
InformationNOW AL – Summer 2011 
Enrollment Procedures 

State Enrollment 
State Enrollment will be disabled from June 17 to July 18, 2011.  All school districts MUST mass enroll all students in each school for 
the 2011-2012 Academic Session before State Enrollment is enabled on July 18. 

Mass Enrollment 
To mass enroll students (PRIOR to July 18 and as early as June 17), go to Students | Mass Enrollment. Select all students to mass 
enroll and click the Enroll button. 
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The screen shown below will appear:  
 

 
 

• Enter the Reported Date as the first day of school. Select an Enrollment Code and an Enrollment Reason. 



• If there is information the user wishes to copy over from the previous Academic Session, select those options under Copy 
from previous Academic Session. 

• For any student who does not currently have a Lunch Code or Transportation Code, set a default value that will be assigned 
to all students without entries. 

• Click OK. 

Enrolling Transfer/New Students 
Once State Enrollment is disabled on June 17, users will no longer “register” students in the 2011-2012 Academic Session. From this 
point forward, users will “enroll” students. Since State Enrollment will be disabled, there will not be a Search District or Search 
State button available. The user will enter any new enrollee as New. When State Enrollment is enabled on July 18, all new enrollees 
will then sync up in the locator. 

• Go to Students | Enrollment.  

• Enter search criteria and click Search to see if student exists 

• If the student DOES exist, select the existing record and then click Enroll. Populate all necessary information. Enter the 
Reported Date as the first day of school. Select an Enrollment Code and an Enrollment Reason. 

 

 
 

• If the search does not locate the student, click Cancel. The Search screen will return.  
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• Remove any search criteria and click Search.  
 

 
 

• On the next screen, click Add to create a new student record. 
 

 
 

• Populate all necessary information. Enter the Reported Date as the first day of school. Select an Enrollment Code and an 
Enrollment Reason and then click Enroll. 

 

 

No Shows 
When a student is set as a No Show, the Reason selected may be either Summer Withdrawal (student advises that he/she is not 
returning to the school PRIOR to the first day of the school year) or Non-return in the Fall (student is enrolled to attend the school 
but DOES NOT ATTEND on the FIRST DAY OF SCHOOL.) 
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No Show Settings 
• To allow the No Show option for users, go to School/District | Setup | Settings tab.  

• Change the Disable date to allow users the No Show option in the current Academic Session. Enter a new Disable date. 
 

 

Setting a Student as a No Show 
• Go to Student Maintenance and select the student to set as a No Show.  

• Go to that student’s Enrollment tab. 

• Bullet the Enrollment record and click on No Show. 

• Enter the No Show Reported Date. Select a No Show Reason Code.  
 

 

Important Note: The screen shown above will be available after the InformationNOW summer 2011 release. 
Please wait to mark any applicable students as No Show until after the summer release has been installed.  

Summer 2011 Release 
The summer release is tentatively scheduled to be made available on July 11. It is VERY important that users install the summer 
release for InformationNOW, as well as the summer updates for STISETSWEB and STIHealth, before State Enrollment is enabled on 
July 18.  
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