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Wisconsin Student Locator System 

User/Training Manual

11. Exit Confirmation
The Exit Confirmation screen will be used to confirm or deny the exit confirmation requests that have been made for students owned by your school or district. You will receive once or twice daily emails (depending on what has been selected for your school or district on the District/School WSLS Preferences screen) alerting you to outstanding exit requests. Please note that the requesting school can remove these exit requests up until the time you confirm or deny them.
When reviewing the exit requests, you should verify whether the student has left your school or district. You would confirm an exit request for a student that has exited your school or district. You would deny an exit request for a student that is still enrolled and attending your school. Also if you know the student they requested the exit for cannot possibly be your student, please take the time to investigate. You can view contact information for the requesting school and district. 
What do you need to do?
Note: If you already have the Exit Confirmation Requests Received list on the screen skip sections 11.1 Access Exit Confirmation and 11.2 Select a School. You will not need to perform section 11.7 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system. 
· View the exit confirmation requests for students from your school. Perform sections:

· 11.1 Access Exit Confirmation; 
· 11.2 Select a School; 
· 11.3 View Contact Information for the Requesting District and/or School (optional); 
· 11.4 View a Student’s Detail Information (optional); and 
· 11.7 Exit Screen or Change Role Selection.
· View the contact information of a requesting school. Perform sections: 
· 11.1 Access Exit Confirmation; 
· 11.2 Select a School; 
· 11.3 View Contact Information for the Requesting District and/or School; and 
· 11.7 Exit Screen or Change Role Selection. 
· View the detail information of a student on the Exit Confirmation Requests Received list. Perform sections: 
· 11.1 Access Exit Confirmation; 
· 11.2 Select a School; 
· 11.4 View a Student’s Detail Information; and 
· 11.7 Exit Screen or Change Role Selection. 
· Confirm an Exit Confirmation Request. Perform sections:

· 11.1 Access Exit Confirmation; 
· 11.2 Select a School; 
· 11.5 Confirm an Exit Request; and 
· 11.7 Exit Screen or Change Role Selection.
· Deny an Exit Confirmation Request. Perform sections: 
· 11.1 Access Exit Confirmation; 
· 11.2 Select a School; 
· 11.6 Deny an Exit Request; and 
· 11.7 Exit Screen or Change Role Selection.
· Select another school to review. Perform sections: 
· 11.1 Access Exit Confirmation; 
· 11.2 Select a School.
	
	11.1 Access Exit Confirmation

	
	Note: User access to this screen is based on the role assignment of the user.

	
	11.1.1 To Access the Exit Confirmation Screen:

	Access Exit Confirmation
	1. Click on (Select) Exit Confirmation on the main menu.
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	View Exit Confirmation screen
	2. Allow User access to the Exit Confirmation screen.
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	11.2 Select a School 

	
	11.2.1 To Select a School:

	Select a School

	1. District - defaulted to your district and cannot be changed on this screen.

2. School - defaulted if you have access to only one school in the selected district. If you have access to multiple schools in the selected district, click on the dropdown arrow and select a school. If you have access to all schools in the district, you may select 0000 All Schools to view records from all of the school in the selected district. 
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3. Click on (Select)[image: image4.png]|2 rerresn



. 
4. A list of students that have outstanding exit requests from the selected school will be displayed. Note: In the following example the School has outstanding Exit Confirmation Requests. Disregard the data listed.
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	11.2.2 To Select a Different School:

	Select another School 

	Note: This option is only allowed for users that have access to more than one School in the selected District.
1. School – If you have access to more than one school in the selected district, click on the School dropdown box and 
2. select a school. Note: Disregard the data listed.
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3. Click on (Select)[image: image7.png]|2 rerresn



.

4. A list of students that have outstanding exit requests from the selected school will be displayed. Note: In the following example the School does not have any outstanding Exit Confirmation Requests.
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	11.3 View Contact Information for the Requesting District and/or School

	
	You are able to view the contact information of the requesting District and School in case you need to contact someone from the District or School requesting the exit of your student.

	
	11.3.1 To View the Contact Information for the Requesting School:

	View Requesting District and School Contact Information

	1. Select the Requesting School name (hyperlink) to view the contact information for the School. Note: New Berlin Hi is selected. Disregard the data listed.
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2. You are transferred to the District and School Contact Information page. Note: Disregard the data listed.
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	11.3.1 To Return to the Exit Confirmation Requests Received Page:
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	1. Click on (Select)[image: image12.png]EXIT
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.

2. You are transferred to the Exit Confirmation Requests Received page. Note: Disregard the data listed.
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	11.4 View a Student’s Detail Information

	
	You must review each student listed and determine if they have exited your school. You are able to view the student’s detail information in case you need more identifying information on the student.  


	
	11.4.1 To View Detail Information on a Student:

	Select Student

	1. Select the student’s Last Name (hyperlink) to view the student’s detail information. Note: Disregard the data listed.
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2. You are transferred to the Confirm/Deny page (shown below) that lists the student’s detail information. Note: The Deny Exit and Confirm Exit icons are now reversed in WSLS. Disregard the data listed.
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	11.4.2 To View the Student’s Alias Names:
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	1. Click on (Select)[image: image17.png]


. The Student Alias Data page contains the student current legal name and any other name that the student is known by. Note: Disregard the data listed.
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	11.4.3 To Return to the Confirm/Deny Exit Page:
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	1. Click on (Select)[image: image20.png]Eleacx



. Note: Disregard the data listed.
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2. You are transferred to the Confirm/Deny Exit page. Note: The Deny Exit and Confirm Exit icons are now reversed in WSLS. Disregard the data listed.
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	11.4.4 To Return to the Exit Confirmation Requests Received Page:
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	1. Click on (Select)[image: image24.png]EXIT
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. Note: The Deny Exit and Confirm Exit icons are now reversed in WSLS. Disregard the data listed.
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2. You are transferred to the Exit Confirmation Requests Received page. Note: Disregard the data listed.
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	11.5 Confirm an Exit Request

	
	If the selected student has exited your school you will enter the date the student exited and confirm the exit.
A user may have Write access or Read Only access to this screen. If your role assignment has Read Only access to this screen, you will not be allowed to Confirm or Deny Exit Requests on this screen. The screens shown in this chapter are for a user with Write access. 


	
	11.5.1 To Confirm an Exit Request:
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	1. Select a student from the “Exit Requests” list. Note: Disregard the data listed.
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2. If you determine that the student has exited your school, enter a valid exit date. Valid exit dates consist of:

· Must be a valid month, day, and year;

· Must be entered in the MM DD YYYY format; 
· Must be on or after the enrollment date in your school; and 
· Must not be more than 14 days after the new enrollment date. 

Note: Disregard the data listed.
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. This action will give the requesting school ownership of the student. Note: The Deny Exit and Confirm Exit icons are now reversed in WSLS. Disregard the data listed.
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4. An exit confirmation email will be sent to the requesting school and district.


	
	11.6 Deny an Exit Request

	
	If the selected student has NOT exited your school (still attending your school) you will deny the exit.
A user may have Write access or Read Only access to this screen. If your role assignment has Read Only access to this screen, you will not be allowed to Confirm or Deny Exit Requests on this screen. The screens shown in this chapter are for a user with Write access.

	
	11.6.1 To Deny an Exit Request:
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	1. Select a student from the “Exit Requests” list. Note: Disregard the data listed.
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2. If you determine that the student is still attending your school, click on[image: image35.png]7§ DEHY
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. This action will deny the requesting school ownership of the student. Note: Disregard the data listed.
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3. An exit denial email will be sent to the requesting school and district.


	
	11.7 Exit Screen or Change Role Selection

	
	11.7.1 To Return to the Main Menu:
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	1. Click on (Select)[image: image38.png]MAIN
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on the navigation bar at the top of the page.
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2. User is returned to the WSLS Main Menu.
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	11.7.2 To Select a Different Role:

	Change Role
	If you are assigned to more than one Role and/or District and/or School you may change your selection by performing the following steps.

1. Click on (Select)[image: image41.png]MAIN
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on the navigation bar at the top of the page.
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2. If you have the Select Role icon [image: image43.png]ﬁsﬁ(cr
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shown on the Main Menu screen then you are assigned to more than one Role and/or District and/or School. 
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3. Click on (Select) [image: image45.png]ﬁsﬁ(cr
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on the navigation bar at the top of the page.

4. You are returned to the Role Selection screen.
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5. You may select another Role.

	
	11.7.3 To Exit WSLS:
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	1. Click on (Select) [image: image48.png]Pexr



 on the navigation bar at the top of the page.
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2. You will exit the WSLS and be transferred to the Logoff screen.
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3. To close your browser click on the X ([image: image51.png]


) in the upper right corner of the page.
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