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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 Enrollment 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 school 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  
 
 

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

• 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). 

 

 
 

• 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  

 
• The first time Do Pre-Transition is processed, run it for all the students in your school 

by selecting the All Students radio button. 
 

• Select the Apply button. 
 
. 
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• 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) 

 
• 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  

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

 
 

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

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

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

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

screen. 
 

 
 
• The Print icon 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  

 
 

 
 

• 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.  

 

 
 
• Select OK 

 
• You must choose whether or not to Post Next School for students in the selected 

grade.  
 

• 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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• If No is selected, you will receive the following message. 
 

 
 

• Select OK 
• Select Admission Code (required field) ‘other’ and Withdraw code ‘graduated’ as most 

students will graduate. 
 

• Select the Apply button on the Do Pre-Transition screen.  
 

• 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.   

 
• 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. 
 
 

 
 
To change the Next Grade for an individual student: 
 

• Select the appropriate Grade from the drop-down list. 
 
• Enter the Default Admission Code (bottom of screen). 

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

 
 

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

 
• 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. 
 
 




