PowerSchool Quick Reference

Dropout Reporting

The North Carolina Public Schools annual dropout data collection involves three steps:

e Researching Potential Dropouts
e Designating Verified Dropouts
e Submitting Verified Dropouts (School/Local Education Agency)

Researching Potential Dropouts

Students marked W2 on the enrollment record from the dropout reporting
year.

1. Print the Potential Dropout Match Report.

Navigation: Start Page > State Reports > current Collections > Dropout Data
Collection > Review button > Potential Dropout Match Report
Data View
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Dropout Reporting

2. Students on the Potential Dropout Match Report are not dropouts if they meet the
following criteria:

e A school name is listed in the Match School Name field (indicating that the W2
student has returned to school for the next school year) and Entry and Exit dates
listed in the Match Entry Date and Match Exit Date fields indicate that the
student was in school on the 20th school day.

e The student has a documented exception. See Dropout Data Collecting and
Reporting Manual for allowed exceptions.

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf

3. The remaining students should be verified as a dropout. See instructions under
Designating Verified Dropouts section, Section B, page 7.
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Dropout Reporting

Students who finished the previous school year (reporting year) and failed
to return for the current year

1. Print the Completers That Failed to Return.

Navigation: Start Page > State Reports > Current Collections section >
Dropout Data Collection > Review button > Completers That Failed
to Return Data View
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2. Students on the Completers That Failed to Return Report are not dropouts if
they meet the following criteria:

e The student has a documented exception. See Dropout Data Collecting and
Reporting Manual for allowed exceptions.

http://www.dpi.state.nc.us/docs/research/dropout/reports/dropoutmanual.pdf

3. The remaining students should be verified as a dropout. See instructions under
Designating Verified Dropouts section, Section C, page 8.
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Dropout Reporting

Students incorrectly coded as a W2 for the current school year instead of
the previous school year (reporting year)
1. To display any student records with this error (using the 2013-14 reporting year as
an example):

Navigation: Start Page > Search section > Students tab >Enter ‘/entrydate
>=07/01/2014; exitdate<=09/30/2014; exitcode=W?2' in Search field.
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CAUTION: The query will also return students who have been correctly
withdrawn with a W2 code for the current school year.

2. To print the list, follow these steps:

Navigation: Start Page > System > Direct Database Export (DDE) > Current
Table drop-down menu > ‘Students (1)’

Direct Database Export (DDE)

Current Table: Students (1) -
Current Records in Selection: 9

List View Table View Export Records Match Selection  Table View Setup

Export Records

Export the 9 selected records (Table: Students)
Search Students

-

M = | LastFirst
_ ScheolD
- = | Student_Number

EntryDate
[[ search only in records belonging to ExiDate

ExitCode

Field Delimiter Tab -

Record Delimiter CR -

[T "surround fields™ Column titles on 1st row

[C] Export DCID

Optional: Sort Field Hame Direction

-
Back to Direct Database Export Main Screen
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Dropout Reporting

a. Select desired fields; suggested fields:
lastfirst
schoolid
student_number
entrydate
exitdate
exitcode

3. Click Submit button.
a. At the Open with radio button, select *Microsoft Excel’ to view the exported files.

,

You have chosen to open:

| student.export.text

which is: Text File
from: https://

What should Firefox do with this file?
S
@) SaveFile

["] Do this automatically for files like this from now on.

Can(e'

b. Click oK button. The exported records are displayed as follows:

Lastfirst Schoolid Student Mumber Entrydate Exitdate Exitcode

8 15734 7/1/2014 9/30/2014 W2
B 120773 7/1/2014 9/30/2014 W2
3 14199+ 7/1/2014 9/30/2014 W2
) 125508 7/1/2014 9/30/2014 W2
8 125508 7/1/2014 9/30/2014 W2
B 121735 7/1/2014 9/30/2014 W2

121587 7/1/2014 9/30/2014 W2

14 9/3

4, If a student is determined to have been incorrectly coded as W2 for the current year
and needs to be reported as a dropout in the reporting year, see instructions under
Designating Verified Dropouts section, Section A, page 6. (In the example image
above, 2014-15 is the current year and 2013-14 is the reporting year.)
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Dropout Reporting

Designating Verified Dropouts

Section A: Incorrectly coded students who need to be reported as previous

year (reporting year) dropouts

1. Search for former student with prefix */” to include inactive students.
Start Page
Search
Students Staff Parents
<1
Browse Students
H I J/KLMN OH
2. Select the student from the matching results.
Navigation: Enrollment > Transfer Information > Previous Enrollments section
> Entry Date for student’s previous enrollment
Enroliment WEICOME, i it a Help | Sign Out
Activities m 1“;3.'.‘.‘.‘1‘.7‘5« SYSTEM
All Enrollments School: Term: 13-14 Year
Functions Start Page > Student Selection > Transfer Information
Special Programs -
¢ Transfer Information ®
Transfer Student Record 1
Scheduling Current Enrollment
Bell Schedule View Entry Date / Code Exit Date / Code Grade Entry Comment Exit Comment School
08/25/2014 E1  06/19/2015 11 Promote Same School
Previous Enrollments
Request Management Entry Date / Code Exit Date / Code Grade Entry Comment Exit Comment
Scheduling Setup 08/26/2013 E1 0682014 PR 10 Promote Same Schaol
08/07/2012 05/24/2013 10
180352
18030 A il e
Edit Previous Enroliment ®
" BHS
Entry Date 106/07/201 2l [ eas
Entry Code -
Entry Comment
Exit Date 057242013 | B osuponvry)
a. Check verified Dropout box.
b. Select the appropriate value from the Dropout Reason drop-down menu.
c. Ensure all required fields have data.
d. Click submit button.
e. Repeat steps for all students listed in Step 2.
Important: The W2 on the Current Enrollment record will also need to be corrected if the

student was never in attendance in the current year. A No Show on a current
year record should be denoted by an E1 entry code and a W1 withdrawal code
on the same day. Start and End date for a No Show student is the first day of

school.
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Dropout Reporting

Section B: For students already coded as W2 who need to be reported as
previous year (reporting year) dropouts:

1. Search for former student with prefix */” to include inactive students.
Start Page

Search

Students Staff | Parents

EEl -

Browse Students

L M N O

2. Select the student from the matching results.

Student Selection

Select a student to view student screens or choose the popup
menu below to perform an action for the current selection
Search: [

Matches: (1025)

(only first 500 are listed here)

Navigation: Enrollment > Transfer Information > Current Enrollments section >
Entry Date for student’s previous enrollment

Enroliment Welcome, il iligsne | Help | Sign Out
NG STUDENT
Activities m .............
Al Enrollments School: Term: 13-14 Year
FrTEmE Start Page > Student Selection > Transfer Information
Special Programs =
[Transer nf> * Transfer Information @
Traneter Student Record "
Scheduling Current Enrollment

Bell Schedule View Entry Date/Code  ExitDate/Code  Grade Entry Comment Exit Comment School

0812512014 E1 061972015 1 Promote Same School

Previous Enrollments

Entry Date/Code  ExitDate/Code  Grade Entry Comment  Exit Comment
0812612013 E1 0682014 PR 10 Promote Same School
0810712012 05/2412013 10

180352

Edit Current Enrollment @
1"

Entry Date 8252014 EEmswoory

Entry Code E1(ETInit enroll - this year)

Entry Comment Promete Same School

(entry & exit)

Exit Date 0611972015 | Epwwo0r )

Note: If the student has returned to school this year (but still must be reported as a
dropout because the student was not enrolled on the 20t day), the enrollment record for
the reporting year will be a Previous Enroliment instead.

a. Check verified Dropout box.

b. Select the appropriate value from the Dropout Reason drop-down menu.
c. Ensure all required fields have data.

d. Click submit button.

e. Repeat steps for all students listed in Step 2.
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Dropout Reporting

Section C: For students completing the reporting year that failed to return
to school this year

The previous year enrollment record for completers will be in the Previous Enrollment list
because there will be a No Show record as the Current Enrollment.

1. Search for former student with prefix */” to include inactive students.
Start Page

Search

Students | Stafi | Parents

B -

Browse Students

L M N O

2. Select the student from the matching results.

Student Selection

Select a student to view student screens or choose the popup
menu below to perform an action for the current selection

Search: || n

Matches: (1025)

(only first 500 are listed here)

- Ry

Navigation: Enrollment > Transfer Information > Previous Enrollments section
> Entry Date for student’s previous enrollment

Special Programs

[Transfer Info

Tranerer Stugent Record

Scheduling Setup

Enroliment Welcome, NSNS | Help | Sign Out
m~c sTuoeT

Actiities [ ikedaiahdul INFORNATION sYSTEM

All Enroliments School: Term: 13-14 Year

Functions

Start Page > Student Selection > Transfer Information

Y Transfer Information @
"

Scheduling Current Enroliment
Bell Schedule View Entry Date /Code  ExitDate/Code  Grade Entry Commen t Exit Comment School
08/25/2014 E1 06192015 11 Promote Same School

Previous Enroliments

Entry Date/Code  ExitDate/Code  Grade Entry Comment  Exit Comment
0812612013 E1 06182044 PR 10 Promote Same School
08/07/2012 05/2412013 10

180352

Edit Previous Enrollment ®

n BHS

Entry Date Joai071207 2z I

Entry Code

Entry Comment.

Exit Date 0872412013 [E o0y,
EXxit Cot

a. Check verified Dropout box.
b. Select the appropriate value from the Dropout Reason drop-down menu.

c. Ensure all requ

ired fields have data.

d. Click submit button.
e. Repeat steps for all students listed in Step 2.
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Dropout Reporting

Submitting Verified Dropouts (School/Local Education Agency)

1. Select the appropriate School. After all schools are approved, the data can be
approved at the LEA level. If you are approving at the LEA level, use the school
selection ‘LEA Office’.

Welcome, + Help | Sign Out

Term: 13-14 Year

2. Run the Final Dropout Vverification report.

Navigation: Start Page > State Reports > Current Collections section >
Dropout Data Collection > Review button > Final Dropout
Verification Data View
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Dropout Reporting

Click Clear cache link and rerun the report.

esults ——
Final Dropout Verification (2 total records) Results perpage 25 «~
Student#  ~ Student Name Grade Exit Date Exit Code Dropout Reason Verified
1" 090222013 w2 Lack of student engagement (ENGA Yes
n 01062014 w2 Lack of student engagement (ENGA Yes

3. Check data; make sure there are no fatal errors. If no fatal errors are found, approve
the report.

| Navigation: State Reports > Dropout Data Collection > Approve button

Note: Approve button at the LEA level will not be visible until all schools approve data.

This document is the property of the NCDPI and may not be copied in whole or in part
without the express written permission of the NCDPI.
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