10 DAY ENROLLMENT REPORT CHECKLIST
2018-19
· All students must have a schedule before teachers can take attendance.  To get a list of students at each school that do not have a schedule navigate to Start Page > Reports > Section Enrollment Audit, then submit.  

· All teachers must have taken attendance in PowerTeacher by 9:00 am. To get a list of teachers who have not taken attendance navigate to Start Page > Reports > PowerTeacher Attendance making sure to check the box beside your homeroom period, then submit.  

· Get a list of absences for each homeroom (or 1st period at high schools).  To get a list of absences for the morning navigate to Start Page > Reports > Absentee Report making sure to check the box beside your homeroom period, then submit.  Print the report for your records only (do not send report).  
· Once you have a list of absences include those students who are absent on the first day in the No Show (NS) column for Day 1 on the 10 Day Enrollment Spreadsheet provided in email.  For the remaining 9 days, only report students as no shows who were absent on Day 1 and still have not shown up to school.  Once any of those students show up you will not include them in the No Show (NS) column, but will need to include them in the M/F totals.
· For enrollment totals go to the Start Page > Functions > Enrollment Summary.  Record  M/F totals by grade in the colunms on the 10 Day Enrollment Spreadsheet provided in email. 
· Do not withdrawal any No Show students unless you or the enrollment clerk has gotten a records request for that student.  In that instance you may remove their absences, and then withdrawal  them as of (first day of school).  If a student has not shown up as of the 10th day of school and you do not know where they are you may remove their absences, and then withdrawal them as of (first day of school).  NOTE:  All W8 exit codes have to be followed up on ASAP so that you can figure out where these students have gone.  Once you know where the student went, you'll need to change the W880 exit code and the No-Show exit comment to match the information you have on the student.
· If the enrollment clerk notifies you that a student registers after the report has been emailed open the 10 Day Enrollment Spreadsheet, make the changes to that days totals, and resave it.  When you email the report the next day, note that you made the change and to what day.

· If a transfer request is received before the 11:00 a.m. deadline the student must be withdrawn from PS and the attendance clerk notified before that deadline.  If a transfer request is received after 11:00 a.m. the student must be withdrawn by the end of the day for the totals to be accurate on the next days 10 Day Enrollment Spreadsheet.

