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OVERVIEW

This guide covers the steps for enrolling a new student in the district using the TxEIS

Registration application, as well as re-enrolling a student who was previously enrolled in the
district.

For information on registering a student who enrolled via txConnect online student

enrollment, see the TxEIS Registration - Register Students From txConnect Online Enrollment
“How To” guide.

Prerequisites

B This guide assumes you are familiar with the basic features of the TxEIS Student system
and have reviewed the TxEIS Student Overview guide.

B You must be a registered TxEIS user and have rights to access the campus on which
you are registering the student.

B For more detailed information about individual fields, see online Help in the TxEIS
Student system.

B This guide is based on TxEIS 3.1.

Checklist Overview

The following steps are covered in this guide:

(1  Enroll a student who has never been enrolled in the district:
U Create the student record.
U Add student demographic data.

[ Re-enroll a student from an historical record.

[ Enroll the student in special programs.
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ENROLL A NEW STUDENT

The following steps describe adding a student who has never had a record in the district.

Registration > Maintenance > Student Enrollment

[ Save \
Student: | | | Retrieve I
Texas Unique Stu ID; |:| [ Directory J [ Hist Directory J
Demo Demo2 Demo3 At Risk Contact W/R Enroll Speckd GIT Bil/ESL Title | PRS Generic PK|

1. Leave Student and Texas Unique Stu ID blank, and click Retrieve.

Depending on the setting of the Auto Assign Student ID field on Registration >
Maintenance > District Profile > District Information > District Maintenance > Control
Info, the following occurs:

® |f Auto Assign Student ID is selected, the next state ID is automatically assigned
to students. The following pop-up message is displayed:

a . N
Information!

Student ID number will be automatically assigned
when record is saved

ok

Click OK.

® |f Auto Assign Student ID is not selected, you must enter an ID number for the
student. The following message is displayed at the top of the page:

ﬁuto Assign ID Numbers is not checked.Please enter a Student ID Number. ‘ \
[ Save |
Student: | | | Retrieve I
Texas Unique Stu ID: l:l lWJ [mj
Prev  Next
Demo1 Demo?2 Demo3 At Risk Contact W/R Enroll SpecEd GT Bil/ESL Title | PRS Generic PKH

= In the Student field, type an unused six-digit student ID.

o Click Retrieve.
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2. The Demo1 tab opens with blank fields allowing you to enter the student’s full name
and all required demographic data for the student.

Add Demographic Information

The Demo1 tab is one of three tabs where you can enter the student’s demographic data.

Registration > Maintenance > Student Enrollment > Demo1

save |
Student: | | Retrieve |

TexasUniqueswiD:[ ] | Directory | | | HistDirectory |

Prev Next

Y =

Demo2 Dema3 At Risk Contact W/R Enroll SpeckEd G/T Bil/ESL Title 1 PRS Generic PK Enroll Forms

Demographic Information
Grade: l:lz‘ Entry Dt: o Track: |1 v Orig Entry: S Withdrawal Dt:

Name: | I | L+l |
First Middle Last Gen Nickname

Social Security Number Denied: L/ SSN: |:| Prior SSN: l:l Texas Unique Student 1D: l:l
Sex: I:"E‘ DOB: l:l Hispanic/Latino: | Aggregate Race/Ethnicity :

White: [ Black/African American: | Asian: [/ American Indian/ Alaskan Native: | Hawaiian/Pacific Isl: |

Student Indicators Current / Next Year Information

Elig Code: [*] Attribution Cd: Control Num: l:l CY Team Code: D
Camp Id Resid: - - Eco Disadvan: :E Mext Yr Cntrl: l:l NY Teamn Code: D
Military Connected: | | 7| Foster Care: Nxt Yr Camp: Here Last Yr: o
Rep Excl: I:IE
Active Cd: 1- Active Record Status: ﬂ
Cnty Residence: l:l NSLP: :E
Addr/Tel Rest: I:E Phone Nbr: l:“:l Cell Ph Nbr: ‘ . - | E-mail: | |
Mailing: | | | | l:l | | |AIam0City | ‘ | +| | ‘ Duplicate I
Murm Street Direction Apt City State Zip
1 O | e 3 -

1. The following fields are required to create a student record; however, the more
complete the student’s record, the more useful the data is throughout the Student

system.

® Grade

® Entry Dt

® First and Last Name

® Elig Code

® Either SSN or Social Security Num Denied
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® Sex
® Date of Birth
® At least one race must be selected.

Other bolded fields are required for PEIMS reporting and should be entered.
See online Help for descriptions of each field.

If a photo exists for the student ID, the student photo is displayed. You can add or
change the student photo:

® Hover over the image and click Change.

[ Save l \
S[udent:| 000316 : Bacon, Jason Samuel | |

Retri

. -!] Texas Unique Stu ID:I:I l Direct

Prev

&

At Risk Contact W/R Enroll Bil/ESL Title |

The Change Student Photo window opens.
o s )

' Choose File | No file chosen

k save \_.m | /

® (lick Choose File. Locate and open the file for the new image.
® C(lick Save to close the window.

Click Save.

When enrolling a new student, you must save the information on the Demo1
tab before continuing. You are not allowed to proceed to any other tabs until the
information is saved.
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NOTE:

Once data is saved on the Demo1 tab, it is not necessary to click Save on each tab. You can
make changes on multiple tabs and then click Save once.

Registration > Maintenance > Student Enrollment > W/R Enroll

Once the record is saved on the Demo1 tab, the student will have an enrollment record on the
W/R Enroll tab.

At Risk Contact RIS BIlVESL Title | Generic

T
Entry Date Bt Date Reason Status Bxclusion Grade

EigCd Track AfinbCd CampRes Cj
09 =

Registration > Maintenance > Student Enrollment > Demo2

Demo1 Demo3 At Risk Contact W/R Enroll Speckd GIT Bil/ESL Title | PRS Generic PK Enroll Forms \
Counselor Information M—
C lor:
ourseler [ I« Primary Language: =l
3 A i @i l:l Immig Tracking: l:l
District Entry Date: | 09272016 Headstart Code: DE
Birth City: ‘ Medicaid Eligible: =]
Birth State: l:l Alien Tuition Cd: =]
Birth Country: [Tl Parent Federal Connected: [
Cohort: l:l
Locker
=z
Number:
Previous District: |:| I:l
Cornbination 1:
K Previous Campus: l:l J
Coent i S —

Enter additional data for the student, including counselor, receiving/transfer, locker,
and miscellaneous information. Several local use field are available on this tab.
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Registration > Maintenance > Student Enrollment > Demo3

Demol | Demo2 [WEENGEMN| AtRisk | Contact | W/REnroll | Speckd | &T | BivESL | Titel! | PRS | Generic | PKEnroll | Forms | EEEEEEER

Career Technology

Day Care CTE Support Service: Single Parent/Pregnant Teen: l:lm
Transport CTE Support Service: Career and Technology Ind: DE
Displaced Homemaker:
Pmrnotion Status Indicators Graduation
Year End Status: EE Campus of Account: |:| Graduation Type: DE Graduation Date: |:
= P.rumatlon: EE Migrant: AAR Grad Plan: Texas Grant Eligibility: |:
Rcta?ned Reason 1: l:lE Immigrant: Cert of CrsWrk Date Completed: I:l College Entry:
Retained Reason2: [ |¥] Asylee/Refugee Cd: R
Retained Reason 3: l:lE e E"Z‘ CPR Date Completed: I:l Speech Date Completed: |:
Unaccomp Youth Status Cd: E"E‘ Foundation High School Program
\ Early Reading Cd: l:"ﬂ College Career Instruction: _ /

Enter additional data for the student, including CTE data, status indicators, and any
available promotion or graduation data.

Click Save.
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Re-ENRroLL A STUDENT From HisToRIcAL

The Historical Directory allows you to search for students who were enrolled in the district in
a prior school year and select a student for re-enrollment.

Registration > Maintenance > Student Enrollment

(_save ) )
Student: | | | Retrieve I
Texas Unique Stu 1D: |:| l Directory J | Hist Directory J <
Demo1 Demo2 Demo3 At Risk Contact W/R Enroll SpecEd GIT Bil/ESL Title | PRS Generic PK

1. To locate a student, leave Student and Texas Unique Stu ID blank, and click Hist
Directory.

The Historical Directory opens.

Las[Namcl:l Fi|>tNamc| | S[uIDl | Texas Unique Student 1D ‘ SSN‘ | | Search I ( Cancel

School Yr StulD Last Name First Name M DOB Sex SSN  Campus Gid Entry Dt Withdraw Dt Withdraw Cd  Grad D

no rows

2. Enter datain one or more of the following fields, or leave all fields blank.

® Last Name - Type all or part of the student’s last name to retrieve students
whose last name begins with the letters you have typed.

® First Name - Type all or part of the student’s first name to retrieve students whose
first name begins with the letters you have typed.

® StuID - Type all or part of the student’s ID to retrieve students whose ID begins
with the characters you typed.

® Texas Unique Stu ID - Type all or part of the student’s Texas Unique Student ID to
retrieve students whose ID begins with the characters you typed.

® SSN - Type all or part of the student’s social security number to retrieve students
whose SSN begins with the characters you typed.

11
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All except the SSN field are autosuggestion fields. As you begin typing, a drop-down
list displays students whose data begins with the numbers or characters you have
typed. From the drop-down list you can select the student.

3. Click Search.

The students who meet the criteria entered are displayed. The records are sorted
ascending by last name and first name, and then descending by year.

/GslNdmc dia FirstName‘ ‘ StuID‘ | Tcxasumquesmdmt\[)l ‘ SSN‘ ‘ l Search l Cancel

DOB Campus Grd Eniry Dt Withdraw Dt Withdraw Cd =~ Grad Dt
081371  DIAMOND ALECZANDER E 11 o X
2014-2015 081371 DIAMOND ALECZANDER E 11-10-1998 001 10 08-25-2014
2013-2014 081371 DIAMOND ALECZANDER E 11-10-1998 001 05 (8-28-2013
2012-2013 081371 DIAMOND ALECZANDER E 11-10-1998 041 08 08-27-2012 -
2013-2014 100602  DIAMOND CATHERINE H 02-21-2005 103 03 08-28-2013 09-23-2013 81
2016-2017 082107 DIAMOND LA'SYENIKA K 05-04-2003 041 07 08-22-2016 —
2015-2016 082107 DIAMOND LA'SYENIKA K 09-04-2003 104 06 08-24-2015
2014-2015 082107 DIAMOND LA'SYENIKA K 09-04-2003 104 05 08-25-2014
2013-2014 082107 DIAMOND LA'SYENIKA K 05-04-2003 103 04 (8-28-2013
2012-2013 082107 DIAMOND LA'SYENIKA K 09-04-2003 103 03 08-27-2012
2014-2015 081496 DIAMOND SETH D 04-30-1997 001 12 08-25-2014 - 06-2015|
2013-2014 081496 DIAMOND SETH D 04-30-1997 001 11 08-28-2013
2012-2013 081496 DIAMOND SETH D 04-30-1997 001 10 08-27-2012
2016-2017 082852 DIAZ AIZLYNN ] 06-22-2006 104 05 08-22-2016
2015-2016 082852 DIAZ AIZLYNN ] 06-22-2006 103 04 08-24-2015
2014-2015 082852 DIAZ AIZLYNN ] 06-22-2006 103 03 08-25-2014
2013-2014 082852 DIAZ AIZLYNN ] 06-22-2006 103 02 08-28-2013
2012-2013 082852 DIAZ AIZLYNN ] 06-22-2006 105 01 08-27-2012
2012-2013 071163 DIAZ BOBBIE ] 02-22-1995 001 12 08-27-2012 - 06-2013|
2012-2013 081797 DIAZ BOBBY ] 03-25-2004 103 03 08-27-2012 02-04-2013 &0
2016-2017 083778 DIAZ CHARLES R 05-159-2006 104 05 08-22-2016 —
2015-2016 083779 DIAZ CHARLES R 05-19-2006 103 04 08-24-2015
2014-2015 083779 DIAZ CHARLES R 05-19-2006 103 03 08-25-2014
2013-2014 083779 DIAZ CHARLES R 05-159-2006 103 02 (08-28-2013
2012-2013 083779 DIAZ CHARLES R 05-19-2006 105 01 08-27-2012 -
2013-2014 000002 DIAZ CHRISTOPHER D 10-20-2001 104 06 08-28-2013 10-28-2013 &0
2012-2013 000002 DIAZ CHRISTOPHER D 10-20-2001 104 05 08-27-2012 —
2013-2014 100773 DIAZ COLTON M 03-27-2001 041 07 08-28-2013 12-13-2013 82

® If more students are retrieved than can be displayed on one page, you can page
through the list.

® The list can be re-sorted by clicking an underlined column heading.

The list include enrollment records from the current year and previous years.

® A blue link indicates a student who is not currently enrolled and can be re-
enrolled.

® A black link indicates a student who is currently enrolled; these students cannot
be re-enrolled.

® You can only click a row for the most recent year the student was enrolled;
records for earlier school years are not hyperlinked.

4. When you locate the student you want to re-enroll, click the blue link for either the
student ID or school year.

® If the student’s latest enrollment is in the current school year (i.e., if you clicked a
black link), a message indicates that the student is currently enrolled.

12
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QQ Error!

This student is currently enrolled. Please select another
student to reenroll.

Click OK.

® |f the student was last enrolled in a previous school year, a warning message

prompts you to confirm that you want to re-enroll the student in the current
year.

\?) Warning!

Are you attempting to reenroll a student
Name: DIAZ CHRISTOPHER

DOB: 10-20-2001

to the current year?

e ) |

Click Yes.

The Demo1 tab opens allowing you re-enroll that student. The student ID (as
displayed in the Student field) must be the same as used previously.

Save
Student: 000002 : DIAZ, CHRISTOPHER DON \ | Retrieve |
Texas Unique Stu ID: [ 1746570526 Directory Hist Directory ]

Demo2 Demo3 At Risk Contact W/R Enroll Speckd G/IT Bil/ESL Title 1 PRS Generic PKEnroll Forms

Demographic Information

Grade: [ [¥] Entry Dt l:l Track: I |¥] Orig Entry: Withdrawal Dt: |:|

Name:  |CHRISTOPHER | [oon | [Diaz [ ] |

First Middle Last Gen Nickname

Social Security Number Denied: ) s5N: | 478-49.48395 Prior SSN: | 478-49-4895 Texas Unique Student ID: | 1746570526
K sex M | DOB: | 10-20-2001 Hispanic/Latino: |/ Aggregate Race/Ethnicity : W - White

= You must enter the Grade and Entry Dt fields for the student.
= Add or update additional data for the student.

o Click Save.
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ENROLL THE STUDENT IN SPECIAL PROGRAMS

Additional tabs on the Student Enrollment page allow you to enroll the student in various
special programs, including special education, gifted and talented, bilingual/ESL, Title |,
pregnancy-related services (PRS), generic programs, and PK enroliment.

B [ the student is new to the district, there will be no existing rows on the program tabs.

B If a student was previously enrolled in the district and in a special program, one or

more rows will be displayed with previous enrollment data. The most recent row must
contain an exit date and withdrawal reason code in order to add a new record.

IMPORTANT!

Generic programs are used to track students affected by a crisis, such as those displaced by
Hurricane Harvey or Irma.

Registration > Maintenance > Student Enrollment

At Risk

Contact

W/R Enroll (SpecEd | Bil/ESL Title 1 Generic PK Enroll . Forms

Delete  Campus Entry Date BExitDate  Reason Gift/Talent

no rows

v

For example, to enroll a student in the Gifted and Talented program:

1. From the G/T tab, click +Add to add a record. A blank row is added to the grid.

At Risk Contact W/R Enroll SpeckEd Bil/ESL Title |

Delete Campus Entry Date Exit Date

Reason Gift/Talent
@ ﬂi Eif H e ol 433

o
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2. Type the date the student entered the program in the MMDDYYYY format.

3. Additional fields may be needed depending on the program. See online Help for
descriptions of the fields.

4. Click Save.

IMPORTANT!

For detailed information about enrolling a student in a generic program designated for
students displaced by Hurricane Harvey or Irma, see the TxEIS Registration - Manage Students
Displaced by Hurricanes Harvey and Irma “How To” guide.
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