Entering a Part-Time Enrollment =
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General Information

e When a student moves to and from a part-time or full-time status during the year, use a Remained
Other start and end status code. See the “Enrollment Start Status Codes” and “Enrollment End Status
Codes” documentation for more detail.
*NOTE: Be sure to create the new enrollment BEFORE end dating the old enroliment. This preserves the
student’s attendance.

o If astudent was part time at the end of the year and is returning as a full time student, leave their start
and end status Remained Advanced. Also be sure to change their Percent Enrolled to 100 and remove
their Part Time check box.

Elementary

Entering an Enrollment

When entering a part time enrollment for a student, the following fields must be filled out on the Enroliment
e General Enrollment Information Area

o Service Type

=  P:Primary: Use if this is the student’s primary enrollment for the district. The
enrollment should ALWAYS be marked as primary unless a student is dual enrolled in
the district.

= S: Partial: Use if a student is dual enrolled in the district and this is not the primary place
of enrollment.
*NOTE: This will only apply to enrollments in Jefferson High School, Jefferson City
Academic Center, Southwest Early Childhood and Early Childhood SPED

= N: Special Ed Services: DO NOT use this service type.
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e State Reporting Fields Area
o Percent Enrolled (Out of 100)
= Use the chart below to calculate the percent enrolled based off the number of periods

the student attends in a day

*NOTE: This is not based on the number of periods the student is scheduled into in
Infinite Campus. Ex: A student comes for just Art, Music, and PE. The student will be
scheduled into 3 periods in the Infinite Campus Schedule but is only attending one
period a day therefore the percent enrolled would be 17.

**NOTE: If there is a partial enrollment, the percent enrolled needs to add up to 100
between the primary and partial enrollment.

Percent Enrolled Chart

Number of Number of Percent Number of Number of Percent
Days Attending | Periods attending | Enrolled Days Attending | Periods attending | Enrolled

1 3.33% 1 10.00%

2 6.67% 2 20.00%

1 3 10.00% 3 3 30.00%
4 13.33% 4 40.00%

5 16.67% 5 50.00%

6 20.00% 6 60.00%

1 6.67% 1 13.33%

2 13.33% 2 26.67%

5 3 20.00% 4 3 40.00%
4 26.67% 4 53.33%

5 33.33% 5 66.67%

6 40.00% 6 80.00%

1 16.67%

2 33.33%

5 3 50.00%

4 66.67%

5 83.33%

6 100.00%

o Part Time Student
= Mark this box if their percent enrolled in the enrollment is under 100 percent.

*See Example Enrollment Below
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Example:

Student attends Moreau Heights from 1:00 — 3:15 pm M-F. Based on the chart above the student is attending 5

Days a week for 2 periods which is 33.33%

Step 1: Create the new Enrollment with the following information:
Start Date: First Day of new schedule
Start Status: R103
Start Comments: From FT to PT
Percent Enrolled: 33.33
Part Time Student Box: Checked
Click Save

Summary Profile I Enroliments I Schedule Aftendance Flags Grades Transcript @1
) seve  [E wewEnroiment istory [ Documens

Enroliment Editor

Edit | Grade | Type | Calendar | Start Date | End Date {
Ed 02 P 1819 Moreau Heights Elementar 08/1672018 N

£ 02 P S518-19 Moreau Heights Elemen 0512912018

g 01 P 1718 Moreau Heights Elementar 031712017 0S/17/2018

g 0 P 85 17-16 Moreau Heiahts Elemen 05/30:2017 06/22/2017 e

B General Enroliment Information
Calendar Scheduls Grads Class Rank Exclude External LMS Exclude

5 &

*Start Date Mo Show End Date End Acfion *Service Type
{l0ain320:5 — [ I | v | | P: Primary v
*Start Status End Status
R103: Remained: Other v | v
Transfer To District _ Transfer To School

Select a Value

=) {
© End Comment

B Future Enrollment

Next Calendar Next Schedule Siructure Next Grade

|H

O State Reporting Fields
State  Homeless HomeSchooled Migrant Indicator
Exclude | NH: Not Homeless O | NM: MOT MIGRANT v

Tile1  Titie3
v 0
A+ Student Seclion 504 MO Opiion Prog  8th Tech Lit i
o0
" Residing  “Residing County )
| select a vaue v Sohool | Gog(oe) x |x|
o, —

Step 2: End the previous enrollment with the following information:
End Date: Last Day of old schedule
End Status: RO03
End Comments: From FT to PT

Summary Profile Enroliments Schedule Aftendance Flags Grades Transcript Cra])

n Save Delete E Print Enroliment History B New B New Enroliment History E Documents

Calendar Schedule (read only) “Grade Class Rank Exclude  Extemnal LMS Exclude
18-19 Moreau Heights Main ¥ 0 0
*Start Date Mo Show End Action *Senvice T
081162018 =] O L P hd
*Start Status Status
R101: Remained: Advanced R003: Remail Other r |
Transfer To District Transfer To School
| Select a Value | v | 1
Start Comments e 4
From FT to FT|
7 g
2 Future Enrollment
Mext Calendar Mext Schedule Siructure Mext Grade
v

L v
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Step 3: Create a new section under the correct “Attendance Course marked for the correct amount of days and
periods

Section Number: Next available section number in the Attendance Course

Position Code: 60

Semester Code: 0

Mark the periods attending for the specific days in the section placement area

Create Section

Indos Search -
This tool il create a new section

Course/Section v

Search Course/Section

Advanced Search Teacher Display Name

Lunch Gount Mk Gound Adull Gount
»023.0 Art-Skills 8 Hahits K B 0 [u] 8] i
Dual Credit Site Cade
»038.0 Music-SKills & Habits K v
Room Skinny Seq Homeroom
»043.0 PE & Health-Skils & Habits K i o
»100.1 Grade 1 Attendance Hide Standards On PortaliCampus Student
8]
101 At Oniine Leaming (Override)  Exteral LIS Exclude
- 4021 Mugic 1 (I =]
Primary Teacher

»103.1 PE & Health 1

There is no active primary teacher for this section.

> 110.1 Reading 1

» 1111 Language 1
> 112.1 Writing 1
> 113.1 Matn 1

»114.1 Science 1

»115.1 Social Studies 1

1191 Habits & Parent Comments 1
~ 1281 Art-Skills & Habits 1 Gmiei e
*138.1 Music-Skills & Habits 1 Course Time Unil_

apits 1 Test Method

¥ 200.2 Grade 2 Aftendance
Ty McGeorge. Danielle [ ]
Assignment Number
2) Schell, Theresa
3) Basinger, Brittany
4) Sexton, Claire Early End

5) Connelly, Cindy

Deivery Hethod
» 2012412 A

222 wusic 2 [ | F

(all ]
oo
00
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0o
00D
00D
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00D
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Step 4: Add teacher to the Staff History tab
200.2-6 Grade 2 Attendance

Teacher Nope Azzigned

Staff History Roster Aftendance Grading B
)| New Primary Teacher B New Teacher E New Sd

Name | Assignment Start | Assignment End

There is no active primary teacher for this section.

Section

Assignment Start and End date fields should remain blank unless staff members start worly
scheduled term, or stop working in the section before the last day of the last scheduled tel

Access to this section is controlled by Access S and End dates. To end a user's accessy

Staff History Detail

*Name Disirict Assignment
Schell, Theresa v |Classmorn Teacher ¥ |

Start Date

Access to Section Dates
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Step 5: Add new course/section to student’s schedule

Go to the students Schedule Tab

Select Walk-In Scheduler Button

Select Search Button

In the section Search Enter the following:
Start Date: First Day of new Schedule
Teacher: Classroom Teacher
Click Search
Select the section just added
Select OK

Summary Profile Enroliments Schedule Attendance Flags Grades Transcript Assessmey
Table - Group by Course (All Terms) ¥ E Display Active Courses Only E Print OR | Choose a report option ¥ Walk-in Scheduler n scned:
erm Q erm Q Q
08/16/18-10/17118 0118118 : 03/08119
200.2-2 Grade 2 Attendance (M. T. W, Th. . W 2 HR ER) 200.2-2 Grade 2 Attendance (M. T. W, Th, F. \W 2 HR ER. F 3 HB@ER) 200.2-2 Grade 2 Attendance (M. T. W, T
Schell, Theresa Schell, Theresa Schell, Theresa
E
ESTaNT or Remova EnTraT Enonmen a;
200.2-2 Grade 2 Attendance (M. Summary Profile Enroliments Schedule

200.2-2 Grade 2 Attendance (M. T, Vi, T,

Schell, Theresa Schell, Theress
E

& Courj

(% Load [ Unioad [ Eng [ Rest
EffeciveDate | [ TemETwryers v

Summary Profile

Table - Group by Course (Al Terms) ¥ E Display Active CoursCug

[% Load [ Unioad [F End [ Restore (¥ Student Requests

Section Search

Tems W1 # 2 ¥ 3 s

StaiDate  [omppiz e
= 9132018 |75
08/16/2018 - 101772018 o

200.2-2 200.2-2 [! Course Name
(M. T W, Th, . W2 HR ER) Grade 2 Attendance | (M. T. W Th, F W2 b, S <
20022 200.2-2 T
(M. T. W, Th, F. W2 HRER} Grade 2 Atlendance | (M, T W, Th, F W2 Schell
20022 200.2-2 ]r
(M. T, W, Th, F. W2 HR ER) Grade 2 Atfendance | (M. T, W, Th, F W2 K Period —
200 2-2 200.2-2 ! Schedule —
(M. T, W, Th, . W 2 HR ER) Grade 2 Atiendance |{M, T, W, Th, F W
20022 200.2-2 3
(M. T. W, Th, F) Grade 2 Atiendance (M. T, W,_Th, F) Grads | Search |
20022 200.22 b
(M. T. W, Th, F) Grade 2 Atiendance (W, T. W_Th, F) Grad®

EMPTY A

EMPTY T

EMPTY -

EMPTY. -+

{ 210.2-2 (0) Schel, Theresa T-Q'1-Q4 P-Courses IEPS: 0

211.2 Language 2

Step 5: End Date old schedule
Select the old section in the schedule
Enter an End Date of the students last day in the old schedule
Click Save

Summary Profile Enroliments Schedule Attendance

| Table - Group by Course (All Terms) ¥ | E Display Active Courses Only

[ Load [ unicad [ End (¥ Restore [ Student Requests

EffectiveDate | [75]  Terms 1@ i3 ¥l g

20022 200.2:2
- 2 HR ER
0
p 2 HR ER
21
i} 2HRER
200
i, 2HRER
200
M, ade 2 Afte}
200
M, ade 2 Atfel
Starf
200
i ade 2 Attel
200 )
Modiied by: Talken, Jill
1| losieizn1a 10:29:00 -0500 ads 2 Alle
ourses [Z]]
pecials [Z1]
En
En
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Summary Frofile Enroliments Schedule Attendance Flags Grades Transcript Credit Summary Assessment Eehavior

| Table - Group by Course (Al Terms) ¥ | E Display Active Courses Only E Print OR E Walk-in Scheduler n Scheduling Messenger
S— :

Q erm G Q4
08/M16/12-10 B D/18/18 B 01/0 9-03/08/19 | 0-0
200.2-2 Grade 2 Attendance (M, T, W, Th, F, W 2 HR ER) |EMPTY EMPTY EMPTY
g -
e”‘ Theresa EMPTY EMPTY EMPTY
Drop: 08/31/2013 EMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY
200.2-2 Grade 2 Attendance (M, T, W, Th, F) 200.2-6 Grade 2 Attendance (M. T. W, Th, F}|200.2-6 Grade 2 Attendance (M. T, \W, Th. F} 200.2-6 Grade 2 Attendance (M. T. W, Th. F),
Schell, Theresa Schell, Theresa Schell, Theresa Schell, Theresa
]
Drop: 08/31/2013 1

200.2-6 Grade 2 Attendance (M. T, VW, Th. F)
Schell, Theresa

:
Start: 08032018
0 - EMPTY EMPTY EMPTY EMPTY
pecia EMPTY EMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY EMPTY
Pla - EMPTY EMPTY EMPTY EMPTY 5
Secondary

Entering an Enrollment

When entering a part time enrollment for a student, the following fields must be filled out on the Enroliment
e General Enrollment Information Area

o Service Type
=  P:Primary: Use if this is the student’s primary enrollment for the district. The
enrollment should ALWAYS be marked as primary unless a student is dual enrolled in
the district.
=  S: Partial: Use if a student is dual enrolled in the district and this is not the primary place

of enrollment.
*NOTE: This will only apply to enrollments in Jefferson High School, Jefferson City
Academic Center, Southwest Early Childhood and Early Childhood SPED
= N: Special Ed Services: DO NOT use this service type.
e State Reporting Fields Area
o Percent Enrolled (Out of 100)
= Use the chart below to add up the percentages based on the period(s) the student

attends every day.
**NOTE: If there is a partial enrollment, the percent enrolled needs to add up to 100
between the primary and partial enrollment.
o Part Time Student
=  Mark this box if their percent enrolled in the enrollment is under 100 percent.
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TJMS, LCMS, & JCAC Middle

Percent Enrolled Chart

Number of Periods Percent
attending in a day Enrolled

1

13.33

13.33

13.33

20.95

13.33

13.33

2
3
4
5
6
7

12.38

Jefferson City High School

Percent Enrolled Chart
Number of Periods Percent
attending in a day Enrolled

1 12.86
2 12.86
3 12.86
4 18.57
5 18.57
6 12.86
7 11.43
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Jefferson City Academic Center

Percent Enrolled Chart
Number of Periods Percent
attending in a day Enrolled

1 18.81
2 18.81
3 25

4 18.81
5 18.57

Capital City High School

Percent Enrolled Chart
Number of Periods Percent
attending in a day Enrolled

1 13.33
2 13.33
3 13.33
4 13.33
5 21.19
6 13.33
7 12.14
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Example:

Student is attending at Jefferson City Academic Center (P: Primary) during periods 2 & 3 (39.9%) and attending
at Jefferson City High School (S: Partial) periods 5 (29.19%) only.

Summary Enroliments Schedule Aftendance Flags Grades Transcript CreditS

n Save B Delete E Print Enroliment History B New B New Enroliment History

Enroliment Editor

Grade | Type Calendar Start Date
P 16-17 Jefterson City Academic 08/18/2016
B " P 15-18 Jefferson City Academic 10/2002015 05/1912016
B‘ " P 15-16 Jefferson City High Scho 08/20/2015 10/18/2015
&3 10 P 14-15 Jefferson City High Scho 09252014 05/20/2015 v

8 General Enroliment Information

Calendar Scheduls (r=ad only) “Grade Class Rank Exclude  External LMS Ex
16-17 Jefferson City Academic 1 = -

Summary Enroliments Schedule

u Save B New Enroliment History

Altendance Flags Grades Transcript Credit Summd

Edit |Grade |Type | Calender | Start Date | End Date
12 P 16-17 Jefferson City Academic 08182016 -
1" P 1518 Jefferson City Academic 102002015 05192018 E
1 P 1516 Jefferson City High Scho 0872002015 101912015
10 P 14-15 Jefferson Citv Hiah Scho 097252014 ospo201s T

2 General Enroliment Information
*Calendar

8-17 Jefferson City Academic v

*Schedule *Grade
1

Class Rank Exclude External LMS Exclude

*Start Date No Show End Date End Action *Seniice Type Start Date No Show End Date End Action *Service Type 1
osnez0ne 1] §) L [ | Py aneanrs [ ) | m v |5 Form
“Start Status End Status *Start Status End Status
R101: Remained: Advanced v | v | R103: Remained: Other v | v
Transfer To District Transfer To School Transfer To District Transfer To School
| s e - | | se Alue [x)
Start Comments | End Comments Start Comments End Comments
From JCAG PT (periods 5 Only) i
) ] Al )
S Future Enroliment = e Enro
Next Calendar Next Schedule Structure Next Grade Next Calendar Next Schedule Structure Next Grade
O state Reporting Fields = Reporting Fields
State  Homeless HomeScheoled Migrant Indicator State  Homeless HomeSchooled Migrant Indicator
Exclude | NH: Not Homeless v | NM: NOT MIGRANT Exclude | NH: Not Homeless vl O | N NOT MIGRANT v
8] - ]
Immigrant  GifteciTalented Tile1 T3 Immigrant  Gifted/Talented Title  Titled
[M:Mo v | | NI Not Identified v O | N:No ¥ | | NI: Not Identified v O
Percent Enrolled(Cut OF 100) Part Time Student | A+ Student Section 504 MO Option Prog  8th Tech Lit Fercent Enrolled(Out Of 100) Fart Time Student] A+ Student Section 504 MO Option Prog  8th Tech Lit
vl 0 0 T 22,19 [F] a O [ ] '
Rssidingistsitim— N Residing  *Residing Count L = Residing  *Residing County
R 3 o e PP dea 1 [ I
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