Genesis
Withdrawing A Student
Steps Screen Displayed Procedures
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2 The Student Look-Up screen is
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displayed.
Click on the School Search icon
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NOTE: Search for a student by using the
School Search icon. Refer to the School
Search documentation for further

instructions.
Type the Student ID Number (in

space provided)

e Press the Enter key

OR

Click in the Student-1D field
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Genesis
Withdrawing A Student

Steps Screen Displayed Procedures

The Student’s Basic Demographics
[25 Student: SI063Z433 Wooly Bear/ Slatus: A Grase: D1 = E3 . . . y
3 U ma @M@ n 2@ 5 |Screenisdisplayed with the Student’s 1D
I EXT FAM Ew WS MED ESE FED DRP LUN ELL Miscvoc TRN wvR A0L | Number and Name appearing on the blue
—_— line at top of the screen.

o T UEE BSSSn] | Click on the Withdraw button

The Withdraw Student screen will be
displayed.

Withdraw Student

Withdraw Student

5300609562
Ann Molin

Type in the Withdrawal Code
Or
e Click on the drop down arrow
Select the appropriate code
e Press the Tab key (on your
keyboard)
IMPORTANT: If you select DNE for
your Withdrawal Code then you MUST
select a Withdrawal Reason (if you
select anything other than a DNE for
the Withdrawal Code then leave the
Withdrawal Reason blank)
Type in the Withdrawal Reason
Or
e Click on the drop down arrow
Select the appropriate code
e Press the Tab key (on your
keyboard)
| __—= Change the WD Date (if
applicable, the WD Date defaults
to today’s date).

Enroliment Information
Code: E0Z  Dater 2/25/2008

School: 0004 Cak 1 Grage 01

WDCode | 7]

WD Reason: |

WD Date; {13/05/2008 151+

[ Ak Placement Required

NOTE: If you have a Student that is
going to be withdrawn from your school
and placed in an Alternative Placement

facility:

s Click in the box in front of Alt.
Placement Required (only if
applicable)

Withdiaw  Pint  Histop  Quit
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Genesis

Withdrawing A Student
Steps Screen Displayed Procedures
5 Fi¥ withdraw Student Before Withdrawing the Student:
Withdraw Student . ) )
e — Click the Print button (to print a
Ann kdolin Withdrawal form)
Ernrallment Information : :
Code: E02 Dato: 2/26/2008 Tc_) V|eV\_/ the Entry/Withdrawal
School: 0004 Cal-#: 1 Grade: O M\Z
WO Code: [ - . .
WD Baseon. /. Click the History button
WD Date: |D3-"'U5-'" 2 [ﬂll . . . .
= _ To finalize the Withdrawing of a
Al Flacement R eguired Student
=% g
e el . |
withdrawe  Print Histany Quit —e Click on the Withdraw button
N— / Click on the OK button
YWithdrawn
.‘_i Student has been withdrawn
6 [ studen: 5300532433 ool Bear  Sttus: W Grade: The student’s Basic Demographics
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screen is now displayed.

NOTE: The student is now shown as

- withdrawn from your school
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