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Window
Searching for a Person

Inactivating a Student

Information

1. From the Index, expand the
Student Information folder by
clicking on the plus (+) sign.
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Wrm_j 2. Select the General folder.
s (I 3. Select the Search tab, Search by

e Student. In the Advanced Search

- e s window, search by last name, first
st name or student ID. Click the
e Search button when finished.

4. A list of students that matched
the input criteria will appear in the
Search index on the left.

Inactivating a Student

1. Select the Enrollment tab.
77 Select the current line of

enrollment which is the top line,

Enroliment Editor
Edit |Grade  |Type | Calender Start Date Enel Date bO I d one, no end date (hover
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Stan s 2 over the line and click to select).
B‘ 06 - P 415 03-04 O7/25/2003 0512512004

Start Status. 60

End Slatus:
B’ 05 P 408 03-04 06/24/2003 0712412003

Start Status: 21

End Status: 60
B‘ 05 P 27002-03 06/2412002 053002003

Start Statws. 21

End Slatus:
B’ 04 P 27001-02 07 j2r20041 0553 2002

Start Status: 21

In the General Enrollment
"I Eoveliment Schadu\e (read only) *Grade Clazs Rank Exclude I nfo rm ati 0 n Sect i On :

e roson ‘533# = - 1. Enter in an End Date.

[ 02 Cortinuous in same school with no interruption | o v 2. Se I ectan En d Statu S COd € fro m
the drop down.

| | 3. Enter in an End Comment, if

leaving DPS or Projected/future
School Name, City, State,
———— . School year, Grade.
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These fields will be entered based on the Request for Records information sent by the

Non-DPS school. Refer to the Adequate Documentation Quick Reference Guide for

guidelines on how to complete the District Defined Elements.

Infinite Campus data confidentiality must be maintained in accordance with DPS Board Policy JRA/JRC.
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