BCeSIS

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Han dbook

Pre-Transition

Reference Guide

v 1.0

Jan. 31, 2007



Copyright
© 2004 The Province of British Columbia (The Ministry of Education)

All documents and material in this resource are copyright to Her Majesty the Queen in Right of the
Province of British Columbia and includes the Ministry of Education.

Permission to copy and use this resource in part, or in its entirety, for non-profit educational
administration purposes within British Columbia is granted to British Columbia School Boards and
Independent Schools that are signatories to a Memorandum of Understanding or Service Management
Agreement with the Ministry of Education for their participation in the Common Systems Initiative (CSI).

eSIS™ js a trademark of The Administrative Assistants Ltd.

Warranty Disclaimer

This information is provided as a public service by the Government of British Columbia, Box 9411,
Victoria, British Columbia, Canada V8W 9V1.This document and all of the information it contains are
provided "as is" without warranty of any kind, whether express or implied. All implied warranties,
including, without limitation, implied warranties of merchantability, fithess for a particular purpose, and
non-infringement, are hereby expressly disclaimed.

Limitation of Liabilities

Under no circumstances will the Government of British Columbia be liable to any person or business
entity for any direct, indirect, special, incidental, consequential, or other damages based on any use of
this document or any other document to which this document is linked, including, without limitation, any
lost profits, business interruption, or loss of programs or information, even if the Government of British
Columbia has been specifically advised of the possibility of such damages.




Table of Contents

Introduction 4
Elementary School 5
Secondary School 9
Pre Transition List 12

Page 3 of 13

BCeSiS Handbook — Pre-Transition



Introduction

When all the next year setup steps are completed the Do Pre-
transition process can start.

The Do Pre-Transition process is completed twice, once for
students moving to the next grade and again to move students to
the next school.

Pre-transition is the process of assigning students to the grade
and school they will be attending the following year.

Pre-transition must be completed prior to running the Master
Timetable Builder.

The Master Timetable Builder must be completed prior to YET.

All schools in the district must perform pre-transition. These tasks
are completed by most jurisdictions at some point between
January and May of the school year.

Pre-Transition of Students

This functionality affects groups of students in different ways:
Students remaining in the school will have their Next Grade set.

Students transitioning to a new school for next year will have both their Next Grade and
Next School set. In this case, Cross Enroliment records are automatically created for
the transitioning students. This cross enrollment record gives the ‘receiving’ school the
ability to enter course selections for next year.

Do Pre-Transition
When the schoal first enters the Do Pre Transition window, Defaults will display if the Next
School has been set in School Details.
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Elementary and Middle Schools

e Set the Next School field to your school- most students will be returning.

e The Admission Date field may automatically populate based on the school
schedule for next year. If not, manually enter the date (usually the first day of school for
next year).

ition

CHP  [CHILKAT PRAIRIE ELEMENTARY D

Set the Next School field
Chilkat Prairie Elernentary to your school
06-SEP-2006

Select appropriate
Admission Code

Select Apply

Select All Students

e Select the appropriate Admission Code (Re Entry No Interruption). In this case, where
students are remaining at the same school, the Admission code will not affect
enrolment records but is a required entry for this process.

¢ No Withdraw code is required

e The first time Do Pre-Transition is processed, run it for all the students in your school
by selecting the All Students radio button.

e Select the Apply button.
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e The second time Do Pre-Transition is processed, run it for the transitioning grade. In
this example, grade 7 students will be leaving the current school. Select the By Grade
radio button and the appropriate grade from the drop-down list that appears (grade 7)

e Set the Next School default to the school where the majority of the
transitioning students will attend.

¢ The Admission Date may automatically populate based on the School Schedule for the
Next School. If it does not populate, you must enter an
Admission Date

e Select the appropriate Admission Code (required) and Withdraw Code from the drop
down menus

%3 Do Pre-Transition

GHILKAT PRAIRIE ELEMENTARY aED

Set Next School to

Dawson Mauntain Sec Schoal where most students
will transfer
(06-5EP-2006

Re-eniry, Mo Interruption

grade gradelschool Select Apply

Select By Grade and appropriate Select Overwnte next

e Select the Over-Write next grade/school radio button so that the previous information in
these fields will be updated.

e Select the Apply button. Window pops up — click Yes.
A temporary Cross Enrollment record will be created for the students being
transitioned to a different school.

¢ For students leaving the school the YET process may use the Admission Date and
Admission Code used here.
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ion Report

CHP

CHILKAT FRAIRIE ELEMEMTARY g

| Pre-Transition Repart |

Select Grade 7 and
Students Leaving

e Select Print Icon to view the Pre Transition report for Grade 7 Students Leaving

STU590R 4.0.08

Chilkat Prairie Elementary

Training Database

Pre-Transition Report
Students Leaving

Page:

Run Date: 29 Jan 2007 10:20 AM

________ —NEXT YEAR INFORMAT ION —

Total Students : 2
* End of report *
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Next Next Expected Next Next  Transition
Student Name Grade Home Room Pupil No. Hrm 1 Hrm 2 Grade Grade  School Withdraw Code
Dawson, Beth 07 1008 244868 w8 [ ] o8 08 ]
Paton, Dusanka o7 1008 244716 s [ ] o8 08 i
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In the example displayed above, Chilkat Prairie Elementary School is transitioning their Grade
7 students to Dawson Mountain Secondary School for the start of the next school year. Once
applied, Chilkat Prairie may access the Pre-transition List screen and alter the Next School set
for students transitioning to schools different from the one set as the default.

e There is no need for Chilkat Prairie Elementary to run this process again unless they
have a large number of new admissions.

e All changes to ‘Next School’ should be made on the Pre-transition List
screen.

-
CHF CHILKAT PRAIRIE ELEMEMTAIRZS
-

Studant Mame Fupil Mo Hrrm1 Hrm 2 Gr. Sch. I Gr M Sch. Mx Hrm1 | Mx Hrm
aisin, Twila 24430981001 = KH CHP - 1001 =
2465401001 = KH CHP 01 wlj1972 1001
Dawsah, Beth 2448681008 | 07 CHP 08 «)|203% Grade 7 students have
Fatan, Dusanka 2447161008 | 07 CHP 08 v)|2039 1008 ﬁa;f:ﬂgm;o
Ruta, Anton 2457221007 [ 06 CHP - 1007 Secondary
Stiles, Chrissy 2457061007 [ 06 CHP - 1007
Rosengren, Sukhbinder 245701 [1007 [ 06 CHP - 1007
Rothon, Derry 2456771007 [ 06 CHP - 1007
Chapman, Boh 2456761007 [ 06 CHP - 1007
Eckert, Elaine 24487311007 = 06 CHP - 1007
Ferguson, Madelaine 24ARERE (1007 [+ 0F CHP - 1007
Billingharn, Sharron 2456621007 = 06 CHP - 1007
alliere, Insha 245661 |1007 = 06 CHP - 1007
Panni, Siobhan 2456601007 = 06 CHP - 1007 -
4 L3

06-5EP-2006 /E/Q u_,J @-

e The Printicon allows the school to process listings of ‘Students
Remaining’, ‘Students Leaving’, ‘Students Coming’ and ‘Students Active’.

Note: During the YET process the application looks at the Next Grade and School values for a
student set during the Pre-Transition process and updates them accordingly.

Students who have been pre-enrolled for the next school year will not have their grade
changed as YET recognizes the future Admission Date of the pre enrolled student.
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Secondary Schools

Run Do Pre-Transition for each of the Grade levels

Set the Next School default to your school as the majority of students will be returning.

The Admission Date may automatically populate based on the School
Schedule for next year. If it does not populate, you must enter an
Admission Date

’7_5 Do Pre-Transition

DHWSON MOUNTAIM SEC SCHOOL OED

Dawsan Mountain Sec Schoal Select the Next School
0B-5SEP-2006

Select Adm.Code

Select By Grade
Select Apply

Select the appropriate Admission Code. In this case, where students are remaining at
the same school, the Admission code will not affect enrolment records but is a required
entry for this process.

No withdraw code is necessary

Select the By Grade radio button and select the appropriate grade from the drop-down
list.

Select the Apply button.

Repeat the above steps for each grade level of students, except for the last grade in
the school (grade 12).
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¢ When running for the last grade in the school (grade 12) you will receive the following
message window.

nsition

DAWSON MOUNTAIN SEC SCHOOL <D

Dawson Mauntain Sec Schaal
06-SEP-2006

Select
appropriate

Graduated
Withdraw Code

When Grade 12 selected, this
message appears
Select OK

e Select OK

e You must choose whether or not to Post Next School for students in the selected
grade.

o If Yes is selected, it will be necessary to remove the Next School on the Pre-transition
List screen for any students who are NOT returning to the school next year.
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o If Nois selected, you will receive the following message.
'E_EI Do Pre-Transition

DAWSON MOUNTAIN SEC SCHOOL ap

Dawson Mountain Sec School
0B-SEP-2006

Graduated

I |

'I:l o Mot Post

1 through t

i

e Select OK
e Select Admission Code (required field) ‘other’ and Withdraw code ‘graduated’ as most
students will graduate.

e Select the Apply button on the Do Pre-Transition screen.
o It will be necessary to set the Next School (and Next Grade, if applicable) on the Pre
transition List screen for any students who ARE returning to the school next year, such

as returning graduates.

e We will look at an example in the Pre Transition List Screen.
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Pre-Transition

List

Path: School Menu > Pre Transition > Transition List

In this example, the Pre-Transition List displays Students Remaining at Dawson Mountain
Secondary School.

The Next Grade and Next School information will display as per earlier runs of Do Pre-

transition.

DS DAVSON MOUNTAIN SEC SCHE=

Student Name Pupil Mo Hrrmi1 Hrm 2 Gr. Sch. I Gr I Sch. M Hrm1 | My Hrm
246094 )|1008 2007 11 D3 12 = )j2039
Bouvier, Robert 2460961008 2008 11 WS 12 =jj2039
Breton, Jason 2460981008 2007 11 WS 12 =jj2039
Burke, Adrien 2460821008 2008 11 WS 12 =jj2039
Caulfield, Lila 246100)(1008 2007 11 D3 12 ~||20348
Caonstanine, Marla 246244)[1008 2008 11 D3 12 ~||20348
Cuthie, Jaimie 246090){1008 2008 11 D3 12 ~|j20348
Fabian, Rosy 2461081008 2007 11 D3 12 =||2039
Flarian, Roy 246231)|1008 2008 11 CMS 12 = )j2039
Fritz, Shana 2460891008 2007 11 WS 12 =jj2039
Havier, Jarge 2461021008 2007 11 WS 12 =jj2039
Halland, Harry 2460871008 2008 11 WS 12 =jj2039
Inden, Kathryn 246111){1008 2008 11 Dms 12 ~|j2039
Jackman, Frances 2461181009 2007 i Ol S 12 - ||2039

4 »

06-SEP-2006

To change the Next Grade for an individual student:
e Select the appropriate Grade from the drop-down list.

o Enter the Default Admission Code (bottom of screen).

e Select the Save button.
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To change the Next School for an individual student:

DS DAVWSOMN MOUNTAIN SEC 5C -

Student Mame Pupil Mo. Hrm1 Hrm 2 Gr. Sch. I Gr M Sch. M Hrm 1 | M Hrm e ;
Anderson, Barbara Jayne 2461611006 2006 10 DS - ﬂ_ — s 0
Anderson, Barclay 246145501001 2001 ng DS - e
Atking, Missy 245594)11010 2009 12 DMS -

Atwood, Lionel 244730)11001 1001 03 DMS -
Austerberry, Pat 246055)1011 2010 12 DMS -
Avon, Phillippe 2461451011 2009 12 DMS -
Ayres, Adi 246153)|1006 2005 10 DMS -
Bach, Roxanna 246094)1008 2007 11 DMS -
Balul, Stafford 2462071004 2003 03 DMS -
Barkley, Harry 246214)|1004 2004 03 DMS -
Barret, Alec 246070)[1011 2009 12 DMS -
Beausoleil, Gerry 246054)[1011 2010 12 DMS -
Blackler, Aida 246157)|1004 2003 03 DMS -
Boies, Brenda 2466257 [ 10 DS - -

06-SEP-2006 /E/i; u_,J

e Place the cursor in the Next School field and press F9 to display a list of values from
which to select the desired school.

e Enter the Default Admission Code (bottom of screen) and Save.

Note: Only the student's home school has the ability to change the Next School
field. The home (sending) school must contact the cross-enrolled (receiving) school if a
change needs to be made to the student’s Next School.

Note: If changes are made to Next School where no course selections or
program assignments have been attached to the student, the previous Next School Cross
Enrollment record will be removed and a new one created.

If course selections or program assignments exist at the next school, a message advises you
that these records exist and the current Cross Enrollment record is not removed nor is the new
record created. It is necessary to contact the school to have the next year course selection
records or program assignments removed before proceeding with the change.

Important Note: If students are admitted within the Current Year, after the
Pre-transition List has been created, you must return to the Pre-transition List screen to update
the Next Grade and Next School fields for the newly admitted students.

Page 13 of 13
BCeSiS Handbook — Pre-Transition





