MiSiS — My Integrated Student Information System

NEXT YEAR ENROLLMENT ERROR REPORT JOB AID
05/14/15

This report will provide a list of students who could not be processed by Next Year Enrollment

and the reason the student was not processed. This report replaces the EZ Access report previously
available to schools. Schools should run this report to determine the action to be taken to ensure
matriculating students have an enroliment for 2015-16.

This job aid is designed to provide instruction in the process to complete the following tasks:

* Generate the Next Year Enroliment Error Report
* Directions for fixing Next Year Enrollment exceptions

Users with the Office Manager and Principal roles will be able to perform the task in this document.
The job aid was created using the Office Manager role for an Elementary school and illustrates the

IMSS

My Integrated Student Information System

Step 1 Log into MiSiS with the following URL:
http://misis.lausd.net/start, from your internet browser,
using your single sign-on (SSO) user ID and
password.

*User name counsel lord

“Password eeeeeeses

@ Flease enter your 550 User Name & Password

Step 2 Select the correct user role from the landing page, as required.

Hello , please login with one O IOWNOREIIEk here to [Sign Out]

office “ | lJones el

Read/Write
Read/Write
Read/Write
Read/Write

QUINCY JONES ELEMENTARY
QUINCY JONES ELEMENTARY
QUINCY JONES ELEMENTARY
QUINCY JONES ELEMENTARY

Office Manager
GATE Office User

Health Office
SPED PreK Office

School Office Mark

. QUINCY JONES ELEMENTARY Active Read/Write
Reporting
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Next Year Enroliment (NYE) Error Report

GENERATE NEXT YEAR ENROLLMENT ERROR REPORT

Step 3 Click the Reports tab. °

MSS .
My ndegrted Sachnd Ikronstion By Students | Admin | Reports | Support

Search by Student ID or Name o

Advanced

Step 4 From the Enrollment menu, select Next Year Enrollment Error Report option.

1 Enroliment
Comprehensive Student List
Cum Record Label - Elementary
E and L Report Elementary
E and L Report Secondary
ELD Progress Profile Letter
Elementary Alphabetical Roster

m

Elementary Class roster
Emergency Card Report
Emergency Roster Report

English Learner Enroliment by Teache

Next Year Enroliment a
[ NYE Error Report ] -

Office Summons

Student Clearance Report

Student Mailing Label h
|

The default report parameter screen is displayed below. A brief description of each field follows:

NYE Error Report

Edcuational Service Center >| Campus View Report

School v/

. Educational Service Center — Select the ESC that the school is located in.
. Campus — Select the appropriate campus.
. School Name — Select the appropriate school.
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Next Year Enroliment (NYE) Error Report

Step 5a Complete the parameters as needed.
Step 5b Click the View Report button.

NYE Error Report *

-
Edcuational Service Center |102-E ] Campus | JONES EL |Z| View Report B

School QUINCY JONES ELEMENTARY v

The Next Year Enrollment Report displays.

Next Year Enroliment Error Report Run Date: 05/14/2013
Run Time: 07:56 AM

QUINCY JONES ELEMENTARY - 1204301
StudentiD Student Name Grade Error Code  Description I
07 Al 5 MBS Multiple Boundary Schools

05 C 5 MBS Multiple Boundary Schools

03 C 5 MBS Multiple Boundary Schools

07 C 5 MBS Multiple Boundary Schools

09 C 5 MBS Multiple Boundary Schools

1" C 5 MBS Multiple Boundary Schools

m D 5 MBS Multiple Boundary Schools

05 Fl 5 MBS Multiple Boundary Schools

05 Fl 5 MBS Multiple Boundary Schools

02 G 5 MBS Multiple Boundary Schools

08 G 5 MBS Multiple Boundary Schools

06 G 5 MBS Multiple Boundary Schools

02 H 5 MBS Multiple Boundary Schools

e | 5 MBS Multiple Boundary Schools
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Next Year Enroliment (NYE) Error Report

The report data can now be downloaded.

Step 7a
Step 7b

Step 8a
Step 8b

Click the Export icon to export report data via the preferred file type.
Select a file type. In this example, PDF was selected.

| next | - -e—‘

XML file vith report data

Q CSV (comma delimited)
m1 PDF F

MHTML (web archive)

Excel
Grade Vord _tion
5 MBS Multiple Boung
5 MBS Multiple Bound

Click on the Open with radio button.
Click on the OK button.

__ * _
Crema et

You have chosen to open:

@ NYEErrorReport.pdf

which is: Adobe Acrobat Document

from: https://misis.lausd.net

What should Firefox do with this file?

e @ Open with | Adobe Acrobat (default)

() SaveFile

[7] Do this automatically for files like this from now on.

Q-[ ok )| cancel |

IMS'S
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Next Year Enroliment (NYE) Error Report

Step 9 Use Print Button or icon from the Internet browser to print report.
E gonasry Classification Report-l.pc# - Adobe Acrobat Pro
File  Edit View Window Help
B crome - | Y D.maqa 2RD G
@ [1]7 2| [N & | = @) [4%]~]]
Next Year Enroliment Error Report Run Date: 051142015
Run Time: 07:56 AM

StudentiD Student Name Grade Error Code Description

07 A 5 MBS Muitiple Boundary Schools
05 Cc 5 MBS Muitiple Boundary Schools
03 c 5 MBS Muitiple Boundary Schools
07 c 5 MBS Muitiple Boundary Schools
0o Cc 5 MBS Muitiple Boundary Schools
11 C 5 MBS Muitiple Boundary Schools
1 D 5 MBS Muitiple Boundary Schools
05 Fi 5 MBS Muitiple Boundary Schools
05 Fl 5 MBS Muitiple Boundary Schools
02 G 5 MBS Muitiple Boundary Schools
08 G 5 MBS Muitiple Boundary Schools
06 G 5 MBS Muitiple Boundary Schools
02 H 5 MBS Muitiple Boundary Schools
09 M 5 MBS Muitiple Boundary Schools
1 M 5 MBS Muitiple Boundary Schools
12 M 5 MBS Muitiple Boundary Schools
03 M 5 MBS Muitiple Boundary Schools
06 M 5 MBS Muitiple Boundary Schools
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Next Year Enroliment (NYE) Error Report

FIXING NEXT YEAR ENROLLMENT EXCEPTIONS

Error Description: Transfer School Does Not Support Next Grade Level

1. Search for student.

2. Go to Miscellaneous > Transfers

3. Review the Transfer Record. Transfer To school must have the grade student will be in
next year.

4. Click Save

Error Description: Invalid Street Number (Student’s Address)

1. Search for student.

2. Go to Enrollment > Enroliment History.

3. On the Enrollment History screen click Edit for the current enroliment.

4. Check student address and make any changes. If you are not sure of the correct address
format use the USPS Search https://tools.usps.com/go/ZipLookupAction_input or LAUSD
Resident School Identifier (http://rsi.lausd.net/ResidentSchoolldentifier/)

5. Click Save.

Error Description: Overlapping Enroliments in Home School
1. No action needed by school- error will be corrected centrally.
Error Description: No Address for Matriculating Student

Search for student.

Go to Enroliment > Enrollment History

On the Enrollment History screen click Edit for the current enroliment.
Enter Student Address.

Click Save

A

Error Description: No Boundary School Found

Search for student.
Go to Enroliment > Enrollment History
On the Enrollment History screen click Edit for the current enroliment.
Review Student Address.
a. Use LAUSD Resident School Identifier to research the student address.
b. If student lives outside of LAUSD boundaries the student will not have a boundary
school for matriculation. Please inform the parent/guardian.
c. If student lives within LAUSD boundaries, check the student address in MiSiS to
ensure accuracy. Make any changes and click Save.

b~
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Next Year Enroliment (NYE) Error Report

Error Description: Multiple Transfer Schools

4.
5,

. Search for student.

Go to Miscellaneous > Transfers.

Review the Transfer Records and contact the parent/guardian if necessary to determine the
correct Transfer record.

To revoke the incorrect transfer select Revoke on the Action dropdown.

Click Save.

Error Description: Student Has Multiple Boundary Schools

Students with multiple boundary schools will need a Transfer Record in MiSiS in order for Next
Year Enrollment to add a record for the 2015-16 school year. A new report, Student Resident
Schools Report, will be available in MiSiS on April 29,2015. The report will provide a list of
boundary schools for each student. Schools can also use LAUSD Resident School Finder.

1.

I

Run Student Resident Schools Report In MiSiS to determine which schools a student can
attend next school year. Contact the parent/guardian to determine which school the student
will attend.

Search for student.

Go to Miscellaneous > Transfers

Click Add New Record.

Enter Transfer information.

Click Save.
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