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Withdrawing a Student: Follow these steps to withdraw a student from a

building or district. Withdrawal Codes are used to describe the reason a student

is leaving school such as moving, dropout, etc. Withdrawal codes are also

reported to EMIS so EMIS Codes are required when adding or editing a

Withdrawal Code. Unless otherwise noted, see Student and Registration End

User Documentation for details.

|| Define Withdraw Codes — Before withdrawing a student, verify that

appropriate Withdraw Codes have been defined. You can view inactive

codes by un-checking the “Show Active Only” checkbox.

Navigation: Studentinformation — Management — School Administration
— Student Codes Administration — Withdraw Codes

From this seres;
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27 Records Displayed

Withdraw Codes Maintenance

Code | EMIS Code Mamea

Completed HS Grad require Jcourse requir. & passad
Death

Expelled

Moued: not known to be cantinuing

Mo longer efigible to b= enrolled in district
Mon-atiendance according ta 105 hour ruls {communi
Mon-enrolied student no langer raceiving services
Mot Applicable, Did not withdrawiwas not truant

Cver 15 years of age

Fub commun schl

Fursued emgloymentiwerk permit - Supt. approval en

Res. District no longer Responsibie for Student

Student compl. course require./did NOT pass raqu.
Student promotad bayond max grads/eniity
Student reported in aor - never should have besn
Tr. by Court Order/Adi court ardered ather pub
Tr. to anather Ohio SD, lacaliexem villisity, r

Tr. to prive school, bansoript req on file, Ed Ch
Transfemed out of the United States

Transfered to another School District outside of

Transfamed to home schoaling, superint. 3

Verfied Mdizal Reasons - Dr. authorizatien on f
Withdrew due to 3314.28(non-tested 2 yr e-School {

Withdrew due to

n. you can display, add, change and delete data pertaining to withdraw codes.

Description

Complated crse requ; passed assessments

Desth

Expelled

Moved:not known to be continuing

Resson for Enroliment (recaived reason) no longer vaiid

Non-attendnace according to 105 hour rule {community schoals only)

lled student no longer: ivir
WITHIN THE DISTRICT TRANSFER
Over 18 years of age
Pub commun schi

Pursued employmentiviork pemit

Resident Student Withdraw from Educating Enfity with 3 Reasan Code that indicates the Resident District no langer has 2 Responsibility for the Student

Studnt promoted beyond maz pradefentty

Studnt reportad in ermor - never should havs been reported
Court Orderlagjust

Local, exsmpt, city

Private Sohl

Outof US

Outof OH

Home schooling

Werified Mdical Reasons

Withdraw due to 3314.28(non-tested 2 yr e-School (Camm. Sch only)

Wd at

Withdrew from Kindergarten
Withdrew from Preschool/PS student WO from PS prog

Withdres pursuznt to Yoder vs. Wisconsin

KIG Student has withdrawn because it has been desmed o be in the best interest of the student if helshe waits one more year untl startng hiser KiG expenence

PS student has

W Yoder us. Wiscansin

comgleted the praschosl program requirements and will not be- enralled in the same district next year for praschacl ar KG programs

=
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|| Enter Final Mark (optional) — Navigate to the Student Marks page for the
final attending reporting period.

Navigation: Studentinformaion — SIS — Student — Marks — Student Marks

Student Marks

From this screen, you can view a student's marks for each completed or present course.

E:] Show Completed Courses Only Dropped Withdrawn
Marking Pattern: Full Year

6wkl 6wk2 6wk3 Gwkd 6wkd 6wkb Fin
Course Section MRK MRK MRK MRK MRK MRK Fin

0304 - ADV ENGLISH 10 (Section 2)
0713 - SPAN Il (Section 5)

0824 - ENR ALG Il (Section 3)

0952 - FIRE N ICE (Section 1)

0960 - ORCHESTRA (Section 1)
1121 - CHEMISTRY (Section 4)

1220 - US HISTORY (Section 1)

See Marks End User Documentation for details

e Click the course section to add marks for

e Add the student marks as needed.

Student Mark Entry -

This screen is used to perform mark entry for a student

Show Marks List Show Display Options

Course Section Mark Value General

0304 - ADV ENGLISH 10- Section 2 MRK1 " w ‘ | ‘ |
MR | I | |
M| I/ [ | |
MRS | I I I
MRS I/ [ | |
MRKE [ I I |
L I | |

0713 - SPAN Il Section 5 MRK1 | ‘ ‘ | ‘ |
M2 I/ [ | |
MRIG | I I I
il I | |
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[ | Enter Withdraw Student Info — Determine whether this is a building or

district withdrawal and fill out other required withdrawal information. Be sure

to set the student’s new Student Status to “Inactive” (or another appropriate

withdrawn Student Status code), and check the boxes to clear the student’s

Locker and Homeroom Assignments, if desired.

Navigation: Studentinformation — SIS — Student — Withdraw Student

District Withdraw

Withdraw Student

From this screen, you can withdraw a student from the working school.

submit button from below.

Building District

€) In order to withdraw a student from the working school for the current school year, please enter a withdraw
date and select a valid withdraw code. If you are sure you want to withdraw the student, please select the

Withdraw to District Comments: | |

Student Status:”™ | v|

Remove Locker Assignment:
Remove Homeroom Assignment:a/|

Admission Date: 8/20/2018

Withdraw Date:" [n0/1212018 x| e

Withdraw Reason:” |— Select a Withdraw Reason — v|
Withdraw to District IRN: s

| Cancel |
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Building Withdraw

Withdraw Student

From this screen, you can withdraw a student from the working school.

€ In order to withdraw a student from the working school for the current school year, please enter a withdraw

date and select a valid withdraw code. If you are sure you want to withdraw the student, please select the
submit button from below.

Building District

Admission Date: B/20/2018
Withdraw Date:* 022018 ] o
Withdraw Reason:™ |— Select a Withdraw Reason — v

Withdraw to School IRN:

Withdraw to School Comments: | |

Student Status:” | V|

Remove Locker Assignment:
Remove Homeroom Assignment:jv/|

==
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[] Verify Admission History Page (optional) — View the Admission History
Summary page to ensure that student withdrawal information has been
properly updated.

Navigation: Studentinformation — SIS — Student — Admission History —
View Admission History

Admission History Summary

This page displays admission and withdrawal history for the selected student

. Elementary School
9212008 - 9/2/2008
9/3/2008 - 6/8/2009
8/31/2009- 6/4/2010
8/30/2010- 6/9/2011
8/30/2011- 5/31/2012
. Elementary School
8/28/2012- 53012013
8/28/2013- 6/6/2014
8/25/2014- 6/4/2015
. School
8/25/2015- 5/2712016
8/23/2016- 5/25/2017
. High School
8/22/2017- 5/29/2018
8/20/2018- 5/23/2019
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[ Edit Admission History Details (optional) — You can edit Admission History
details, to change admission dates, admission codes and student calendars,

if needed.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details

Admission/Calendar History Details

Click on the edit and delete icons to manage the student’s admission events.

School Year Type:

Year Date Event School Calendar Code

2011-2012  Jul 01,2011  District Admission

2011-2012  Jul 01,2011 | Building Admission Elementary School DFLT  FIRST SCHOOL DISTRICT ATTENDED
2012-2013 Intrabuilding Progression Elementary School DFLT
2013-2014 Intrabuilding Progression Elementary School DFLT
2014-2015  Jul 01, 2014  Building Admission 1 Elementary School DFLT
2015-2016 Intrabuilding Progression Elementary School DFLT
2016-2017  Jul 01,2016  Building Admission Schoal DFLT
2017 -2018 Intrabuilding Progression School DFLT
W ¢ 2018-2019 Jul 01,2018 Building Admission High School DFLT

Admission/Calendar History Details
Click on the edit and delete icons to manage the student's admission events.

School Year: 2018 -2019
Event: Building Admission
School: High School

Admission Date:"[[/1/2018 x| e

Admission Code: | LV

Calendar:” |H5 Default (Default) v|

E=
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Remove Next Year Admission (optional) — If this student has been enrolled
into the next school year already, this withdrawal will not have affected that
admission. Click the trash can icon on the 2018-2019 admission record on

the student’s Edit History Details page to remove that admission as well.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.

School Year Type

Year Date Event School Calendar Code

2011-2012  Jul 01,2011 District Admission

2011-2012  Jul 01,2011 Building Admission Elementary School DFLT  FIRST SCHOOL DISTRICT ATTENDED
2012-2013 Intrabuilding Progression Elementary School DFLT
2013-2014 Intrabuilding Progression Elementary School DFLT
2014-2015 Jul 01,2014 Building Admission Elementary School DFLT
2015- 2016 Intrabuilding Progression 1 Elementary School DFLT
2016-2017  Jul 01,2016 Building Admission School DFLT
2017 - 2018 Intrabuilding Progression School DFLT
W & 2018-2019 Jul01,2018 Building Admission High School DFLT

Sl copyright

/Admission/Calendar History Details

IClick on the edit and delete icons to manage the student's admission events.

Deleting this admission record will completely remove the student for the selected school year. This includes all records associated with the student, course history, fees, grades, etc.

Are you sure you want to delete the following admission event?

Building Admission on 7/1/2018

+ Aftendance

= Daily Absences: 1
+ Discipline

= Discipline Action: 4
+ Marks

= Mark Comments: &

= Student Marks: 1

= GPA Honor Rall: 12
= Scheduling

= Course Requests: 1

= Course Section Assignments: 1

m Cancel
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|| Re-Enroll Accidentally Withdrawn Students (optional) — If you accidentally
withdraw a student you did not intend to withdraw, you can re-enroll the
student from the Edit History Details page. Simply delete the withdrawal
event using the trash can icon. Note: This only applies during the school
year. If you accidentally withdraw a student with a Summer Withdrawal, you
will have to re-enroll them completely.

Navigation: Studentinformation — SIS — Student — Admission History —
Edit History Details

Admission/Calendar History Details

Click on the edit and delete icons to manage the student’s admission events.

School Year Type

Year Date Event School Calendar Code

2013-2014 Aug 01,2013  District Admission

2013-2014  Aug 01,2013 Building Admission School DFLT NON PUB
2014-2015 Intrabuilding Progression School DFLT
2015-2016  Jul 01,2015  Building Admission High School DFLT
2016-2017 Intrabuilding Progression High School DFLT
2017 -2018 Intrabuilding Progression High School DFLT
2018-2019 Intrabuilding Progression High School SENI
W & 2018-2019 Oct12,2018 Building Withdraw High School SENI Moved: not known to be continuing

2018-2019 Oct12 2018  District Withdraw

Admission/Calendar History Details

Click on the edit and delete icons to manage the student's admission events.

Are you sure you want to delete the following admission event?

Building Withdraw on 10/12/2018

m Cancel

Admission/Calendar History Details

Click on the edit and delate icons to manage the student’s admission events.

The admission event was successfully deleted

School Year Type:

Year Date Event School Calendar Code

2013-2014 Aug 01,2013 District Admission

2013-2014  Aug 01,2013 Building Admission School  DFLT  NONPUB
2014 - 2015 Intrabuilding Progression School DFLT
2015-2016  Jul01,2015  Building Admission High School DFLT
2016 - 2017 Intrabuilding Progression High School DFLT
2017 -2018 Intrabuilding Progression 1 High School DFLT
Ty 2018 - 2019 Intrabuilding Progression High School SENI
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You will need to go to the student’s profile, and change the student’s Status to

the correct enrolled status (for example, from Inactive to Active or Non-

Resident), and change the student’s Grade Next Year to the appropriate date.

Navigation: Studentinformation — SIS — Student — Edit Profile — General

Tab

Edit Student Profile

General Additional Custom Private

[ < N

Last Modified: 10/12/2018 3:04 PM by Usar: amy

From this screen, you ¢an display and change information regarding a students profile.

F3-Standing

FE-Attendance FD-Attributes Fi-Atfributes FN-Graduate Transportation

I~ INACTIVE o «

Student Number: 0100000 Bl | Auto-Assign Student Status:™
First Name:" Middle Name:
Last Name Suffix: l:l
Gender:" Birthdate:" 011012000 £ Ageliz |
Local Ethnic Category: W - White, Non-Hispanic v Verified With: B - BIRTH CEAT. v/
jic/Lating: [H-Mo, the student is not Hispanic/Latin | Birthplace City: 1

Racial Group(s):

W - White, Mon-Hispanic|»

ENG - English {Default) v

Summative Race:”

Native Language

Address of Residence (For Address Verification)

[] A-Asian [_] B-Black or African American [_| l-American Indian or Alaska Native [_| P-Native Hawaiian or Other Pacific Islander [of] W-White

Home Language:

ENG - English v

Mailing Address Use Address of Residence

Streat:” PO Box 100

|straat:* PO Box 100

City, State, Zip:" Mansfieid lDH V|44Q[I4-1722

[/ Bypass Address Standardization

City, State, Zip: | Mansfizid OH|[ ] 248041722

+/ Bypass Address Standardization

EBypass Comments: |

Phone Humber:

Unlisted

EMIS Grade: 12

Building Grade:*

The FD tab can be used to change the State Equivalent Grade.

) Changing the Buiking Grade does not changs the State Equivalent Grade.

| View Log
Email: [ om
Grade Next Year: «
EMIS Grade Next Year: -

@ Changing the Grade Next Year does not change the EMIS Grade Next Year.
The FN tab can be used fo shange the EMIS Grade Next Year.

Program: [ v Home school IRN: [ Tk
Home School:
Attendance Calendar:  [Senior Calendar ~ Report to EMIS: =
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You will also need to go to the FS-Standing tab on the student’s profile, and
correct the District Withdraw Date and Withdraw Reason, if the accidental

withdrawal was a district withdrawal.

Edit Student Profile

From this screen, you can display and change information regarding a students profile.

FN-Attributes FN-Graduste

Percent Attending

E Show Current Year Only

m | Cancal | VSRR [ [ Ignore EMIS Situation Errors )

Last Modifisd: 10/12/2018 2:55 FM by User: amy

General Additional Custom Private F3-5tanding FS-Attendance FD-Affributes
Start Withdraw ~ Withdraw EMIS District District Of How How
Date Date Reason Situation i i i i

& # 7208 | 10122018 T4 5 1 049437 —"

100 020255

IRN OfTime Building IRN Reasoni1 IRN1

Transportation

Sent To SentTo  SentTo%

Of Tima 1

NA e o

EMIS ID: 500100005

Effective Start Date:"|7/1/2018

District Admission Date: 8/1/2013

State Student ID {$51D): y|2827603

Admission Reason:"h - Student transfemed from nonpublic school in Ori:ﬂ

Admitted From [RN: [+ Q-

‘Withdraw Reason: |T-4 -Moved: not known to be :cn'.inuingj «

Percent of Time:|0

District Withdraw Date: 10/12/2018 | Wilithdraw |
Withdrawn To IRN: | === - Q
EMIS Situation:™|5 - Resident attending Full Time [+
District Relationship: | 1 - Stud. rewg instr. in whole/pant from rep. dist [
District of Residence: Q
How Received: - ‘\atAppIicableﬂ
How Received IRN: ===~ Q
Percent of Time: 100
Tuition Type: M - Mon-tuition stedent [def;ult}ﬂ
Attending Building IRN: ]
Assigned Building IRN{*=** W
County of Residence:” |70 - Richland| v|
SentTo 1: SentTo 2:
Reason: MA - Mot sent to another district) | Reason: | NA - Not sent to another district -jde"ault]ﬂ
IRN: it Q IRN srar Q

Percant of Time 0

|:| Exclude F§ Records from Fall Initialization Updates

¥} This check box is not schook-year specific and should not be selected uniil the student has been promoted.

Note: Also, check the Report to EMIS checkbox on the FN-Attributes tab if

it has been unchecked and the student should be reported to EMIS.
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Review the student's schedule using the Request Assignments page.
Uncheck the Show Active Only checkbox. For each course section
assignment with a stop date in the past (or on the current date), add a new
assignment for the same course section starting the day after the stop date.
For course section assignments with a stop date in the future (and the same
as the start date), instead Remove those course section assignments (with
the trash can icon and the Remove/Delete option) and re-assign the student
to those course sections (linked to the student's request, if any) with the

original start date.

Navigation: Studentinformation — SIS — Student — Student Schedule —
Request Assignments

You can also re-enter the student's schedule on the Course Section
Assignments page. Make sure to check Dropped and click Search to view

Dropped course section assignments.

Navigation: Studentinformation — SIS — Scheduling — Course Section
Assignments

Note that on this page, you will be unable to see the dropped
assignments while adding each new assignment (assignments will no
longer be linked to requests). Don't forget to click Save Changes when

you are finished on this screen.

Course Section Assignments
From this scrsen. you can display, 3dd. change and d
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When Removing assignments with the same start date and stop date in the
future from the Course Section Assignments page, you should re-assign
those courses on either the Request Assignments page (linked to the

request), or on the Student Requests page.

Navigation: Studentinformation — SIS — Scheduling — Requests

Friory siatus

7
i
%
..-.-i
voo0No0

Also, if you selected to clear locker or homeroom assignments when
withdrawing the student, you will need to re-assign the student's locker and
homeroom. See the Assigning Lockers to Students Procedural Checklist and

the Assigning Homerooms to Students Procedural Checklist for more details.

If the student actually withdrew, and then came back at a later date, you
would need to re-register the student, but only fill out the required fields on
the Registration Pre-requisites tab of the Registration Wizard. When
Studentinformation informs you of a Strict Match on the Possible Matches

tab, you could re-activate that student’s information.
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Navigation: Studentinformation — SIS — Registration Wizard —

Registration Pre-requisites tab

Student Registration Wizard

From this screen users can register students

Registration Pre-requisites Possible Matches Complete Registration Family Group

CalledName: [ lSocialSecurity] |  EMISID:
Student Number:|:|5inhdate:* l:l g2 Age:
Grade: "

D Student is a Non-Attending Graduate

First Name:*

Gender:*

|

Last Name:

EMIS

[ 1]
[

| Next>

Navigation: Studentinformation — SIS — Registration Wizard — Possible

Matches tab

Student Registration Wizard

From this screen users can register students

Registration Pre-requisites Possible Matches Complete Registration
) A possible match for the student you are registering.

Please review the students listed below for possible duplicate records.

Doe, John
PO Box 100
_Mansﬂeld , OH 44904

This student is already enrolled in the building you are
waorking with.

3!
‘Student ID: 00100000 - STRICT MATCH Pl-ease go.back to the
Gender M Prerequisites tab and change some information to add a
Birthdate: Jan 01, 2000 new student or select this student to edit.
| <Back MNext =

Family Group

EMIS

NOTE ON EXPELLING STUDENTS: If a student is expelled and is not
receiving instructional services, then the student should be withdrawn

with code '48'. If the student returns, re-admit the student through the

Student Registration Wizard screen. If the student does not return after

the expulsion period is over, then the withdrawal reason would stay as

code ‘48’. If a student is expelled, but is receiving instructional services,

do not withdraw the student, simply report the discipline.
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[] Withdrawing Students Between School Years (optional) — If you withdraw

a student as a summer withdrawal (after the end of one school year, and

before the start of the next school year), you should change context to the

new school year, then withdraw using a date before the start of the school

year, but after the student's enrollment date (such as 8/1/18). You will see a

warning message that requires you to confirm the summer withdrawal.

Navigation: Studentinformation — SIS — Student — Withdraw Student

Withdraw Student

From this screen, you can withdraw a student from the working school.

year (8/20/2018 - 5/23/2019).

Records that will be removed:
Student Course Section Assignments
Student Course Requesis
Student Absences

Student Marks

Student Fees

Student Alerts

Student Transportation

Student Homeroom

Student Locker

Student Transfers

Student Memberships

Student Discipline

m Cancel

The withdraw date (08/01/2018) indicates a summer withdraw. A summer withdraw will delete all student records for the current school year
except those required for EMIS reporting. Choose OK to proceed with a summer withdraw. Choose Cancel to select a date within the school
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L] wiTH Report (optional) — Prints a list of students withdrawn between specific
dates.

Navigation: Studentinformation — SIS — School — Student Reports —
Withdrawal List

Withdrawal List (WITH)

From this screen, you can select parameters to generate a report.

Selection Criteria Selection Summary Load Settings

B/20/2018 x| g w0 [10M272018 | g4

Withdrawal Date Range:”

Student Status

A-ACTIVE RES
AE - Active Elsewhere M
D-DELETED P PP
EG - Early Graduate

Grade
07 -07
08-08 Al =
09-09 W PP
10-10

Withdrawal Code

** - Not Applicable, Did not withdraw/was
35 - Res. District no longer Responsible 74 & =
36 - Withdrew from Preschool/PS studen' sl 9
37 - Withdrew from Kindergarten

Sorting Options

Student Number (ASC) Student Name (ASC)

Student Number (DESC) & = +
Student Name (DESC) Wi 3
Grade (ASC)

Delivery Method: | Pickup v|| SetAs Defaut

Email Address:

Report Format: |A1dabe PDF v|

Description: |
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L] AWEX Report (optional) — Prints a list of students admitted and or withdrawn

between specific dates.

Navigation: Studentinformation — SIS — School — Student Reports —
Admission/Withdrawal

Admission/Withdrawals (AWEX)

From this screen, you can select parameters to generate a report.
Selection Criteria Selection Summary Load Settings

Selecting an Ad-Hoc Membership Group will limit the report the iated with that ip group.
All other criteria will be ignored.

— Select an Ad-Hoc Membership — v

Ad-Hoc Membership:
Public And Private| |

If not limiting to an Ad-Hoc Membership Group, you may select as many other criteria as desired.
Each selection will limit your results further.

Admission Date Range:™ [8/202018 [e8 to* [101202018 =
Date Match Method:
Withdrawal Date Range:” [8/20/2018 |t [10m2r018 I

Admission Code
01- FIRST SCHOOL DISTRICT ATTENL

02 - NON PUB A
03 - SAME COUNTY e
04 - IN OHIO

Withdrawal Code

=* - Mot Applicable, Did not withdraw/was
35 - Res. Disfrict no longer Responsible fA k= =
36 - Withdrew from Preschool/PS studeniy e s
37 - Withdrew from Kindergarten

Grade
07 - 07
08 - 08 Al
09-09 e ol
10-10

Student Status

A-ACTIVERES
AE - Active Elsewhere Lol B

D - DELETED N
EG - Early Graduate

Membership Group

4H - 4-H CLUB

A# - BASEBALL TRAINER [l
A" - BASEBALL MANAGER whe o
AB - ALT BOYS STATE

Membership

15 - Extended Learning Time (Each Wee
15 - Guided Reading (Small Group Instru”s= =
15 - Increase Reading Time [V
15 - Interactive Writing

Special Education Services

215001 - Adapted Physical Education Se
215002 - Aide Services A

215003 - Attendant Services Vi
215004 - Audiological Services

Show Building or District Admission Date: (@) Building () District

Show Earliest or Latest Admission Date: (@) Earliest () Latest

Show Building or District Withdrawal Date:(®) Building (_) District
Sorting Options

Student Number {(ASC) Student Name (ASC)
Student Number {DESC) Lol I

Student Name (DESC) W
Grade (ASC)

Delivery Method: | Set As Default

Email Address:
Report Format: Adobe PDF ™

Description: [

e
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