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ADMITTING STUDENTS INTO BCeSIS
Only enter info required
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Go to the Admit Button
** To admit a student into BCeSIS, you need to

first click on the Admit button ;:;L;ji SELELT rm T
5TnuI:I-E-HT SCHOOL urru::

Reminder — you must do a “Restrictive Query”
**Press the F7 key and tab over to the Legal Name field
enter only the legal last name, gender, and birth date (format below)

3 Admit Student

Lenal Marne Student Marne | Middle Na... Birth Date
Rousseau F|01-APR-1892

Fupil Mo Ministrs

**Press the F8 key and check the bottom left of your screen for the result of the query:

FRM-40301: Query caused no records to be retrieved. Re-enter.
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If a student has not been withdrawn from a previous school.

Click on the Info button to
open the screen below.

Fupil Mo Ministr# Legal Mame Suf || Student Mame || Middle Ka G (2 Withdrawn
489856 114027949 Wade Allison Elizabeth Anne | F|12-JUL-1994 Infa.
Info.

IC

Inifia.

112 Rainhow Rd

Salt Spring Island, BC _
{ 250)537-4891

(250)537-11549 ]

Mr. Jeff Hopkins

Gl Islands
(50)537-5548
(250)537-4200
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Select vs Enroll New
**|f your search shows the above message, click on the “Enroll New” button
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Use the “Select” button if the student you were querying shows up in the list

Other Helpful Hints
Always Remember to:

select the appropriate Gender in the first data entry screen Male

-

check the Legal Middle box if there is NO middle name on the documentation

enter the information for property (or physical) address

Even though this info is not
required for 1701 data
collection, it *is* required in
order to move forward from
this screen

click the “Same as Property Address” box to copy the info from above, IF the addresses are
the same ... SAVE

Answer the prompts and you will automatically move forward to the next screen

the next screen is the Citizenship Screen, where you identify language at home and Ab Ed info

Lang.(Eth

Status - On Reserve
Status - Off Reserve
hietis
nguage [English '] Ethnicity | it
it Home | English -]
stlUsed |English '] Ahoriginal Ancestry
Band of Residence
Dlaz |

Language and Ethnicity Inform

Maon-Status




