
Refugee Status Help File 
 
To code a student as a Refugee go to the student’s file and click on his/her name. 
 
 

 
 



 
 
Click on your district name in the list of district(s) that appear  
 

 
 
 
 
 

Click on the 
District to open 
the student’s 

record.  



Click on “Check Out” so that you are able to make changes to the student’s record. 
 
 

 
 
 

Click on 
“Check Out” 

to add 
information 

to the 
student’s 

record  



Click the “Refugee” check box. 
 

 
 

To code a 
student as a 

Refugee, 
click on this 

box. 



This screen will come up.  
 
Click the check box next to “Is a Refugee” 
 
 

 
 
 
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. 
 

Click in the 
box next to “Is 

a Refugee” 
This is also a 

one-time entry.


