Student Records elests’ ‘ TOPSpro

Steps to Add Student Records

To manually add a Student record to your account, start from the Demographics list of records. Use
the student record Navigator to add or edit “child” records to ensure data-entry accuracy with

prepopulated “parent” information about the student.

Description

1. Organization [QRELLIGEE Reports Tools Help ° From the Menu bar,
Students " Demographics
:'ograms M I::acords O Cth ReCOl‘dS.
Tests
Ci=iD » Select Students.
Employment History
Ploces of Employment o Click Demographics.
2. R ] e The Demographics list of records opens in a
tabbed page, commonly referred to as the
Demographics Lister.
e From the Toolbar at top left of the
Demographics page,
o Click New.
3 ¢ A new tabbed page opens to input Student
Information.
e Enter the minimum (recommended)
Identification.
o Student ID.
P — y o First/Last Name.
] ' o Middle Name/Initial
Note! Use eTests Online to collect and (recommended).
“fill-in” remaining Demographics or add o Gender.
student records in TE automatically. )
o Birth Date.
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Description

R e To Save the new Student record,
o Click Save from the Toolbar at top.
2/(#) 1dentification
Student ID: 321456987 4
Title: [
First Name: Manuel
Middle Name: [
Last Name: | Rodriguez
o Add a Site Enrollment where the student
will have activity.
s it Recod o Click the Add Site Enrollment
e (T s (G button.
Title: [ @ Male
Middle Name: ) :
LastName:  Racriguer Birth Date: [ 6/111365 [v]
—
Dt sharing Respansas 2||#  Education
Core Performance Studsnts Highest Year of School:  Highest Degree or Diploma: CAHSEE Sc/
Add Site Enrollment
Program Year: |7/1/2020 - 6/30/2021 - [ ] From the Site Enrollment pop—up,
Site(s): Site |
IN—RHAS: North Campus x| o Click the Site field down-arrow and
Type here to search.. ~ . .
01 RHAS: North Campus # SeleCt a Slte Wlth. .o
a2 - RHAS: East Campus
03 - RHAS: South Campus
04 - RHAS: Wes[C:ijpus n Type to Search.
05 - RHAS: Corrections
: = Scroll to Select.
= Select from Lister.
o Click the Add button.
o Click Save.
E View Organization Records Reports Tools Help
e To Save the new Student record,

New Student  EJ

Students

Edit / View

@ |# TIdentification

Student ID: IW ¢
Title: [

First Name:  |Manuel

Middle Name: [

Last Name: | Rodriguez E

o Click Save from the Toolbar at top.
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Add Entry/Update Record
2|4 Identification

321436887

Student 1Dz

Titho: )

First Name: Manue
Middle Name:

Last Name: Rodriguez

= |4 site Enrollment

|Proaram Year| sites

2021 |- RHAS North Campus

| "add site Enroliment |

& |# Education

K view Omganization Records Reports Tools Help

e To Close the new Student record,
o Click the Red X Box on the new
Student record tab.
e o This returns you to the student
e Demographics Lister.
Birth Dates | 61171968 [|
|x
e From the student Demographics lister, you

IR CEXRTI [+20% - Roing Ails AsulsSchaa (RHAS)| ~ ERER [ Cotumns =] &

View Organization

Records

Reports

* StudentID | -1 First Name | -2 Middle Name | ‘= LastName | = BirthDate | = Gender | =  Ethnicity
T v T r T T T
Wansura Ruezynski /2111965 Female  Hispanicor Lating
Waru A Winakava Male
5571608 Waruel Jauragui Saldate 5 [ Hispanic or Lating
4466387 Wanuslz Yarfanianena... 12/22/1976  Female  Hispanic or Lating
4448758 Warya Algarzaie 142771586 Kiale Mot Hisparis o Latina
5145601 Wanzhi Canchan 12/4/2000  Female  Hispanic ar latina
183417 Waraazmin Angelica Rockwell 141372002 Female  Hispanic ar Latina

will now see the new Student record in the
list of records.

o Click Refresh from the Toolbar to
display the Student record, if
needed.

Tools Help

J4906 - Rolling Hills Adult School |

rRHAS)| + IR

View Orgaiiization

Records Report:

D 1 First Name 2 Middle Name 3 Last Name
b d r h 4 A 4
4442925 Mansura Ruczynski
13299 Manu A. Minakawa
321456987 Manuel Rodriguez
5571608 Manuel Jauregui Saldate
4466589 Manuela Yarijanian-na...

If you have additional Student records to
input...

From the Toolbar at top,
o Click New.
o Proceed from Step 3.

s Tools Help

4908 - Rolling Hills Adult School (RHAS)| -0 1

1 First Name 2 Middle Name

3 Last Name

A d A 4 h g A g
4442925 Mansura Ruczynski
13299 Manu A Minakawa
321456987 Manuel Rodriguez
5571608 Manuel Jauregui Saldate
4466589 Manuela Yarijanian-na...

If you are finished with inputting Student
records,

o Click the Red X Box on the student
Demographics tab to close the lister.
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