A AIM QUICK FIXES

Enrolling a Former Student

SCENARIO: Student was enrolled in a prior year,
returning after enrolling at another school.

FIX: Re-enroll student and request records.

From the Index, expand Student Information
and select Student Locator.

Enter Last Name, First Name and Gender.
Click Search.

The student will appear in the Search Results
with a left-facing arrow. Click the student's
name.
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Create New Student >

Click Enrollments, then New. Enter the Start
Date, Start Status, and Grade. Click Save.
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If the student is an in-state transfer, request
the student's records from the former
district.

Click the Records Transfer tab and New
State Transfer Request.

Click Submit Request. Track the progress of
the request on the Process Inbox.

Import records when request is received.
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Use this tool to request the release of a transfer student's records. The following information will be sent to the
‘student's former district and they will be given the opportunity to release their records. Only an exact student match
can yield a release, =0 it is a good idea to call the district to confirm this student was enrolled there and to let them
know to expect a release request.
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