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Editing Student Enrollment History Data for SRI  
 

Every student that is to be reported for SRI must have at least one enrollment history 

record.  Every enrollment history record must have appropriate Entry and Exit codes and 

dates.  Additional data may be tracked for each span of enrollment, such as resident 

district, resident county, resident facility, foster care, FTE, destination code and location, 

and whether the student received educational services for certain circumstances. 
 

Each enrollment history record documents a span of a studentôs enrollment within the 

school district. 
 

For a complete and accurate description of all enrollment history fields and codes, please 

refer to the data dictionary for SRI or contact the appropriate staff member of the Iowa 

Department of Education. 
 

Even a student who never attended during the school year would have an enrollment 

history record that includes the appropriate exit information.  Enrollment history records 

for such students can be updated appropriately by selecting Iowa - SRIï Drop a Grade or 

Attendance ï Student ï Drop a Student and dropping the student on Day 0. 
 

Generating and editing these enrollment history records may be done in a variety of 

ways, but virtually all necessary enrollment history records will be generated 

automatically by performing options such as Iowa - SRIï Drop a Grade, Attendance ï 

Student ï Drop a Student, Attendance ï Student ï Add a Student, Attendance ï Student ï 

Re-enter a Student, or Iowa - SRI - Import Enrollment History from a Prior Year.  

Enrollment history records for a student may be viewed, edited, and printed by clicking 

Enrollment History  in the Enrollment tab of Edit - Edit - Student Data or by using 

Attendance ï Student ï Lists. 

 

Updating Many Enrollment History Records by Dropping a Grade 
  

Enrollment History records may be generated for an entire grade level at once by 

selecting Iowa - SRIï Drop a Grade.  This is a highly-specific selection that can be used 

to update enrollment history records with exit codes and dates for Whole Grade Sharing 

Out to Another District for an entire grade level at one time.  It will also generate a Last 

Location Code of ñ10ò (same as the corresponding exit code of ñ10ò) and will uncheck 

the Active and Attendance flags for all students within the specified grade level. 
 

Note:    This combination of settings (enrollment history, last location code, 

inactive, unchecked attendance flag, unchecked attendance flag) will ensure that 

no attendance information is included for the affected students in the SRI capture 

files. 
 

Note:    The Last Location Code can also be viewed and edited by selecting 

Attendance ï Student ï Edit Attendance.  However, if you use the Iowa - SRIï 

Drop a Grade  or the Attendance ï Student - Drop a Student (for Day 0) options, 

the appropriate Last Location Code will be generated for you automatically. 
 

1. Select Iowa - SRI ï Drop a Grade.   The page will appear similar to Figure 1. 
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2. Specify the grade, then click Drop to drop all students in the specified grade 

level and update the appropriate enrollment history record. 

 

Updating Enrollment History when Dropping a Student 
  

Enrollment history records are automatically updated when a student is dropped using 

Attendance ï Student ï Drop Student. 
  

Note:    When a student is dropped for a specific day, they are considered to have 

attended on that day and to have dropped at the end of that day.  Therefore, for 

some exit codes it is appropriate to drop them as of Day 0, or prior to the start of 

the school year. 
 

Note:    As a special case of using the Attendance ï Student ï Drop Student 

option, if a student is dropped on Day 0 (Prior to School Year), then the studentsô 

enrollment history will be updated with the appropriate exit code and date and 

other appropriate enrollment history information such as the destination code and 

location.  The students will also be assigned a Last Location Code of the same 

value as the exit code.  Also, the studentsô Active and Attendance flags will be 

unchecked.  This combination of data will ensure that no attendance is included 

for the student in the SRI capture file. 
 

1. Select Attendance ï Student ï Drop Student.   The page will appear similar to 

Figure 2. 

 

 
Figure 2. Dropping a student on Day 0 while updating enrollment history. 

 

Figure 1.  
 

Dropping a Grade 

while updating 

enrollment history 

record. 
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2. Specify the student, day number, exit code, and other enrollment history data 

as appropriate, then click Drop to drop the student.  The appropriate 

enrollment history record will be automatically updated.  Figure 2 shows an 

example of dropping on Day 0 (Prior to School Year).  In Figure 3, an 

example of dropping on Day 10 is displayed, where the student is transferring 

to another school district.  In Figure 4, an example of dropping on Day 10 is 

displayed, where the student is expelled and is to receive educational services 

during the expulsion. 
 

 
Figure 3. Dropping a student on Day 10. 

 

 
Figure 4. Dropping a student on Day 10 due to expulsion. 

 

  



 JMC SRI Documentation  Page 7 of 55          Last update on May 6, 2019  

Updating Enrollment History when Adding a Student 
 

Enrollment history records are automatically updated when a student is added using 

Attendance ï Student ï Add Student. 
 

1. Select Attendance ï Student ï Add Student.   The page will appear similar to 

Figure 5. 
 

 
Figure 5. Adding a student while updating enrollment history 

 

2. Specify the student, day number, the entry code, resident district, resident 

county, foster care, residential facility, FTE, and other pertinent information, 

then click Add to add the student. The appropriate enrollment history record 

will automatically be updated. 
  

Note:    When a student is added for a specific day, they are considered to 

have attended on that day and to have enrolled at the start of that day.  

Therefore, for some entry codes it is appropriate to add them as of Day 1, or at 

the start of the first day. 
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Updating Enrollment History when Re-entering a Student 
 

This option is used when a student has prior attendance in a building for the year.  

Enrollment history records are automatically updated when a student is added using 

Attendance ï Student ï Re-enter Student. 
 

1. Select Attendance ï Student ï Re-enter Student.   The page will appear similar 

to Figure 6. 

 
Figure 6:  Re-entering a student while updating enrollment history 

 

2. Specify the student, day number, the entry code, resident district, resident 

county, FTE, and other pertinent information, then click Re-enter to reenter 

the student. The appropriate enrollment history record will automatically be 

updated. 
  

Note:    When a student is re-entered for a specific day, they are considered to 

have attended on that day and to have enrolled at the start of that day.  

Reentering on Day 1 would not be appropriate. 
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Editing Student Enrollment History  
  

Warning:    Enrollment history records are automatically generated and/or updated 

when using Iowa - SRIï Drop a Grade, Attendance ï Student ï Drop a Student, 

Attendance ï Student ï Add a Student, Attendance ï Student ï Re-enter a Student, or 

Iowa - SRI - Import Enrollment History from a Prior Year.  For virtually any situation 

where you would need to create or edit an enrollment history record, the record 

should be created or updated automatically by using the appropriate Add, Drop, or 

Reenter page. 
  

Note:    Initial enrollment history records for each year may be imported from the 

prior yearôs JMC database by selecting Iowa - SRI ï Import Enrollment History from 

Prior Year.  This process is enabled for each school year once Iowa Department of 

Education certifies JMCôs software for SRI.  The certified build typically becomes 

available in July of each year.  Once you have this certified build available to you 

then you should import your enrollment history from the prior year right away. 
    

1. Edit a studentôs enrollment history by selecting the Enrollment  tab panel on 

Edit - Student Data.  A page similar to Figure 7 will appear. 

   

 
Figure 7: State Report Tab Panel for the Edit - Student Data page.  

      

2. To edit an existing enrollment history record, click Edit  in the upper left 

corner of the record.  The page will then appear similar to Figure 8.  Make the 

appropriate edits and then click Update. 
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Figure 8: Enrollment history record for normally enrolled student. 

     

3. To delete a record from the studentôs enrollment history, click Delete in the 

upper left corner of the record.  
  

4. For some examples of enrollment history records for specific situations, 

please refer to Figures 9 and 10. 
  

 
Figure 9: Enrollment history record for a transfer. 
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Figure 10: Enrollment history record for an expulsion. 

 

Importing Enrollment History from a Prior Year  

 

Import the initial enrollment history records for many students at once by selecting Iowa - 

SRI ï Import Enrollment History from Prior Year.  This option will update the 

appropriate enrollment history record for students that exist in both the current and prior 

yearôs JMC database.  The enrollment history records as well as the 

active/attendance/state reporting flags will be updated to reflect the studentsô current 

status based on their status at the end of the prior year. 

 

Note:  This option will update the studentsô resident district, resident county, and foster 

care fields.  Additionally, the active/attendance/state reporting flags as well as a limited 

number of enrollment history fields may be updated if there is only one enrollment 

history record for the student in the current year.  Special rules apply for this conditional 

updating as specified by the Iowa Department of Education.  For more details please 

contact JMC. 

Note:  This option is typically performed one time shortly after the ñcertified buildò 

becomes available in mid-summer each year, although the option is safe to perform more 

than one time per year.   

Certified Build:    JMC and the Iowa Department of Education work together at the start 

of each summer to make sure that all state reporting options for the upcoming school year 

are up to date.  Once this process has been completed a certified build of JMCôs Next 

Gen software is made available for installation or is automatically installed for clients 

that have their web service hosted by JMC.  Until the certified build is made available 

each year, certain key attendance-related options such as SRI ï Import Enrollment 

History from Prior Year are disabled since they are not yet ready for the upcoming 

school year. 
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Instructional Videos 
 

SRI Start Year 

https://www.youtube.com/watch?v=gARtUSoKt2g 

 

ISASP 

https://www.youtube.com/watch?v=NmIhLJoQ3Gs 

https://www.youtube.com/watch?v=gARtUSoKt2g
https://www.youtube.com/watch?v=NmIhLJoQ3Gs
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How to Use This Document Efficiently 

 
This document is designed to help JMC users understand how to manipulate the 

module efficiently and effectively. While this document contains important 

information, tips, and instructions on each function of the module, it may not be 

necessary to read the entire document to get information necessary for efficient 

use.  
 

Table of Contents 
Scan the table of contents to find the section which relates to your specific needs. 

 

Search Using Find Feature 
If you are looking for something specific you can do a search on one or more key 

words.  In Windows do a Ctrl-F, or with a Macintosh use Command-F, then enter 

the key word(s) and click on the Find Next button repeatedly as you navigate the 

document. 

 

Document is a ñLivingò Document 
Since this document is likely to be updated with some regularity, it is 

recommended that you not print the document ï at least not every time it gets 

updated.  If you wish to print the document from time to time you may want to 

refer to the Change Log at the end of the document to see what is new in the 

recent updates. 

 

Leaving Notes in a PDF File 
 

Using the Sticky-note features, add sticky-notes to the document. 

1. Open your PDF document. 

2.Right-click on the PDF document where you want to add the sticky-note. 

3.Select Add Sticky-note from the right-click menu. 

Note: This option is not available in edit mode. Click  the  or  icon in the 

toolbar to switch to a compatible mode. 

  

4.Within the Annotations Editor dialogue box, you can give the note a subject and select 

the background color. Enter your comments in the available field. 
 

Note: Adding a Sticky-note is a permanent action upon saving the document. If you 

change your mind after making the changes, close the document without saving the 

changes, re-open it, and start over. We recommend that you save an original unmarked 

PDF file for future reference. 

 

5.Click  OK to add the note to the PDF document.  Using the Mark-up features, highlight, 

underline, or strike out text, without changing the original content. 
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1. Open your PDF document. 

2.Click the Select Tool icon  on the toolbar or right -click on the document and 

choose the Select Tool from the right-click menu. 

3.Select Text by left-clicking and dragging cursor over text in the document. 

 

Note: Marking-up text is a permanent action upon saving the document. If you change 

your mind after making the changes, close the document without saving the changes, 

re-open it, and start over. If you wish to start over with a fresh copy just go to the JMC 

website and download a new one. 

 

4.Right-click on the selected text, and choose Highlight, Strikeout, or Underline from the 

right-click menu. 
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Student Scope 
 

The Student Scope is a link found in the Quick Links on many of the main pages in 

JMCôs Next Gen Office Application.   
 

The Student Scope allows you to simultaneously view 6 different types of data for a 

student from the JMC Next Gen database.  Each individual user may specify which 6 

types of data they wish to view in the Student Scope. 
 

The following is a list of the types of data that may be viewed within the Student Scope, 

depending upon what access is assigned to your user account in JMC: 
 

- Attendance 

- Schedules 

- Student Lunch Transactions 

- Period Attendance 

- Discipline 

- Health Immunizations 

- Report Cards 

- Student Contacts 

- Student Progress Report 

- Student Transcript 
 

An example of how to get to the Student Scope is shown here is Schedules ï Student ï 

Edit Schedules.   
 

 
 

Notice the Student Scope link on the right of the page under Quick Links.   If you click 

on the Student Scope link you will get a page that pops up similar to the next figure. 
 

A Quick Link to Student Scope may also be found on Edit ï Student Data and Grading ï 

Entry ï Edit Grades. 
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To change the type of data viewed in any of the 6 panels in the Student Scope, simply 

click on the menu in the upper left corner of that panel and select a different data type. 
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Editing Student Data for SRI 
 

Inspecting & Editing Student Data  
   

1. You may inspect & edit student demographic data individually by selecting 

Edit - Student Data (see Figure 11). 

 
Figure 11: Edit - Student Data page. 

 

2. Use the Find control at the top of the page to select the appropriate student.   
   

3. Edit the demographic data as needed, such as the studentôs Name, Grade, 

Building , or Gender. 
  

Note:    Building Numbers - It is necessary under some circumstances to 

change the building number for a student or students for state reporting 

purposes.  For example, building 0 (sent in SRI file as ó0000ô) is used to 

signify a student who needs to be reported but never comes in to a building, 

such as Home School Assistance Students or students who the district must 

report because they are in a residential facility that is housed in their district. 

For these situations, you may edit the Building # field to be any appropriate 

number for state reporting purposes.  The JMC Building drop down list, 

however, must correspond to a building in the JMC District Database license 

(nugget) file. 
 

Note:    A student grade level of PK may be specified by entering a 0 in the 

Grade field and the selecting a Preschool group from the Kdg group menu.  
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Any grade zero group (KA, KBéKG) may be designated as Kindergarten or 

Preschool by selecting Edit ï Edit School Data. 
 

Note:    Some demographic items are specific to a grade zero group, such as 

Preschool Attendance menu (Kindergarten only) and PK Data button 

(Preschool only).  If these items are not displaying as intended, then you may 

need to edit the grade level for the grade zero group by selecting Edit ï Edit 

School Data. 
 

Note:   Items such as Preschool Programs One/Two Type/Hours/Session 

(Preschool only) are located on a page similar to Figure 13 which can be 

accessed via the PK Data button to the right of the Grade and Kdg Group 

items as shown in Figure 12.  Also, items that relate to preschool funding 

may also be found on this page. 
 

 
 

 
  

Figure 13:  
 

Edit Student 

Preschool Data 

page 

Figure 12:  
 

Edit - Student 

Data page with 

Preschool grade 

zero group 

specified 
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Editing Student General Data 

Edit a studentôs general data (flags, birth date, graduation date, student IDs, etc.) , by 

clicking the General tab panel on the Edit - Student Data page.  The tab panel window 

will appear similar to Figure 14. 
  

 
Figure 14: General Tab Panel for Edit - Student Data page.  

 
 

  

 
 

 

 
 

 

 
 

 

 

 

 

 
 

 
 

 

  

Drop vs. Drop Day Zero vs. Delete Student 
 

Drop - student attended for at least one day of the current school year but has since left the 

school.  To drop a student, use Attendance - Student - Drop Student. 
 

Drop Day Zero ï if a student dropped over the summer and a record is needed for SRI to show 

this, use Attendance - Student - Drop Student and drop them on Day 0.  This will uncheck the 

Active and Attendance flags but till leave the State Reporting checked. 
 

Delete - this is the most severe and is not generally advised unless the student will never attend 

the school again and there has been no data submitted to the state department for this student for 

the current year.  Deleting the student gives you no further opportunities to view or otherwise 

work with the student's data.  An example of where this is an issue is in state reporting if the 

student was inadvertently submitted as attending for the current school year - if the student was 

deleted from the current year then there is no way to correct the student's records at the state 

level for some states (Ed-Fi, SIF).  To delete a student, use Edit - Delete A Student (only 

available at the district level). 
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Editing Student Special Ed Data  

Edit a studentôs Special Education data by clicking the Spec Ed tab panel on the Edit - 

Student Data page.  The tab panel window will appear similar to Figure 15. 
  

  
  

Note:    The only data elements extracted for SRI from the Special Ed tab is that 

which is specified in the IEP Placement Date, IEP Staffed Out Date and 504 Plan.  

All other data elements on this tab may be used at the discretion of the district. 
  

Note:    The Current IEP Level on this tab is for display purposes only.  The IEP 

Level must be edited in the studentôs enrollment history in the Enrollment tab.   
  

Editing Student Entry Data  

Edit a studentôs entry data by clicking the Entry  tab panel on the Edit - Student Data 

page.  The tab panel window will appear similar to Figure 16. 
  

 
Figure 16: Entry Tab Panel for Edit - Student Data page. 

 

  

Figure 15 
 

Spec Ed Tab Panel 

for Edit - Student 

Data page. 
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Editing Student Title I/III Data   

Edit a studentôs Title I/III data by clicking the Title I/III tab panel on the Edit - Student 

Data page.  The tab panel window will appear similar to Figure 17. 
  

 
 

Editing Student LIEP Data  

Edit a studentôs LIEP (ELL) data by clicking the LIEP tab panel on the Edit - Student 

Data page.  The tab panel window will appear similar to Figure 18. 
  

 
Figure 18: LIEP Tab Panel for Edit - Student Data page. 

 

Editing Student State Reporting Data  

Edit a studentôs state reporting data by clicking the State Reporting tab panel on the 

Edit-Edit - Student Data page.  The tab panel window will appear similar to Figure 19. 
  

 
Figure 19: State Reporting Tab Panel for Edit - Student Data page. 

 

Figure 17 
 

Title I/III Tab Panel for 

Edit-Edit - Student 

Data page. 
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Editing Student Race-Ethnicity Data   

Edit a studentôs race-ethnicity data by clicking the Race-Ethnicity tab panel on the Edit - 

Student Data page.  The tab panel window will appear similar to Figure 20. 
  

 
Figure 20: Race-Ethnicity Tab Panel for Edit - Student Data page. 

 

Note:    At least one race must be reported for state reporting regardless of how the 

Hispanic-Latino indicator is set. 
 

Note:    Ethnicity (legacy) is no longer reported in SRI. 
 

Editing Student Removals Data using the Discipline Module 
  

Removal records are now simply one type of student discipline record that may be edited 

and maintained in the Discipline module.  Removals may be viewed and edited by 

selecting Discipline ï Data ï Edit Student Records.  The page will appear similar to 

Figure 21. 

 

Note:    If you do not have the Discipline Module enabled for your JMC Next Gen 

database, please contact JMC at 800-524-8182. 

 

Note:    For more information about the Discipline Module of the JMC Office 

Application, please refer to Discipline documentation available for download from 

JMCôs website at http://jmcinc.com/software/jmcdl.html#office or by calling JMC at 

800-524-8182. 
 

http://jmcinc.com/software/jmcdl.html#office
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Figure 21:  Edit Student Discipline Records page 

 

Note:    Only discipline records for specific Problem Behaviors will be included as 

Removal records in an SRI file.  The state reportable behaviors will always have an 

asterisk (*) next to them.  If the asterisk is not displayed next to the behavior, the 

record will not be reportable to the State of Iowa. 
 

Note:    Only discipline records for specific Actions (Action 1 only at this time) will 

be included as Removal records in an SRI file.  The state reportable actions will 

always have a double asterisk (**) next to them.  If the double asterisk is not 

displayed next to Action 1, the record will not be reportable to the State of Iowa. 
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Editing Student Legal Names 
    

You may edit the studentôs legal names by selecting Edit ï Edit Student Sensitive Data. 

 

 
Figure 22: Editing Legal Names on Edit-Edit Student Sensitive Data Page 

 

Note:    You will need to have the appropriate User Privileges assigned to your login 

account if you are to edit student sensitive data. 
 

Note:    If a legal name is to be established for a student, the first and last name must 

both be provided. 

 

Inspecting Many Students at Once using Lists 
    

You may inspect many students at once (e.g. all students or one grade level) by selecting 

Attendance ï Student - Lists and generating a list of the desired fields (see Figure 23). 
  

Any student demographic data fields required for SRI reporting are available in the 

Choices of a Lists query.  Each data field choice is typically contained in the category 

that corresponds to its location on Edit - Student Data.  For example, items located in the 

General tab will be available in the General category. 
  

Note:    Items located on the State Report tab of Edit - Student Data are available in 

the SRI or General category of Lists choices. 
  

Note:    Items found in the upper left corner of Edit - Student Data are available in the 

General category of Lists choices. 
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In the example displayed in Figure 23, the Lists query criteria are specified for generating 

a list of all active students with their enrollment entry code and entry type.  
  

 
 

To view the records from the query, click Preview. 
 

Once the records are displayed in the preview, you may click Print  to print the report to a 

printer* or click Export Data to export the data to a CSV (comma-delimited text) file. 
 

You may save your query by clicking Save Report. 
 

* Many computersô operating systems have PDF options or drivers installed that 

allow you to ñprintò your document to a PDF file.  When printing the document 

the PDF driver would be listed along with the printer drivers installed to your 

computer.  If you do not have a PDF driver or option on your computer you may 

be able to install one ï contact your technology coordinator or similar personnel 

in your district for assistance. 

 

Inspecting SRI-Specific Student Data using Print Student Enrollment Preview 
   

You may inspect many students at once (e.g. all students or range of grade levels) by 

selecting Iowa - SRI-Print Student Enrollment Preview.  This may be useful for 

reviewing some student SRI data before submitting a file to the State of Iowa for 

processing.  The fields included in this report are: JMC Student name, State ID#, race 

(based on new data items in Race-Ethnicity tab of Edit ï Edit - Student Data), and 

enrollment history fields such as entry date/code/flag and exit date/code/flag.  As an 

alternative to this report, use Attendance ï Student ï Lists and specify any number of 

Figure 23:  

 

Lists ï 

specifying 

criteria 
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SRI, demographic, or other types of data fields as well as various sorting and selection 

criteria. 

 

Assigning Graduation Dates to Seniors 
  

Before being assigned a diploma category, as displayed in Figure 19 (Edit - Student Data 

- State Report tab), seniors will need to have a graduation date assigned to them. 

Graduation dates may be set to a common date for all students in grade 12 by using the 

Edit - Mass Change Fields.  Graduation dates may also be edited individually, if 

necessary, either before or after the Mass Change Fields operation by selecting Edit - 

Student Data and then editing or deleting a date in the Grad Date field. 
  

1. Select Edit-Mass Change Fields.  The page will appear similar to Figure 24. 
  

 
  

2. Select the Graduation Date option from the Change menu. 
  

3. Specify the graduation date in the edit field beneath the Change menu. 
  

4. Change the grade level to 12. 

  

5. Set the menu in the bottom right corner of the page to either ñdonôt change itò 
or ñoverwrite itò.  

  

6. Click Find Students. 
  

7. Click Update Students. 
 

8. All students in the specified grade level will now have this common 

graduation date assigned to them.  If some of these students will graduate on 

an alternate date or will not graduate with their grade level group, you may 

edit or delete the dates for those individuals by selecting Edit-Edit - Student 

Data. 

 

Figure 24:  
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Editing Course Data for SRI 
  

Editing SCED Codes, Section Delivery Methods, Section FTE etc. 
  

To enter the SCED course codes and/or other Iowa-specific course data elements, follow 

these steps: 
  

1. Select Schedules ï Course - Edit Course Data.  The page will appear similar 

to Figure 25. 
  

 
Figure 25: Editing SRI course data using  

Schedules ï Course ï Edit Course Data page. 
  

2. Select the appropriate course by entering the course name or number into the 

Find box or by using the left or right arrow keys to scroll forward or back 

through the courses. 
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3. To edit items at the top of this page, click on the data element and make the 

change and them click the Save button at the left corner just above the tab 

panel. 
   

4. To edit items in the State Specific ï Section tab, click on that tab and the page will 

appear similar to Figure 26.  
 

 
Figure 26: State Specific ï Section tab for 

Schedules ï Course ï Edit Course Data page. 
 

Note:    Some items on this page are also located at Grades ï Transcripts ï 

Edit Transcript Courses, such as Course Origination, Institution Providing 

Course, and Accreditation Program Area.  These items originate from 

Schedules ï Course - Edit Course Data (for non-transfer courses).  The 

transcript course data for these data elements are updated during the Grades 

ï Transcripts ï Bring Up To Date process. 
 

5. To edit a course section record click on the Edit  link for that record.  The 

page will appear similar to Figure 27. 
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6. To save the changes to the course section record click on the Update link for 

that record. 
 

7. To edit items in the State Specific ï Course tab, click on that tab and the 

page will appear similar to Figure 28.  
 

 

Figure 28: Editing a course record on the State Specific ï Course tab for 

Schedules ï Course ï Edit Course Data page. 

 

8. To edit items in the State Specific ï Course tab, click on the data element in 

that tab and make the change and then click the Save button at the left corner 

just above the tab panel.  

 

  

Figure 27:  
 

Editing a course 

section record on 

the State Specific 

ï Section tab for 

Schedules ï 

Course ï Edit 

Course Data page. 
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Inspecting All Courses at Once using Course Data Lists ï expanded option 
  

Select Schedules ï Course ï Course Data List and specify the Course Number and Name 

ï expanded option, as shown on Figure 29. 
  

 
  

The Course Data List (expanded) report includes course number, course name, long 

course name, alternative course ID, SCED course code, common course code, delivery 

method, accreditation program area, course origination, institution providing, and FTE 

for supplemental weighting. 
 

To view the records from the query, click Preview. 
 

Once the records are displayed in the preview, you may click Print  to print the report to a 

printer*.  To export various types of course data, click Create Course Export, Create 

Sections Export, or Create Teacher Export  to export the corresponding data to a CSV 

(comma-delimited text) file. 
 

* For information about using the Print button to save the report as a PDF file, 

please refer to Appendix D of this document. 
 

Importing Course Data from Prior Year  
 

After your data has been rolled up for the new year, you will probably still be making 

changes to your course data in the current year.  In order for this data to get into the new 

year you will need to use this option.  This option is found at Schedules ï Course ï 

Import Course Data. 
 

This option will also import course section data from the prior year if the course name 

and number and course section ID match precisely.  This option will import course data 

from the prior year if the course name and number match precisely. 
 

If you have already made significant changes to your course/section data for this year, 

then you most likely will not want to run this option as some changes may be 

overwritten.  

Figure 29 
 

Schedule ï 

Course - Course 

Data List 

selection criteria 

 


