

Wisconsin Department of Public Instruction




   Chapter 15 Version 1.0

Wisconsin Student Locator System 

User/Training Manual

15. Mass Student Exit
The Mass Student Exit screen can be used by Districts and Schools to exit a group of students such as High School Completers with the same exit date.  This screen allows students to be searched for by school and birth date. Students can then be selected individually or in mass to be exited.  

What do you need to do?
Note: If you are already on the Student Search page of the Mass Student Exit screen skip section 15.1 Access Mass Student Exit. You will not need to perform section 15.6 Exit Screen or Change Role Selection until you are ready to leave this screen or exit the system. 
· Select and submit students for Mass Exit from your school. Perform sections:

· 15.1 Access Mass Student Exit; 
· 15.2 Search for Students; 
· 15.3 Select Students for Exit;
· 15.5 Submit Mass Exit; and  
· 15.6 Exit Screen or Change Role Selection.
· Remove student from Mass Exit selection. Perform section: 
· 15.4 Remove Exits from Student List. 
	
	15.1 Access Mass Student Exit

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

	
	15.1.1 To Access the Mass Student Exit Screen:

	Access Mass Student Exit
	1. Click on (Select) Mass Student Exit on the main menu.
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	View Mass Student Exit screen
	2. Allow User access to the Mass Student Exit screen.
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	15.2 Search for Students 

	
	15.2.1 To Search for Students:
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	1. If a search has already been performed, click on (select) [image: image4.png]Jcear



to remove the current search criteria and student list from the screen. Note: Disregard the data listed.
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2. District - defaulted to your district and cannot be changed on this screen.
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3. 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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4. Enter the beginning Birth Date as the Start Date (format – MM DD YYYY) of students that you want to include in the mass exit.

5. Enter the ending Birth Date as the End Date (format – MM DD YYYY) of students that you want to include in the mass exit.
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6. Click on (Select)[image: image9.png]


. 
7. “Your Students Available for Exit” list is displayed at the bottom of the Exit screen. Note: In the following example, the School has students that matched the search criteria specified. Disregard the data listed. 
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Note: In the following example, no students at the specified School matched the search criteria specified.
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	15.3 Select Students for Exit

	
	The list of students displayed is based on the search criteria that you entered.

	
	15.3.1 To Select Students to Exit:

	Select students for exit

	1. You must select the students that will be exited from the “Your Students Available for Exit” list. Note: Disregard the data listed.
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2. Enter the Exit Date (format MM DD YYYY). The date that the students will be exiting their current School. Note: A pre-exit may be reported no more than 7 days prior to the exit date. 
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3. Click on (Select) [image: image14.png]| /] SELECT
VAL



 to select all students in the list or click on the Select box beside each student to be exited to select students individually. Note: To de-select students that have been selected, click on (select) [image: image15.png]| /] SELECT
VAL



 to de-select all students in the list or click on the Select box beside each selected student to de-select students individually. Disregard the data listed.
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4. Click on (Select)[image: image17.png]kd save



. Note: [image: image18.png]kd save



 is located in the bottom right corner of the screen. You may need to scroll down to access it. Disregard the data listed.
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5. Once [image: image20.png]kd save



 is selected, the students selected for exit are removed from the screen. 
6. Now you may:

· Complete the submission process for the students that you selected for exit - proceed to section 15.4; or

· Select another group of students for exit - proceed to section 15.3.2. 
***Note: While it is possible to exit the screen at this point it is not recommended. You should submit the selected students for exit (see section 15.4).


	
	15.3.2 To Select Another Group of Students for Exit:

	Select another group of students

	1. To select students from the list already on the screen, proceed to step 2. Note: Disregard the data listed.
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OR perform the Search process (see section 15.2.1) to select from another group of students.  Note: Disregard the data listed.
[image: image22.jpg]Mass Student Exit - Student Search (TR | b | Qe | Tuee

District: 2289 - Green Bay Area. School: [0140-Danz El -

Enter Birth Date Range(start and end date as :MM-DD-YYYY)

Stat Date:J03 - [10 - [ie@3 EndDate:[8 - [37 -[1984

T -

Your Students Available for Exit (‘required fields)

Select Students for “Exit Date: {08 - 30 - J2004

/] stLect
Select al student: Y ALL

Rame Name "" bate Gonder o bate Seloct
SCHOOL : 0140 - Danz EI

ANDERSON [aBEY e 117211993 F [oam2r2003 [5]
CALLAWAY [ALFRED 01181994 i loam2r2003 [5]
SMTH [ALEXANDRIA (0401994 F loam2r2003 loe/a02004 [5]





2. Enter the Exit Date (format MM DD YYYY). The date that the students will be exiting their current School. 
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3. Click on the Select box beside each student that will be exited. Note: Disregard the data listed.
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4. Click on (Select)[image: image25.png]kd save
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 is located in the bottom right corner of the screen. You may need to scroll down to access it. Disregard the data listed.
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5. Once you have selected[image: image28.png]kd save



, the students selected for exit are removed from the screen.

6. Now you may:

· Complete the submission process for the students that you selected for exit - proceed to section 15.5; or

· Remove a student that has been selected for exit - proceed to section 15.4; or

· Select another group of students for exit - proceed to section 15.3.2. 

***Note: While it is possible to exit the screen at this point it is not recommended. You should submit the selected students for exit (see section 15.5).



	
	15.4 Remove Exits from the Student List 

	
	If you find a student on the “Student List” has been selected in error or should not be exiting to the specified School, you are allowed to remove the student from the list.

	
	15.4.1 To Remove a Student from the Student List:
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	1. If you are on the Student Search page, you may select a School (if a School is not already selected, it can be left blank), click on (Select) [image: image30.png]


, and proceed to step 3. Note: School is 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 all of the students that have been selected for exit from all of the school in the selected district. 
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2. If you are on the Mass Student Exit page, and the School you want is already selected, proceed to step 3, otherwise select a School and click on (select)[image: image32.png]|2 rerresn



. Note: School is 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 all of the students that have been selected for exit from all of the schools in the selected district.
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3. Students in the selected School are displayed in the Student List. Note: To change School selection go back to step 2. Disregard the data listed.
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4. Click [image: image35.png]Femave



 on the row that the student is listed on. Note: I am removing Beth Smith. Disregard the data listed.
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5. Student is removed from the Student List and the exit is removed. Note: This student could now be listed on the Student Search page depending on the search performed.  



	
	15.5 Submit Mass Exit

	
	After you have reviewed the list of students selected for mass exit, you should submit the mass exit.

	
	15.5.1 To Submit the Mass Exit:
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	1. If you are on the Student Search page, you may select a School (if a School is not already selected, it can be left blank), click on (Select) [image: image38.png]


, and proceed to step 3. Note: School is 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 all of the students that have been selected for exit from all of the school in the selected district. You may submit the exits from one school or select All Schools to submit the exits from All Schools at once.
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2. If you are on the Mass Student Exit page, and the School you want is already selected, proceed to step 3, otherwise select a School and click on (select)[image: image40.png]|2 rerresn



. Note: School is 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 all of the students that have been selected for exit from  all schools in the selected district.
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3. Students in the selected School are displayed in the Student List. Note: In this example, a School was not selected on the Search Student page. Student List defaulted to All Schools. To change School selection go back to step 2. Disregard the data listed.
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4. Click on (Select) [image: image43.png]


in the bottom right corner of the Mass Student Exit page (you may have to scroll down to see it) to submit exits for the students listed.  
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5. The exits have been submitted. To go back to the Student Search page, click on (select)[image: image45.png]) STUDENT
/- SEARCH



.


	
	15.6 Exit Screen or Change Role Selection

	
	15.6.1 To Return to the Main Menu:
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	1. Click on (Select)[image: image47.png]MAIN
oI MENU



on the navigation bar at the top of the page.
[image: image48.png]Student Search EISTURENT | o M | (exr | There




2. User is returned to the WSLS Main Menu.
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	15.6.2 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: image50.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: image52.png]ﬁsﬁ(cr
ROLE



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: image54.png]ﬁsﬁ(cr
ROLE



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.

	
	15.6.3 To Exit WSLS:
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	1. Click on (Select) [image: image57.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: image60.png]


) in the upper right corner of the page. Note for some User’s this may be a white X with a red background, yet for other User’s it may be a black X with a gray background.
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