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PREPARING FOR 
 YEAR-END TRANSITION 

  
 

CHECK LIST: 
 
 

  _________ Staff Maintenance 
 Copy from current year 
 Update staff 

 
  ______ Homeroom Maintenance 

 Copy from current Year 
 Update homerooms 

 
  ______ Student Pre-Transition List 

 Assign students to homerooms 
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PREPARING FOR 
 YEAR-END TRANSITION 

 
 

OUTLINE: 
 

A. Staff Maintenance 
 Copy/update staff 
 Staff details 

 
B. Homeroom Maintenance 

 Copy/update Homerooms 
 
C. Student Pre-Transition List 

 Enter next year assignments  
(School, grade and homeroom) 

 New enrollments 
 Printing lists *NEW* 
 Withdrawing students *NEW* 
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INTRODUCTION 
 
The Staff Maintenance window allows you to add or delete staff.  Staff must be added to your 
school before they can be assigned to a homeroom.  
 
A. STAFF MAINTENANCE 
 
● COPY/UPDATE STAFF 
 
ACCESS:    

Menu path: School> School Information> Staff Maintenance  
    

 STAFF MAINTENANCE (SCH040) 

 

1. Click All Staff radio button.  All staff members for your school will show. 
 
2. Select CURRENT or NEXT radio button.  The CURRENT radio button lets you bring up 

the current staff members.  The NEXT radio button lets you bring up the staff members for 
next year.  When you are on the >Next Year screen, you will see a red message box 
reminding you that you are working in >Next Year. 
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Note: When you click on the NEXT radio button, you will see a message asking if you want 
to copy staff to next year.   
 

 
 
 

 
 

 
 
 
3.  Click “Yes” to copy staff to next year. 
 
4.  To delete a staff member at your school click on the DELETE button.  You will need to 

delete this teacher’s homeroom assignment before you can delete them as a staff member at 
this school.  (See Homeroom Maintenance section of this guide..) 

 
5.  To add a staff member to your school click on the ADD button.   

 
6.  Type in the Initials and the Name and click the SAVE button. 
 
7.  You will receive a message asking if this person will be a member of your teaching staff. 
 
 
 
 
 
 
 
 
 
 
 
8.  Click Yes to answer this message.   
 

Note: If you forget to click the All Staff button or answer No to the above question, you can 
highlight a record and click on the Staff Details button to indicate this person is a teacher or 
to add more information. 
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● STAFF DETAILS: 
 
Staff Details are entered on this screen.  To track beyond the Teacher ID, Name, Initials, and 
Employee Number will be a building decision.   

  
ACCESS: 

Menu path: School> School Information> Staff Maintenance> Staff Details Button 
 

STAFF DETAILS (SCH044) 
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B. HOMEROOM  MAINTENANCE 
 
The Homeroom Maintenance window is used to maintain information regarding school 
homerooms.  
 
COPY/UPDATE HOMEROOMS   
 

Menu path: School> School Information> Homeroom Maintenance 
 

HOMEROOM MAINTENANCE (SCH140) 
 
1. Use the Homeroom Maintenance window to identify all Homeroom Groupings in your 

school, with the associated teacher and room.  This information is used when students are 
assigned to Homerooms.   

 
2.   Information is displayed for the current school year.  To 

display Home Room information for the next school year, 
click on the NEXT YEAR button.  You will see a red 
message box reminding you that you are working in Next 
Year. 
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Note:   The first time you click on “Next Year” you will be given the option to copy the 
current year homerooms to next year.  Click “YES” to copy homerooms to next year. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Note:  The “Enter Default Teacher” box is used for any homeroom that is vacant or 

unassigned for next year.  Hit the OK button to continue. 
 
3.  Complete the fields as described below. 
 
4.  To add a new Homeroom, click on the ADD button.  You must add the homeroom for both 1st 

and 2nd semester at this time.  If the room doesn’t appear on the dropdown list, it must be 
added in “Room Maintenance.”  See School Level Administration section of the eSIS User 
Manual. 

 
5.  To delete a Home Room, highlight the row and click on the DELETE button.  You must 

delete the homeroom for both 1st and 2nd semester at this time. 
 
6.  To save changes, click on the SAVE icon. 
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C. STUDENT PRE-TRANSITION LIST 
 
The Student Transition List is used to enter next year information for students. Write (change) 
access to this screen will only be available to you from approximately March until Year-End 
Transition is processed during the summer. 
 

ENTER NEXT YEAR ASSIGNMENTS:  STUDENT TRANSITION LIST (STU591) 
 

Menu Path: School> Pre Transition> Pre-Transition List 

 

  
1.  Click on the Students Remaining radio button to see students who will be in grades PS-5 

at your school next year.  Click on the Students Coming radio button to see students 
currently in other buildings who are scheduled to attend your school next year. 

 

2. Type in the Default Admission Date (8/1/2011) and select a Default Admission Code   
 (Re-enrollment within District) before entering information on this screen. This 
information is required for all changes made on this screen. 

 
3.  Scroll to the right to see the Nx Sch (next school) and Nx Hrm1 (next semester 1     

homeroom) and Nx Hrm2 (Next semester 2 Homeroom) columns. 
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4. Enter the homeroom for the student.  You need to enter both the >Nx Hrm1 (Semester 1) 
and >Nx Hrm2 (Semester 2) fields. 

 
      5.   This is also where you will correct the grade or next school for a student if necessary. 
 

6. Click on the SAVE button. 
 

Note: The query feature (F7...F8) can be used on this screen.  Here are some queries that 
may 

save you time:   
 

- Query a grade level 
   Click in the Student Name field > F7 > type a grade in the Gr. field > F8 

 
    - Query a current homeroom 

   Click in the Student Name field > F7 > type a homeroom in the  
   Hrm 2 field > F8 

 
NEW ENROLLMENTS 
 
When enrolling a student in eSIS for the next school year, follow these steps to ensure accuracy 
of next year information: 
 
Click the ADMIT icon on the Start Screen.  Do a query to search for the student within eSIS. 
 
 A. If the student is in eSIS, and the student IS currently enrolled at another school: 
 
  1. Call the school of enrollment and ask them to change the student’s NEXT SCHOOL 

to your school on their Pre-Transition List. 
 
  2. Once this is done, you can access the student record and set the student’s NEXT 

GRADE and HOMEROOMS for next school year on your Pre-Transition List. 
 
 
 B. If the student is in eSIS, and the student IS NOT currently enrolled at another school   

OR if your query does not find the student within eSIS: 
 
  1. Enroll the student into your school with an admit date of 8/1/2011.  Do not set 

homerooms for the student on the Basic Screen. 
 
  2. Set the student’s NEXT SCHOOL, NEXT GRADE and HOMEROOMS on the Pre-

Transition List. 
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PRINTING LISTS: 

There are two ways to print a Pre-Transition List, see below for the directions on how to 
print them. 
 
Method #1: 
  
 PRE-TRANSITION LIST (STU590P) 
 
Menu Path: School> Pre Transition> Pre-Transition List 
 
 

 
1. Change the report title (Optional). 
 
2. Select a “sort by” option. 
 
3. Click the appropriate radio button indicating which report to generate. 
 
4. Select the grade level(s) to include on the report. 
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Method #2: 
  

STUDENT PRE-TRANSITION LIST - NEW (CUST423A) *NEW* 
 

Menu Path: Reports>Enrollment reporting>Student Pre-Transition List – New 
 

 

 
 
 
1. Select school 
 
2. Select report format (Reminder: Labels are unavailable) 
  
3. Sort by student name, grade, next school/grade level, or next school/student name 
 
4. Click the Printer Icon to run the report 
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HOMEROOM LIST (CUST293A) 

 
 

Menu Path: Reports>Class Reporting>Homeroom List 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. Change the Title (optional). 
 
2. Select next school year. 
 
3.   Sort by teacher name or room number. 
 
4.   Select teachers to include 
 
5. Click the printer icon to run the report. 
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Withdrawing students:  *NEW* 

 
Menu Path: School> Pre Transition> Pre-Transition List  

   
Review the following page for instructions on how to withdraw students using the pre-transition 
screen and/or the typical withdraw screen: 
  

 
 
 
See next page…. 
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