Transferring Records and History | 12/2013

Transferring records can be done in a variety of ways.
Only SELPA; CASEMIS Clerk; District Admin 1 have access to transfer student records.

Direct Transfer:

Go to the MIS Summary page, unlock the record and change the School or District (if SELPA Admin).

& uniock | Refresh | Admin» Active RSP g Print

By changing the school, district attending or district of residence, this constitutes a transfer and will log a
transfer record.

Edit District and School of Residence

SELPA (for District of [ Wonterey County - 2700 [=]
Residence)
/ District of Residence | Spreckels Union Elementary - 2766225 [=]
! Responsibility
School of Residence | E|
Close

Requesting Transfer:

When a student is ‘new’ at a school or district, the student may not be ‘new’ to SIRAS and already have
an existing record. If the administrator knows the student is transferring, or would like to search for an
existing record before attempting to create a new record, they simply can go to the /Tools /Request
Transfer page.

‘& Tools

N

\ System Admin ]
Calendar
Batch Edit / Submit
Labels and Batch Forms
Document Library
Added Forms
Assessment Reports

1 Request Transfer

[ Data Export
SELPA/District Admin
Manage Users
Support

Under the ‘Find Candidate Student Records’ page, enter the SSID and click on ‘Find Matching Records’.
Or one can enter a partial first name and partial last name or birthdate as well.
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Request Transfer
Find Candidate Student Records

Birthdate
Find matching records

351D
Student ID
First Name

Last Mame

We do not suggest trying to find candidate records by completing each field. If there is a slight variation
on the spelling of the first or last name the search may miss the record the person is trying to find. Once
candidate records are displayed below, the administrator can specify directly what District and School
this student will be going to. Use the School Type choice to select other schools besides public schools.
To create the transfer request, click on ‘Create Transfer Request’. When a CASEMIS admin from the
other district/school sees the transfer request on the home page they can accept or cancel the transfer

request depending upon the circumstances.
Home page when the transfer is accepted or denied.

Sending a Transfer:

Whomever requested the transfer will be notified on the

When Admins login, on the homepage will be a list of current transfer requests. Each request shows
when it was initiated, info about the student, where it is coming from and where it is going with the

option to either send, accept or cancel the request.

« 5 Pendina/Requested Transfers

Initiated « = Student = Student ID = SELPA From =
122013 | MEES 121264 Monterey
Angel County
1znozoy | S 2766159020550001 | MONEETEY
Watthew S - - County
Perez, Joe Monterey
12102013 | JEEE-0S | goeogs o
12/9/2013 100942 Monterey
County
12902013 2786159025110001 | 1O"HETEY
County

District From %

Gonzales Unified

Salinas Union
High

Salinas Union
High

Salinas Union
High

Salinas Union
High

School From &

Gonzales High

Everett Alvarez
High

Everett Alvarez
High

Salinas High

North Salinas
High

District To &

Salinas Union
High
Monterey

County Office
of Education

Monterey
County Office
of Education

Monterey
County Office
of Education

Monterey
County Office
of Education

School To +

Alizal High

Wellington M.
Smith, Jr.

Wellington M.
Smith, Jr.

Salinas
Community

Salinas
Community

Initiated By &

Denize Pung

Debra Brau

Debra Brau

Debra Brau

Debra Brau

Status 3

requested

requested

requested

reguested

reguested
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If/when cancel is ever selected, the admin can specify a reason for cancelling if needed and can put a

short reason as to why if needed. Individual transfers are logged under Student History under the

Student Info menu; and district Transfer History Report under the Reporting menu.

Transfer Rules:
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Records that have an open meeting can’t be transferred, the meeting must be finalized or deleted if no
longer needed.

Records that are ‘Inactive’ will be made ‘Active’ upon transferring unless the record was exited as
‘Returned to Regular Ed’. These records will be left as is so the receiving district can start a secondary
initial on this record. In order to start an initial on an exited record it must be exited with the proper
reason, left ‘Inactive’ and have old referral information left intact. Once the Initial Evaluation meeting is
create the new information will be updated in the MIS Summary page.

Records being transferred from one SELPA to another also must be ‘Inactive’ (or made Inactive) and
given exit information when appropriate. If exit information is current for the reporting cycle that
information will be used for the upcoming June Reporting Cycle.

During the CASEMIS Deadline period (when SELPA is making a final review of the CASEMIS data)
transfers will not be permitted.

As an admin you will see both ‘accept’, ‘send’ and ‘cancel’ as options. Send indicates the record has
been requested away from your district/school. Accept indicates the record is coming your way and will
be added into your district/school. Cancel indicates that the transfer is to be undone with no action.

Transfer History:

Records that have been transferred are logged and admins can review information on records that have
left their district in past by clicking on ‘View Transfer History’ link from under all pending transfers area
on the Home Page. If there are no pending transfers then you can also view it by going to the
/Reporting /Transfer History Report area.

In the Transfer History Report, the name of the student is a link that will give you a snapshot of the
student’s MIS Summary page at the movement of the transfer. In the upper right corner is an option
‘Print transfers from date’ which will allow you to search for a range of transfer dates.

At the footer of the SIRAS page one can adjust how many records per page one sees and can
incrementally go back in time to review when records were transferred. The list may be a bit long
depending upon if you are looking at district level or school level. A useful tip is that you can use the
CTRL+F or /Edit/Find option of your web browser. By invoking the ‘Find’ feature of your web page you
can use that to search thru the visible Transfers for a student name/id or who initiated the transfer.
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