Adding New Schools for use in Entity 999
(This only pertains to High Schools)

Buildings contain the address (only city and state are required for the WA transcript) and are attached to
schools. Path: Student Management/Codes/District Codes/School/Building.

Edit or add the building (while in Entity 999), attach the default school and add the zip code, which defines the
city and state.
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ser I pv&nx Sign Im Time: 7431 ek Dictiict Code Maintenance - DC -
3 Sddress - AD

ﬁ‘-@ E g Calendar - Cé,
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Choose Entity 999
SM/CO/DC - Open School
Building\Building Room Codes — BB

Click “RUN”
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999 - SM'CODC'\SC\BB - 655 - Building List

Buildings

Descripkion o Select

ADAMS + &dd
0z BAR.GE-LINCOLN —_—
07 GARFIELD &/ Edit
05 GILBERT Delete
09 HOOVER: Ellrepart
101 ADAMS ELEMENTARY 101 ™ s
102 BARGE LINCOLN ELEMEMTARY 102 m
104 DISCOVERY LAE SCHOOL 104 '
107 GARFIELD ELEMENTARY 107 @ Close
108 GILBERT ELEMEMTARY 108
109 HOOVER. ELEMEMTARY 109
11 KING hd

Combinations Used: 1 Building: I

Click “Add”

999 - SMhC0DCYSCLBB - 655 - Building Maintenance

Building Code: ¥ 0K

Shart Description: M cancel

Long Descripkion:

Default School I_ ﬂl ﬂ

Lacketr Combinakion Set: |1

Address |
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NOTE: If the school you are adding already exists in the “School Codes” area, you need to make sure the
“Building Code” used is the same as the code used under “School Code” or you will encounter problems.

Tip: by clicking the I.l- . icon — you can sort by the name of the school so you don’t have to scroll all the
way through looking for the school you need.

The “Default School’” needs to be the same as the “Building Code”. If the same code is not currently
available under “Default School” you need to add it. You will get the message below if the code doesn’t
already exist.

.%9 - 5MYCONDCY SO BB - 655 - Building Maintenance

Building Code: IEF'-F 0K |
Shark Description: [SAFECO SCHOOL 3¢ Cancel| r% E"T:l:-,
y

Long Description: [SAFECO SCHOOL MCLB Eldtity

Default School ISF'.F Afser ﬂ

Locker Combination Set: Il_

Address |

IEnter the code of the default Schoal For this Building. @Dmﬁ&tmn S

qﬁ-; IThE #dd button allows vou ko add records. @Dmuﬁgmaﬁm
b -] Student Tnfo - 5T T ‘1
Vg (1 Testing - TE Go To Code Maint

¥

pe
I

f Texibock E.ndes TC Current selection: SAF <SAF > does nok exisk,
-] Tranzpartation - TR would you like ko go to Default School

G--["] Vocational Ed Codes - VE code maintenance?

Maintain Building)Building Room Codes

Click “Yes”
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2949 - SMYCOLDCYSCYBE - 655 - Schools Available For This Entity

Enkity Mame: ok of Diskrick
- Select |
School| Schoal - o= Add
Enkity |Code  [Murnber [Name };/v ——
999 101 02592 ADAMS ELEMEMTARY PS5 7" Edit
990 999 00000 OUT OF DISTRICT 999 DE|EtE|
092999 0SYEAR IS 6TH GRADER Eepnrt|
990 ¥R 09999 '0SYEAR IS 8TH GRADER Kz 12 999 ® Close |
999 xI5 09999 (WAS CATROMN WHEN THEFE) Kz 1z 999
999 KT 092999 5TH GRADE TO ST&FF RM Kz 1z 999
990 XU 09999 A C DAVISHIGH SCHOOL Kz 12 999
909 XY 09999 A, EAYENWORTH Kz 1z 999
Click “Add”

999 - SM'\CO\DCYSC\BB - 655 - School List

Enkity: Pk af Diskrick

Schools

Code [Schoal Mame « Select
S84 CASTLEVALE PS PS- 6 39007 + 2dd
585 CHILDREMS YILLAGE PP - K2 39007 S
SO0 YAKIMA ALTERMATIVE SCHOOL 6-12 39007 M
655 Y5O CEMTRAL REGISTRATION SCHOO  PS - 13 3900 Delete
675 YAKIMA YALLEY TECH SKILLS CEMT 8-137 EllReport,
699 13TH GRADE SCHOOL ® Close

QT OF DISTRICT -

'05YEAR IS 6TH GRADER w2 - 12 (99999

chool Information

Principal:

— AT N S S, e Sy

Click “Add” again and add the appropriate information. You do not have to enter a principal
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Note: The district button contains Washington State county/district numbers; if the number you need is not
available you may add it.

9949 - SMCO04DCYSCYBB - 655 - School Maintenance

Entiby: Out of District o K
Code: 5AF  School: [SAFECO SCHOOL 3 Cancel
Principal HHLII"-.ITEFL CYNTHIA 4|HUNTECYNDD1 ﬂ
District  [SAFECO SCHOOL DISTRICT [wa #2121 ﬂ
Calendar: —i'ashinghon
Grades; I‘E'— Thru: IIE— Phone: II{DDD}I Q00-0000 RemNecessary: N
Schaoal #: IW Cirg #1 ID— Fax: II:EIEIEI]I Q00-0000 Firé Frotection:

Sch Ent Grd Lyl

¥ public
Sch Building L+l:

Chapter 1)Title 1 Schoal: Mo " Private
W' Info |
Kindergarten Ind: I_

Entity School Cross-Reference

E

Delete
of Default

IDDuI:lle-n:Iin:k left mouseAsitkon ar press Enker to edit highlight @Dmﬁ&mﬁm

Click “Add” and select the “999” calendar and make it the default

Click “OK”
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At this time you need to enter an address for this school — click “Address” and enter the ZIP code that will then
define the City and State for this school. For transcript that is all you need.

Entering the ZIP Code will give you a pick list from ADDRESSES and you select the one with just the City and
State.

999 - SMYCO4DCYSCYBB - 655 - Adoress Selection List
Address Sart: IZip code 'I
™ Addresses + Select |
Street b |Mumber [SUD & umber YRO Box [zip_ [Zip+4]City and State Address Line 2 2| tiondw|
AKIME W + add
YREIMA Wi 1002 M. 16TH AVE —
27 Edit
755 YREIMA Wi 2807 SHELTON AVE
815 Q893 YAKIMA Wi %l
8256 9A90Z YAKIMEA Wh () Utilitvl
9z4l 98902 TAKIMA Wit P59 Histary
80 08902
S01 08902 o ﬁl
a9 5902 .
1420 5902 FREIMA WA
1501 5902 YREIMA Wi
1701 apPT 2 95902 YAEIMA Wa -
Lookup: | Street | Zip Code lgagnz
Direction: I Mumber: I SUD #: PO, Box: I

Building Code: |N"|"C o DK I
Short Description: |¥ANKEE FIELD Xca r‘u:elI

Long Description: [YAMNEEE I?;EIELD

Default Schoal [vANKEE FIELD ﬂlm ﬂ
Locker Combination Set: Il_

Address |

Enter the code of the default School For this Building. @Dmuﬁgmamn
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When you have your screen with the address shown below, Click “OK” and “Close” you are done and ready
to use this code in the E/W record for students which will be read by transcript when you enter historical grades.

999 - sM4CO%DICWSC5BE - 655 - Building Maintenance |

Building Code: IN‘I"C v QK

Shork Descripkion: [YAMKEE FIELD Iga ncel
Long Descri%n: W AMKEE FIELD
Default School [¥ANKEE FIELD £|rw-:: ﬂ

Locker Cambination Sef: Il_

Address |

W EEIMA W' 95902

The Ok butkon accepts all entries. @'Dncuﬁ'ﬁ&cntatinn

Note: You enter the students’ (historical) courses and grades in your entity — not in 999.
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Entry/Withdrawal Record for Entity 999
(Grades 9-12 only)

Note: Before creating an E/W record in Entity 999, enter the student in their appropriate current entity
(if you are not the one responsible for this, be sure they are already entered).

To create the Entry record:

HPwnhE

Choose “Entity 999 from he Entity list screen.

Click the “Student” button.

Click the “+Add” button.

Enter the parameter information as noted in Step 7 (these are your defaults ... they should match the criteria

in #7, your defaults may already be set up for you, you may edit them if you need to).

o o

Type the name of the student that you are creating the E/W record for.
Select the appropriate student from the drop down list. The student’s demographic information will

automatically fill in.
7. Make the following updates to the student’s record, if not already setup in step 4):

Change the Enrollment Date to the date the student enrolled in the previous school.

Percent Enrolled equal to “0”.

Enter and Entry Code of “ENT”.

Enter the correct code for the previous school attended (shown at the beginning of these instructions —
always check for the school before attempting to add a new one)

Set student type of “Regular”.

Enter the appropriate resident district code (NOTE: If the previous school attended was not in
Washington State, choose 99999 for the resident district code, add or update the school information if

appropriate).
Click “Finish”.

To create the Entity 999 Withdrawal Record:

WSD

NG~ WNE

Click the “E/W” tab.

Click the “Withdraw” button.

Enter the School Year and Date the student withdrew from the previous school.

Set Advanced equal to “No” and Retained equal to “No”. (this should be defaulted to “no”)

Enter the withdrawal code of “TO” (Transferred Out of District).

Set the student to “Inactive” for both Current Year Status and Next Year Status.

Uncheck all of the following boxes: Include in Rank, Include in Honor Roll, and Current Year Member.
Click “OK”.
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