Concap Student Procedures

The following are instrumns on how toproperly document the concapping of student® do so, there are 2 areas required in Infinite Campus:
e ThebDistrict Defined Elementsea ensures proper identification
e TheFuture Enrolimerdrea ensures proper promotiontkis cannot be completed until the district creates future calendars, usually early January

Concapped School Screenshot

1. Goto the student’sEnrolimenttab. Summary Profile Enroliments Schedule Aftendance Flags Grades Transcript (
2. Select current enrollment record [___ . R e
3. Enter the appropriate End Date and End Staty: ’

e End dating the student’s enrollment
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ReceiveiSchool Screenshot

1. Locate student to enroll by searchingder All
People and entering identifiable information,
such as last/first name, local student number,
state ID number
Go to new student’s Enrollment tab
Select NEW
In the General Enrollment Information area,
enter appropriate Start Date and Start Status:
01
e OPTIONAL: Start comments
5. UnderDistrict Defined Elements, enter Transfer
Type: 3 ConCap Student
6. Save student’s enrollment
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7. Add underFuture Enrollment area, Next
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If you have any questions, please contact Tech Services H

elp Desla#648 by emaisupport@scusd.edu
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