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Cross Enrollment

Home School:
e Begin by querying for the student in question

e Go to: Main Menu > Cross Enrollment > Cross Enrollment Student
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e You can query for a student from the screen below.
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Cross Enrolling School:

e Go to, Main Menu > Cross Enrolment > Accept Transfer
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e From the Accept School Transfer screen:
1. query for the enrolling student
2. Select Admission Reason
3. Check Accept
4. Save
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o If astudent is cross-enrolled the school will display in blue
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Withdrawal of Cross-Enrolled Student:

Cross Enrolled School:

e Go to, Main Menu > Cross Enrollment > Approve Withdrawal of Student
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e From the Cross Enrollment Withdrawal Approval screen:

1. Check the approve withdrawal box
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Home School - Withrawal:

This must be done after the cross enrolled school has completed Withdrawal Approval process
above.

From: Main Menu > Cross Enrollment > Cross Enroll Student click, Withdraw.
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Click OK.

In the next screen select the withdrawal reason, withdrawal date, and save.
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You will then get the following message.

The student has heen withdrawn

‘ Student has b
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This will return you to the Cross Enroll Student screen which will now be blank as there is no
cross enrolled school.

Home School Transfer:

The home school transfer process will reverse the home school with the cross enrolled school.

The cross enrolled school becomes the home school, and the home school becomes the cross
enrolled school.

Home School:

Begin by navigating: Main Menu > Cross Enrollment > Home School Transfer
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In the Home School Transfer screen all fields must be entered, this includes setting Plans Upon
Completion to “Don’t Use”. Click Save.
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Click OK to validate admission date.
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Click OK following the confirmation of the home school transfer.

The school roles will now be reversed. To release the student from the earlier home school go
through the withdrawal of cross enrolled student process outlined above.



