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1. First click on the Schools Tab then click on the School’s Name: 

 

 

 

2. In the left-hand menu, click on Enrollment History: 

 

This will bring you to the list of Historic Enrollments.  See end of guide for 

Column Customization Recommendations 
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3. Click on the Edit Button next to the Enrollment: 

 

 

4. Change the Status:  to ACTIVE and click Save: 

 
 

5.  Then go to the Current Enrollments Page, check the course, and fill in 

the new End Date at the bottom of the page.  Lastly, click [Change 

Dates] 
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If this is your first time accessing a student’s Enrollment History Page, 

I highly recommend customizing your columns as follows: 

 

1. Student Last Name 

2. Student First Name 

3. Local ID 

4. Local School Name 

5. Section 

6. Overall Grade 

7. Actual Grade 

8. Percent Complete 

9. Total Attendance Minutes 

10. Assignments 

11. Course Status 

12. Start Date 

13. End Date 

14. Exit Date 

15. Teacher 

Change all other filled in options to Select… 

 

 

 

 

 


