

Update is complete

<]

Student constituent record already exists

Withdrawn Families Process in Alumni/Development

Once students have been fully withdrawn from BUSINESS OFFICE and/or REGISTRAR, they are
pulled into the process list based on your school’s system preferences. (Students may have
constituent records if parents gave in the name of their child.)

When students transfer to ALUMNI/DEVELOPMENT, the system will create a new constituent
record using the information entered in the Withdrawn Families Transfer/Update wizard.
This includes defining a Constituency and defining the reciprocal relationships (because they
are now Constituent relationships, not Student).

When the parents are updated, the system will check to see if parents have any current
students in the system at Student Grade Update. (The system looks at the relationships,
Family ID, and entity number, which tie into the STUDENT table.) If there are no current
students, the constituency will change to Past Parent (or Past Grandparent). Parents will be
changed to Past Parent even if the student is set to Never.

If student information transfers to ALUMNI/DEVELOPMENT upon enroliment, the student’s
constituent information can be updated through this feature. (This step involves setting the
Graduation flag, Year Left, and Primary Constituency.)

Step 1: Select students to update

Click this button to proceed with
the Withdrawn Families process

Parent Update ST R0 (81101 a N Withdrawn Families Transfer /Update {Step 1 of 6)
Pleage review and finalize the list of 5 to be included in this
Student Update Status column : 1] M ame Class . | WD School | %W/D Grade| /D Date | Status
. G @ Fichert Chidlaw 20073 11 013-29-2010F | Hows
If a student ha_s a cons_tltgent @ (3 0000003 Dpmandias Brawn 2000, 3 0 08-29-2006  Now
record, you will see this icon NE B HAWDI0 L ames Steven Hawkins 2003 3 E] 013-29-2005 | How
Set update status to Now }
Set update status to Later }
Set update status to Never
. \
View the Legend for an \
explanation of screen icons anamfe[ fu.:bxesmm
Newver | Later I Maw | ¥ Only Show Mow'
\I__egend | LCancel |
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e Parent information is updated when the Status is set to Now. It can be updated independent
of the student (if your organizations updates the records when their classes graduate).

e If students will update at the time their class graduates, their status is set to Later and
cannot be prematurely changed to Now. When the class graduates (as processed by Student
Grade Update), the students’ status changes to Now.

e If the student status is set to Never, then a constituent record will not be created. The
information for the students’ relatives’ records can still be processed.

e If a student already has a constituent record, users cannot accidentally add another one.
The status also cannot be changed to Never; users will be prompted to update the students’
constituencies.

Step 2: Relationships

In this step, you create Student Relationships to parents and grandparents, and define the
Student Constituents’ constituency for new constituent records.

Students who already have a Constituent record have a primary constituency, and you can
change it in this screen (e.g., Current Student to W/D Student).

\

If constituent records will be created
from the student records, enter the
constituency for the new constituents

Withdrawn Families Transfer/Update {Step 2 of b)

Please specify the values to be used to process Student constituent records:

1. Wwhen Creating New Student Constitusrnts

Create with Constituency Withd - . . .
e Skt Al 0 LR = L{ Enter the reciprocal relationships from
Student's Current Relation Canstituent's Constituent's Relation the new constituents to thelr parentS
- olGonstiviory = Gj"de' — To Student and grandparents. The relationships to
il Emale ofner . .
I T - those constituents will be added to the
+ Grandson Femsle Grandmother new constituents’ Relations tabs.
| Grandson Hale: Grandfather =
2. ‘when Updating Existing Student Constituents ~ Based on the selections from Step 1. no existing constituent I If constituent records aIready exist for
records will be updated at this time. . .
Change Student Primary Constituencies Students, you would use the fields in
i 5 this area to update their constituencies
(e.g., from Student to Withdrawn)

— Click the Next button to proceed to

<chravios | [ New» | temcdl | | | the next step of the process

Step 3: Update parent and grandparent constituencies

You change the constituencies of constituents related to the students who have withdrawn. The
system changes primary and non-primary constituencies.

You cannot add constituencies from this screen. Schools who keep a backlog of constituencies
will want to place a checkmark in the checkbox under the table and then use the final report to
update the records of those constituents.
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Withdrawn Families Transfer/Update {Step 3 of 6)

Please specify the values to be used to process Parent conshtituent records:

Each af the constituencies listed below in the From' column belongs to at least one constituent

withdrawn, Please select the target constituency for these constituents into the To' o
For example, "Current Parents’ might change to 'Past Paents'.
Mote: Each constituent is evaluated to determine whether there

Only constituents with no remaining links will have thy fuencies updated.

From To

Thild or grandchild is being

Temaining links to students who have not yet withdrawn.

These are the current constituencies
of parent and grandparent records
(e.g., Current Parent)

Grandparent Past Grandparent

AYAS

Parent Past Parent

Select the constituency to which the
parent and grandparent constituencies
should be changed (e.g., Past Parent)

Do not change constituencies for any constituents. | will make these changes manually.

[Selecting this aption will still cause these constituents to be considered proceszed, but no changes wil be made ta their

constituency records. )

If you want to make the constituencies
changes manually, select this checkbox

<< Previous | Hext»:l’ LCancel |

Click this button to proceed to
the next step of the process

Step 4: Add attributes to parents and grandparents

If there are parents and grandparents whose constituencies will change, you can add

Constituent Attributes to their records.

Withdrawn Families Transfer/Update {Step 4 of B)

Please specify the values to be used to process Parent constituent records:

“'ou can take this oppartunity to insert attributes far constituents whose constituencies are ch
records of their inclusion in theil former constituencies. This information will be store
Maintenance and can be helpful in praducing historical lists of parents o
fiszal pear value or a 'To' Date, but you may use both if necessany

ariging in order to retain historical
pred TN the Attributes tah in Constituent
grandparents. Generally, we suggest you pravide either a

m——

Conatituency Changes

[~ Use child's withdrauw,

al year as attibute pear

Atribute “fear | From Date ToDate
From To —
+ | Grandparent Past Grandparent Past Grandparent 2006 05-29-2006  Withe
| Parent Past Parent Past Parent 2006 05-23-2006 ithe
KIS ]|

[~ Use constituency from date as attribute 'From' date

[~ Use child's withdraw

n date as attribute 'To' date

These columns display the
constituency changes you
specified in the previous step

Select the attributes to be
added to the related records

You can enter the dates to be used on
the attributes in these columns or use
the checkboxes to populate the dates
based on the student’s withdrawal data

In the final column, you can enter
explanations for the attributes

<< Previous | Nexst >» Tancel

Click this button to proceed to

Step 5: New web user records

the next step of the process

If your school has My BACKPACK installed, you can update the available Communities for the Web

User accounts.

Step 6: Review counts and process withdrawals

Review the counts in this screen to make sure that they match your estimates. When you are
ready, choose to print, view or skip the report of changed records and then click the Start

button.

Withdrawing Students
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Withdrawn Families Transfer/Update {Step & of 6)

- These fields display the
You are now ready to start the Withdrawn Students TlaW COUntS Of reCOI’dS that W|”
(or will not) be affected by the

|

You have selected 1 Student(z] to be transterred Mow'
1 Student(s] to be transterred 'Later' WlthdraWn Famllles process
0 Student(s] will be permanently removed from the transter list and will not be processed

and the parents and/or grandparents of 1 student(s) will also be updated

// Determine whether you
When the process is finished, wolld you like to print a detail list? ¢ Print (& Yiew i Ho Want tO VieW/pl’int a

report of the updated
Press the START buttan below to begin the update. constituent information

Click the Start button make
the changes to the student

<<Erev|uus| Start EI Cancel | and parent reCOI’dS

Withdrawal Process Complete

When the process is complete, you should see a screen that informs you of the number of
changes that were made in the system.

Re-admitting Students

When a user assigns a Withdrawn-type Student or A/R Group, the system knows that the
student has withdrawn. If someone then assigns a Current Student-type group, the system
knows that the student has been re-admitted and the appropriate notifications will be sent.

Re-Admit Student - Robert Chidlaw E2

— Re-Admit

Student Group W
AR Group lm
Errallment Status Im
Re-Enter Date lm

r— Motification:

Message

Financial hardzhip has been overcome. Student will be returning to school. ;I

Recipients

Application User add
Alumni Development Pearlie Holman —

Errollment Management Erendan O'Brien DE|BtE|
Registrar tdr. Gerald Duggan

Ok I Cancel |

Notifications are sent to the selected recipients. The default list of recipients is pulled from
Student or A/R Group Maintenance for the Current Student-type you selected. Anyone who
received a notification of the withdrawal will also be notified as follows:

e Users who acknowledged the withdrawal notification (both notification recipients and
subscribers) will be notified of the re-admittance. If these acknowledged notices are still in
the Notification list, they are not deleted.
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e For users who have not yet acknowledged the withdrawal notification, the withdrawal
notification is automatically deleted from their notification list. If they were on the list of
recipients for the re-admit notification, they will receive that notice.

e Teachers are always notified if a student on one of their rosters (advisor, homeroom, class,
etc.) is re-admitted.

Naotifications & Reminders [ =]

\f\:“] Action | Acknowledge _/? Mate x4 Delete "fﬂ Frint i/:' Legend Student Re-Admit Notifications
"y - 1
W’i‘lﬁaw ol Fram Student Name Schoal Grade Received ¥
1] 2f g Business Dffice Manager Robert Chidlaw 3 (Upper 5¢11 03-29-2006 2:45 PM
)
i
Re-Admit
1]
M
Options
E'.gi From: Business Office Manager Subject: This Year Student Re-Admission.
Accounts Feceivable
Cloze
— Re-Admission Detail
1.D. CHIO Re-Enter Grade: 11 Grade Type:
Mame: Robert Chidlaw Re-Enter School: Upper Schaal Re-Enter Date: 03-29-2008
Student Group: “/ithdrawn A/R Group: Student Loans Group:
Comments:
AR - 03/29/2006 - MAMAGER: Financial hardship haz been overcome. Student will be returning to schoal ;I

Student Grade Update

After installing the 90_1 update, you will not be able to run the Student Grade Update if there
are no Student or A/R Groups defined as Graduating. You will instead see a message like the
one shown below.

Student Grade Update [ x|

Welcome to Student Grade Update Process

Student Group walue for graduating students is not defined. Please define/indicate at least one student group value as used for
graduating students in Registrar module's Student Group maintenance function.

A7F Group value for graduating students iz not defined. Please define/indicate at least one &/F group value as uszed for
graduating students in Account Receivable module's A/R Group maintenance function.

Student Grade Update process can't be run at this time. Pleaze make the abave changes and try again.

LCancel

Also, before you can proceed with the Student Grade Update, you must run the End-of-Year
Updates for in all other SENIOR SYSTEMS modules.
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Student Status Conflict List

Before you begin the Student Grade Update, you should print the report offered in the first
screen. This allows you to see a list of students whose Student and A/R Group values do not
match.

Student Status Conflict List

03/26/2006 4:48:23 PM Page: |
1D Name School Grade Class Yr Student Group AR Group
Status in Registrar CURRENT STUDENT Status in Accounts Receivable WITHDRAWN
HOE201 Annabelle Hoehn LOWER K 2021 Student Withdrawn
TUN301 Lorrie Tuner LOWER 2 2016 Student Withdrawn
ROE102 Saundra Roehl UPPER 9 2009 Student Withdrawn
SWEG02 Femando Swearengm UPPER 9 2009 Student Withdrawn

Total for Current Student in Registrar and Withdrawn in A/R: 4

Status in Registrar WITHDRAWN Status in Accounis Receivable CURRENT STUDENT
BER201 Christian Beringer MIDDLE 6 2012 Withdrawn Student
HOL103 Margery Hollmann MIDDLE 7 2011 Withdrawn Student
IMP101 Hugh Imperato MIDDLE 8 2010 Withdrawn Student
KOT104 Amie Kotek MIDDLE 8 2010 Withdrawn Student
LEV101 Encka Levins UPPER 9 2009 Withdrawn Student
SIE302 Nita Sieber UPPER 12 2006 Withdrawn Student
PAIS01 Nelson Paiz UPPER 12 2006 Withdrawn Student

Total for Withdrawn in Registrar and Current Student in A/R: 7

Before proceeding with the Student Grade Update, you should make the necessary corrections
to these student records.

Step 1: Graduate information

In the first screen, enter the information for graduating students. The Diploma Date and
Graduate Type do not overwrite any values that already exist in student records (e.g., students
who graduated early).

Admissions year for new students;

any students with this admissions The class year of students
year will not have their current who are graduating Date the students will
grade advanced to the next grade receive their diplomas

student Grade Update (Step 1 of 7)

Type of graduation (in general,

Please specify the criteria to d ine the 4 to be yncluded in this p d enter key field values:

this is used to indicate whether
Admissions “ear for New Students 2008 students graduated)
Graduating Students Clazs Year lm Select the groups to which
) ; graduating students should be
Graduating Students Diploma D ate IDB-m -2006 EI Graduate Type IY 7 vl setin Registrar, Accounts
Student Group 4R Group Loans Group Receivable, Student Loans, etc.

Graduating Students should be changed to these groups IGraduate j IGraduate d IGraduale j
— Use these checkboxes to

Update Students with the following Student Groups Gtudent indicate the student groups
Fac/Staff Child that should be advanced
[ Maon-Student
1 Summer
] Exterded Day =l L1 Click the Next button to
proceed to the next step of
<Bevious | [ N> [  ceredl | | | the Student Grade Update
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You cannot proceed to the next step if you have not run the End-of-Year
updates in all of the appropriate modules; you will be notified of the
updates that need to be performed if you attempt to proceed.

Step 2: Delete graduating student data
In the second step, you can choose to remove data from graduating student records.

Student Grade Update (Step 2 of 4) [ ]

Please select the items you want to clear for Graduating students:

Use these checkboxes to
delete the data from all
graduated student records

Faculty Advisor [~ Shared Custom Fields @l
Home Room & HR Teacher

Do Delals I .t[ﬁ;:;licat\on Cuztom Fields
Locker Assignments [~ Mark Inactive in Frograms
To p|ace a checkmark in all of Transportation Details [~ Store Group

the checkboxes, select this Student Advisar

checkbox. You can then clear
any checkboxes you need to.

Medical Information

Discipling Details

Select sl
Click the Next button to

proceed to the next step of
the Student Grade Update et fes | e

Step 3: Delete withdrawing student data

You can delete student data from the records of students who are withdrawing at the end of the
year. (This does not affect information in records that have already been through the withdrawal
process, so you can ensure that deliberately preserved data will remain in the database.)

Student Grade Update {Step 3 of 4) E

Pleaze select the items you want to clear for students who are Withdrawing:

Use these checkboxes to
delete the data from all
withdrawn student records

¥ Faculty sdvisor [¥ Shared Custom Fields @l
¥ Home Room & HR Teacher (Al

[ Dam Detals ird »[ﬁfl:;lication Custom Fields ﬂl
¥ Locker Assignments | Course Requests
To p|ace a checkmark in all of ¥ Transportation Detailz ¥ Course Recommendations
the checkboxes, select this ¥ Student Advisor ¥ Mestear Classes

checkbox. You can then clear
any checkboxes you need to.

W Medical Information ¥ Mark Inactive in Programs

¥ Discipline Detailz [¥ Stare Group

kSe\ecl All
Click the Next button to

proceed to the next step of
the Student Grade Update \«Eravmu?l“[*ﬂeTl Cancel
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Step 4: Overview of changes to be made

Before you proceed with the Student Grade Update, you can use this screen to make sure that
the data match your estimations of what should be updated. If the information does not look
correct, go back and review the data in your database before continuing.

You are now ready to start the Student Grade Update process. — Students in these
Students with one of the follawing Student Group valW Stllijcé)ent ach AéR GrOUpS
Student, Fac/Staff Child wi e up ate
Mumber of items selected for update 83 Number of student records
Graduating Students gioups will be changed as follows: that will be updated
Student Group  Graduate
A7R Group Graduate — These are the values that
Loans Group  Graduate will be applled to graduating
Graduating Students Diploma date will be set to 05/01 /2008 and Graduate Type will be set to ' students

Presz the START button below to begin the update.
Click the Start button to

perform the irreversible
Cancel | Student Grade Update

<¢ Previous

Updating the Students
The Status will display the IDs and student names of the records as they are processed.

When the process is complete, the status will read, “Grade Update successfully completed.”
Click the Done button.

If for some reason you attempt to run the process again for this year, you will be informed that
the process has already promoted students and that those records will not be updated again.

Student Grade Update {Step 4 of 4) [ ]

Status

Processing 14 of 83 Students...
Currently Processing Student ARG102 - Penelope Adria Arganis...

Withdrawing Students Page 24 Release 90 _1



Senior Systems, Inc.

April 2006

Rules

The following tables show in detail the rules for withdrawal notifications. Keep in mind that
these are only enforced if you selected Enforce Notifications in Student and A/R Group
Maintenance, as applicable. Obviously, the system does not enforce notifications to modules
your school has not installed.

Midyear (i.e., This Year) withdrawal:

W/D CURRENT STATUS NOTIFICATION RECIPIENTS BY APPLICATION
STUDENT A/R
MODULE
GROUP GROUP RG AR AL EM FA SC SS AD SL
RG, DN, PL Student Student Y Y 4 6 4 Y N Y N
AR Student Student Y Y 5 6 1 N 2 Y 7
RG, DN, PL Student Withdrawn Y N Y N N Y N Y N
AR Withdrawn Student N Y Y N 1 N 2 Y 7
EM Student Student 3 3 N N N N N N N
SS Student Student N 2 N N N N Y N N
Conditions

Y: Yes, enforced

N: No, not enforced
1: If the withdrawing student has a financial aid record in current or future aid years

2: If the withdrawing student’s A/R account is set as a Bill To account (self or other) in for
SUMMER ScHooL with current transactions

3: Withdrawal process in ENROLLMENT MANAGEMENT works different from other modules. In
EM, when the user withdraws a student, the system will send notifications to A/R and RG
module users and will not provide other options. Notification recipients in A/R and RG will
initiate their module-specific withdrawal process to complete the student’s withdrawal.

4: If A/R is installed then No, otherwise Yes. For FINANCIAL AID, include condition 1.
5: If RG is installed then No, otherwise Yes

6: Yes if A/R or RG initiates the withdrawal. No if A/R or RG withdraws the student based on
notification sent by EM

7: If the withdrawing student has a STUDENT LOAN record

Next Year withdrawal:

W/D CURRENT STATUS NOTIFICATION RECIPIENTS BY APPLICATION
STUDENT A/R
MODULE
GROUP GROUP RG AR AL EM FA SC SS AD SL
RG, DN, PL Student Student Y Y 10 11 13 Y N Y N
AR Student Student Y Y 10 11 12 N 14 Y 16
RG, DN, PL Student Withdrawn Y N 10 11 N Y N Y N
AR Withdrawn Student N Y 10 11 12 N 14 Y 16
EM Student Student 15 15 N N N N N N N
Conditions

Y: Yes, enforced

N: No, not enforced
10: No immediate notification will be sent to ALumNI/DEVELOPMENT. Notification to AL will be

dispatched from the Student Grade Update process.
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11: Yes if A/R or RG initiates the withdrawal. No if A/R or RG withdraws based on
notification sent by EM.

12: If the withdrawing student has financial aid record in future aid years
13: If A/R is installed No, otherwise Yes. For Financial Aid includes condition 12.

14: If withdrawing student’s A/R account is set as a Bill To account (self or other) for
SUMMER ScHooL students with current transactions

15: The withdrawal process in EM works differently. In EM, when the user withdraws a
student, the system will send notifications to A/R and RG users and will not provide other
options. Notification recipients in A/R and RG would initiate their module-specific withdrawal
process.

16: If withdrawing student has a STUDENT LOAN record
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