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Student grade levels and graduation types can be advanced 'en mass.  This is usually done at 
the end of a school year.    
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Do not advance students until any summer sessions a re completed. �
�
����	�������������������
Any students who will be retained at the current grade level must be noted before advancement 
occurs. This includes 12th grade students who will not graduate.�

·  Go to a student's enrollment page and click EDIT 

 

·                               When the grade level advancement occurs, the retention will be noted  

in this field. 

·  Note the reason for the grade retention at the bottom of the page. 
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Graduate Grade 12 Students  - All 12th grade students will be set with an exit date and exit 
code of "100" (Graduated).  Retained 12th graders flagged as "Retained" will have their "Number 
Times Retained" counter incremented and their "Retained" flag reset in enrollment records. 

 
Administration >> Student Info >> Mass Changes >> G rade Level Advancement 

 
·  Step 1) Click on the Grade 12 Graduation  option 

 

·  Step 2) Enter a "Students enrolled on" date (or use the Quick Select option).  Only 
enrollment records which are current as of this  date will be rolled-over.  

·  Step 3) Enter a "New Exit-Date for Graduates" date (or use the Quick Select option). 
·  Step 4) Select the applicable school track for the school calendar in question (or use the 

Quick Select option) 
·  Step 5) Select the applicable education program (Use the Quick Select options) 
·  After setting all your options - Type "CONFIRM", and then click "Preview Results". You'll 

be taken to a confirmation page which will allow you to verify the students being 
graduated.  It's a good idea to print this page for your records. 
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·  When you are satisfied that the entries are correct, you may then Type CONFIRM, and 

then click "Yes, I want to perform this action".  The advancement/Graduation will take 
effect. 
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Grade Level Advancement for ALL Students 
Leave any students that will be remaining at your school as currently enrolled.  

Any students that will not be returning for the next school year should be dis-enrolled 
effective the last day of the previous school year so they are not advanced.  

When enrolling new students over the summer, enroll them with a start date of the very first 
day of the next active school year or at least a date AFTER the Grade Level Advancement 
will occur so their grade levels are not advanced.  

Any students who will be retained at the current grade level must be noted before 
advancement occurs.  See step 1 above 

 

After you have dis-enrolled any and all students th at will not be enrolling at your school 
the next year, perform Grade Level Advancement.  

·  Step 1) Click on the Grade Level Advancement  option. 
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*12th graders will not be advanced through this process. 
 

·  Step 2) Enter a "Students enrolled on" date (or use the Quick Select option).  Only 
enrollment records which are current as of this  date will be rolled-over.  

·  Step 3) Enter a "New Start-Date for Rollover" date (or use the Quick Select option). 
·  Step 4) Select the applicable school track for the school calendar in question (or use the 

Quick Select option) 
·  Step 5) Select gradelevels to rollover (or use Quick Select option). 
·  Step 6) Select the applicable education program (Use the Quick Select options). 
·  Step 7) If you would like to rollover student enrollment in special programs as well, check 

the box. 
·  After setting all your options - Type "CONFIRM", and then click "Preview Results". You'll 

be taken to a confirmation page which will allow you to verify the students being 
graduated.  It's a good idea to print this page for your records.  
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·  When you are satisfied that the entries are correct, you may then Type CONFIRM, and 
then click "Yes, I want to perform this action".  The advancement will take effect. 
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Example of student screens: Enrollment / Special Program Rollover: 
 
Before Rollover 
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After Rollover 
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