
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose Entity 999  
 
SM/CO/DC - Open School   
 
Building\Building Room Codes – BB  
 
Click “RUN” 
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Click “Add” 
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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  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.   
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click “Yes” 
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Click “Add” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.   
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
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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. 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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: 
 
1. Choose “Entity 999” from he Entity list screen. 
2. Click the “Student” button. 
3. Click the “+Add” button. 
4. 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). 
5. Type the name of the student that you are creating the E/W record for. 
6. 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: 
 

1. Click the “E/W” tab. 
2. Click the “Withdraw” button. 
3. Enter the School Year and Date the student withdrew from the previous school. 
4. Set Advanced equal to “No” and Retained equal to “No”. (this should be defaulted to “no”) 
5. Enter the withdrawal code of “TO” (Transferred Out of District). 
6. Set the student to “Inactive” for both Current Year Status and Next Year Status. 
7. Uncheck all of the following boxes:  Include in Rank, Include in Honor Roll, and Current Year Member. 
8. Click “OK”. 
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