Refugee Status Help File

To code a student as a Refugee go to the student’s file and click on his/her name.
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Enter the filter criteria and click Filter to retrieve the students matching the criteria. To search for and add a new student to the district click
on Student Search link under Tools in the left navigation.

After the students have been displayed, click on the student’s last name to view the student record or on the start date to view the student's
detail record identified by the start date.

Check to return only the most recent student detail record for a student.
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Click on your district name in the list of district(s) that appear
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Click on “Check Out” so that you are able to make changes to the student’s record.
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The student's school year detail record includes information on the student’s enrollment as well as the peci* r. the @ﬂ
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the information displayed within the special program’s information section. To remove a special program from the student, all fields under
the special program must be cleared out. “C h k O t
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Click the “Refugee” check box.
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This screen will come up.

Click the check box next to “Is a Refugee”
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Click the “Check In” button. Say “yes” if you are asked whether or not you want to save the
changes.

Make sure you have also completed the “Immigrant” section of this student’s record.



