Access Student Demographics:

To Access Student Demographics, click on the Student Demographics Desktop Icon

Or Access this Application From EzStart Button:

* Move mouse up to Lumen WeBSIS

¢ Mouse over to Student Enroliment (WeBSAS)

¢ Mouse over to Student Demographics menu option
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¢ From the Student Demographics, Main Screen, you can:

+ Re-Enroll an Inactive Student

« Create a new student record

« Edit or Delete an existing student record
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Re-Enroll a Student

- To activate or “Re-Enroll” a student select the Inactive Student Status drop down menu option.
«  Click on the Search button to bring up the inactive student list

«  From the Inactive list, place a check mark next to the student you wish to re-enroll
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Re-Enrollment Continued:

« Select the student you wish to activate, then select the “Re-Enroll” button (top, right)
This will bring up the Re-Enrollment screen for specified student.

« Complete the data, then click Re-Enroll button to activate this student record
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Add /Edit an Existing Student Record
From the Student Demographics, Main Screen, you can:

« Create a new student Record by clicking on the “Add New” button

+  This will bring up the Add/Edit Student Demographic display for specified student
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+  Complete (or modify) all necessary fields (marked with red askterisk*) under each the following
folders (Student, General, Address, NCLB, Guardians, Student Groupings, Emergency, Enrollment
History).



View of General Tab
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View of NCLB (No Child Left Behind) Tab
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« Use the middle scroll bar to access additional fields at the bottom of the display.

« To store the data, use the scroll bar to move down and click on the “Save & Edit or “Save & Add”
button.



From the Student Demographics, Main Screen, you can:

To Delete an Existing Record
¢ Place a check mark next to the record you wish to remove

¢ Select the “Delete” button
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e Asystem prompt will ask if you really want to delete the selected student record, click on
“OK” or “Cancel”
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