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1.0 Enrollment in MyEducation BC 

Enrollment in schools in MyEducation BC is how students first get entered into the Student 
Information System. It is also how they will switch schools, or add a cross-enrolled, or 
secondary, school that they may be attending. Enrollment may be done by a Centralized/District 
person, or by a School-level person, based on your district business rules, following virtually the 
same steps. 

There are several baseline Security Roles that have the ability to enroll, cross enroll and 
withdraw students: 

¶ Clerical ï School Admin Assistant 

¶ Clerical ï SIS Admin 

¶ Clerical ï SIS Clerk 

¶ District Support (Level 1) 

¶ Registrar 

¶ School Administrator 

If you are customizing an existing Security Role, or creating your own, you will want to ensure 
that role has Create, Read and Update permissions on the Student Enrollment and Student 
School Association tables, in order for them to be able to do Admissions, Withdrawals and 
Cross-enrollments. If you want someone to only be able to see what schools a student has been 
admitted or withdrawn from, you will only need to give them Read permission on that table. 

For Home School Transfer ï the act of transferring a student from one Primary school to 
another ï can only be performed by a District Support (Level 1) security role. See more in 
Section 4.0 Home School Transfer in this document. 

 

1.1 District Registrar 

Registration by a District-level Registrar will likely be given the Registrar baseline Security 
Role, or a customized version of that. In order for the Centralized registrar to be able to access 
all schools, you will need to make sure that they are Associated to all schools in your district, 
and have an enabled User Account created for them. 

Refer to section 1.4.1.3: Maintaining Secondary School associations for staff in the Security 
Management document for steps on how to associate your staff member with all schools (or a 
group of schools) in your School District. 

When a student needs to be enrolled into a school in your district, your central registrar can log 
in to MyEducation BC and from the School view, click the Select School in the Settings Bar 
and choose their school from the pick list: 

 

Once they are in the School they need to perform their registration tasks, they can follow the 
same steps as the School Registrar. 
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1.2 School Registrar 

Registration duties at a School are done from the Student top tab. Here, you can Enroll, 
Withdraw, Cross-Enroll, Change Enrollment Status or Change Year of Graduation (YOG). 

Security Roles for a School-level person can be any of the following baseline roles, or a 
customized version: 

¶ Clerical ï School Admin Assistant 

¶ Clerical ï SIS Admin 

¶ Clerical ï SIS Clerk 

¶ District Support (Level 1) 

¶ Registrar 

¶ School Administrator 

For a Customized or newly-created Security role, ensure that the role has Create, Read and 
Update permissions on the Student Enrollment and Student School Association tables. You 
will also want to ensure that you have not removed the Enrollment or Schools side tabs under 
the Student top tab. 

2.0 Admitting/Withdrawing Students 

The following sections will instruct how to admit or withdraw students.  The process used 
depends on the individual student.  Is the student new to the MyEducation BC system? Is the 
student in MyEducation BC and new to your school or district? Was the student previously in 
MyEducation and now archived? Is the student related to students that are already in your 
school?  The answers to these questions determine which process to use. 

2.1 Admitting Students in a School 

2.1.1 Admitting new students 

You will likely be admitting new students to the system when they are entering at a young age ï 
Early Learning Centres or Kindergarten, for example ï or moving from a non-MyEducation BC 
district or out of Province school. This shows you how to enroll a student into their Primary 
School. That is, this will be their main school that they will be attending (either in person or 
remotely). To enroll a student into the school as a Secondary Student, or Cross-Enrolled, see 
Section 3.0 Cross-Enrolling Students. 

To ensure that your student is actually new, the system will do a restrictive query against all 
students in the province who are currently in MyEducation BC. This will ensure that a duplicate 
record is not created in the event that the student has previously been admitted, as well as 
whether the student is currently active in another school and needs to be withdrawn before 
continuing. If a student meets the archive criteria, check the Archive environment and flag the 
student for retrieval if the student is found there. Once you have established that this is in fact a 
new student, you can carry on to the next step and fill in the information in the wizard. 

To admit a new student, you will be in the School view, on the Student top tab, looking at your 
schoolôs Student List. Then, follow these steps: 

1. Click the Options menu, and select Registration, followed by Register Student. 
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2. This will bring up the Student Registration wizard 

a) For Step 1, put in the Legal last name along with Gender and Date of birth into 
the corresponding fields. If this student has a family member in your school, you 
will click the ñNew family memberò checkbox, otherwise leave it blank. If this is a 
family member, go to section 2.1.4 ï Admitting related students in this document. 
Clicking the Next button will perform the restrictive query to see if this student is 
currently in the system. 

 

b) If a possible match is found, you will see a pop up with any student who fits the 
entered data (birth date within 45 days of the one you entered) and the following 
message: 

 

c) If a match isnôt found and the student meets the archive criteria (see Section 
2.1.3), click the Options menu, and select Flag Student for Retrieval, enter the 
student PEN - or ï Legal First Name, Legal Last Name, Gender and DOB. 

If none of the names from Step 1 correspond with your student, and your student 
is not found in the archive, click the Cancel button and move to step 2 of the 
wizard. 

d) For Step 2, you can fill out any additional information you know about this 
student, including the various phone numbers, physical and mailing addresses, 
what Homeroom they will go in, their Home Language and what Calendar in the 
school they will be attached to. If you do not know any of this information, you 
can skip it and add that in later. 

Most schools have only one calendar attached to the student, so you should add 
it here. 

e) In Step 3, you will enter in the studentôs Year of Graduation, Enrollment Status, 
Date of entry into the system and Admission code and reason. The first three 
items listed are mandatory. 

Note: Ensure you are typing the correct date format in the Date of birth field. 
If you are unsure what format you are using, you can type in the actual 
month in full and it will convert to the proper format (i.e., ñJanuary 10, 2010ò 
or ñJan 10 2010ò would change to either 10/01/2010 or 1/10/2010 depending 
what you have set for your Locale in your Set Preferences) 
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Year of Graduation (YOG) is what drives the MyEducation BC system; it 
calculates Grade Level based on that number, so be sure you are putting in the 
correct value. It can be adjusted later if the information is put in wrong, but it may 
require someone with a higher security privilege than you have. You will see the 
Grade Level field automatically populated when the YOG is entered and you go 
to another field. If it is incorrect, you can change it now with no ill effect. 

Enrollment Status will generally be set to Active for students who will be going to 
classes on the date you enter in the Date field below. PreReg is set for students 
who will be coming next year, and is the preferred Status for those enrollments. 
This way they can be found easier in the Student List by applying the PreReg 
filter. 

Grade sub level is a specific set of grades other than the numeric Grades 1 
through 12, KF for Kindergarten and EL for Early Learning. For example, if you 
had a student who was only half day Kindergarten, you would set their YOG to 
put them in KF, and then set their Grade sub level to KH. 

For SU, GA or AD, enter the YOG for a grade 12 student this year, and then use 
the appropriate sub grade between those three. 

For EU, HS or AN, enter the most appropriate YOG and then the corresponding 
sub grade level between those three. 

f) In Step 4, you can confirm the full name and that you are enrolling the student in 
the correct school, and then click ñFinishò. 

g) When the wizard closes, you will be taken to the Demographics/Details page for 
the Student you just enrolled. If you are taken to a different student, it is because 
the newly registered student would not have appeared on the Student List under 
the existing filter. If your filter was set to Primary Active Students, for example, 
and you set the status of your new student as PreReg, the student would not 
appear in the Student List, and you would have to change the filter to find them.  

 

For more about the information on the Student Details page, see Section 6.0 ï Student 
Demographics in this document. 

2.1.2 Admitting existing students 

When enrolling a student, you may be admitting someone whose student record already exists 
in MyEducation BC and now is transferring to your school from a different school. MyEducation 
BC will perform a restrictive query against all students in the province to find the appropriate 
student so that you can bring them into your school. Additionally, if the student meets the 
archive criteria, click the Options menu, and select Flag Student for Retrieval, enter the 
student PEN - or ï Legal First Name, Legal Last Name, Gender and DOB see Section 2.1.3 
Admitting a student from the Archive Environment.   

This is only for students who will primarily be going to your school. If you are looking at Cross-
Enrolling a student to your school, see Section 3.0 ï Cross-Enrolling Students.  

Tip: set your filter to All Students before registering new students into your 
school, and you will always have them open up to the Details page of your 
newly registered student. 
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To admit an existing student, you will be in the School view, on the Student top tab, looking at 
your schoolôs Student List. Then, follow these steps: 

1. Click the Options menu, and select Registration, followed by Register Student. 

 

2. This will bring up the Student Registration wizard 

a. For Step 1, put in the Legal last name along with Gender and Date of birth into 
the corresponding fields. If this student has a family member in your school, you 
will click the ñNew family memberò checkbox, otherwise leave it blank. If this is a 
family member, go to section 2.1.3 ï Admitting related students in this document. 
Clicking the Next button will perform the restrictive query to see if this student is 
currently in the system. 

 

b. If a possible match is found, you will see a pop up with any student who fits the 
entered data (birth date within 45 days of the one you entered) and the following 
message: 

 

Click the radio button beside the correct student you wish to enroll in your school, 
followed by the OK button. This will enter in all pertinent information into the 
following steps of the wizard, which you can correct if necessary, as well as the 
information in the Student Details page. Click the Next button to move to the next 
step. 

If a student was expelled from your school, you will get the following error 
message when trying to re-enroll them: 

 

Note: Ensure you are typing the correct date format in the Date of birth field. 
If you are unsure what format you are using, you can type in the actual 
month in full and it will convert to the proper format (i.e., ñJanuary 10, 2010ò 
or ñJan 10 2010ò would change to either 10/01/2010 or 1/10/2010 depending 
what you have set for your Locale in your Set Preferences) 
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This will affect anyone who does not have the permission ñOverride 
enrollment restrictionsò checked. Baseline roles that have this permission 
are: 

¶ Clerical ï School Admin Assistant 

¶ District Support (Level 1) 

¶ Registrar 

¶ School Administrator 

The above users will see this message instead: 

 

Clicking Continue will continue with the enrollment. 

c. For Step 2, you can fill out any additional information you know about this 
student, including the various phone numbers, physical and mailing addresses, 
what Homeroom they will go in, their Home Language and what Calendar in the 
school they will be attached to. If you do not know any of this information, you 
can skip it and add that in later. 

Most schools have only one calendar attached to the student, so you should add 
it here. 

d. In Step 3, you will enter in the studentôs Year of Graduation, Enrollment Status, 
Date of entry into the system and Admission code and reason. The first three 
items listed are mandatory. 

Year of Graduation (YOG) is what drives the MyEducation BC system; it 
calculates Grade Level based on that number, so be sure you are putting in the 
correct value. It can be adjusted later if the information is put in wrong, but it may 
require someone with a higher security privilege than you have. You will see the 
Grade Level field automatically populated when the YOG is entered and you go 
to another field. If it is incorrect, you can change it now with no ill effect. 

Enrollment Status will generally be set to Active for students who will be going to 
classes on the date you enter in the Date field below. PreReg is set for students 
who will be coming next year, and is the preferred Status for future enrollments. 
This way they can be found easier in the Student List by applying the PreReg 
filter. 

Grade sub level is a specific set of grades other than the numeric Grades 1 
through 12, KF for Kindergarten and EL for Early Learning. For example, if you 
had a student who was only half day Kindergarten, you would set their YOG to 
put them in KF, and then set their Grade sub level to KH. 

For SU, GA or AD, enter the YOG for a grade 12 student this year, and then use 
the appropriate sub grade between those three. 

For EU, HS or AN, enter the most appropriate YOG and then the corresponding 
sub grade level between those three. 
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e. In Step 4, you can confirm the full name and that you are enrolling the student in 
the correct school, and then click ñFinishò. 

f. When the wizard closes, you will be taken to the Demographics/Details page for 
the Student you just enrolled. If you are taken to a different student, it is because 
the newly registered student would not have appeared on the Student List under 
the existing filter. If your filter was set to Primary Active Students, for example, 
and you set the status of your new student as PreReg, the student would not 
appear in the Student List, and you would have to change the filter to find them.  

 

For more about the information on the Student Details page, see Section 6.0 ï Student 
Demographics in this document. You may not have to adjust anything for the newly registered 
studentôs demographics, if the previous school has kept them up to date. 

 

2.1.3 Admitting a student from the Archive Environment 

The archive process moves eligible student records from Production into the Archive database.  
The student may be retrieved from the Archive database and returned to Production through an 
overnight process similar to the PEN request.   

 
Retrieving a student from the Archive environment and returning their record to Production is a 
part of the standard registration process.  An additional step of Flag Student for Retrieval can 
be done if the student is not found with the restricted query in Production and the student fits the 
archive criteria.  Student archive criteria are:  more than 6 years of age -and- withdrawn 
(inactive) for more than 4 years.   

1. Click the Options menu, and select Registration, followed by Register Student. 

a.  

2. This will bring up the Student Registration wizard 

a. For Step 1, put in the Legal last name along with Gender and Date of birth into 
the corresponding fields. If this student has a family member in your school, you 
will click the ñNew family memberò checkbox, otherwise leave it blank. If this is a 
family member, go to section 2.1.3 ï Admitting related students in this document. 
Clicking the Next button will perform the restrictive query to see if this student is 
currently in the system. 

Tip: set your filter to All Students before registering new students into your 
school, and you will always have them open up to the Details page of your 
newly registered student. 
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3. If the student meets the archive criteria, click the Options menu, and select Flag 
Student for Retrieval, enter the student PEN - or ï Legal First Name, Legal Last 
Name, Gender and DOB. 

 

 

When the student is flagged for retrieval, the overnight process will bring the student 
back into Production in the same state they were when archived.  The following day the 
school will follow the registration process in 2.1.2 to complete the process 

 

2.1.4 Admitting related students/siblings 

1. Click the Options menu, and select Registration, followed by Register Student. 

 

2. This will bring up the Student Registration wizard 

a. For Step 1, put in the Legal last name along with Gender and Date of birth into 
the corresponding fields. When a student you are enrolling is related to another 
student in the Province, click Search for related student and a box with additional 
search fields appears. You are required to fill out 2 of the following 3 fields: Home 
phone, Legal last name and Address. Click Search to find the sibling already in 
MyEducation BC. 



 

MyEducation BC Enrollment and Demographics v2.1 

 Page 13 

 

The Student Pick List appears. Find the related student and click OK. Then, 
select the Relationship to the student you are registering (such as sibling). 

 

b. Once you have established the sibling, clicking the Next button will perform the 
restrictive query to see if the student you are enrolling is currently in the system. 

 

c. If a possible match is found, you will see a pop up any student who fits the 
entered data (birth date within 45 days of the one you entered) and the following 
message: 

 

If the student is already in the system, click the radio button beside the student 
you wish to enroll in your school, followed by the OK button. This will enter in all 
pertinent information into the following steps of the wizard, which you can correct 
if necessary, as well as the information in the Student Details page. Click Next to 
move to the next step. If the student is new to MyEducation BC, click Cancel, 
and move to step c below. 

Note: Ensure you are typing the correct date format in the Date of birth field. 
If you are unsure what format you are using, you can type in the actual 
month in full and it will convert to the proper format (i.e., ñJanuary 10, 2010ò 
or ñJan 10 2010ò would change to either 10/01/2010 or 1/10/2010 depending 
what you have set for your Locale in your Set Preferences) 
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If a student was expelled from your school, you will get the following error 
message when trying to re-enroll them: 

 

This will affect anyone who does not have the permission ñOverride 
enrollment restrictionsò checked. Baseline roles that have this permission 
are: 

¶ Clerical ï School Admin Assistant 

¶ District Support (Level 1) 

¶ Registrar 

¶ School Administrator 

The above users will see this message instead: 

 

Clicking Continue will continue with the enrollment. 

d. For Step 2, you can fill out any additional information you know about this 
student, including the various phone numbers, physical and mailing addresses, 
what Homeroom they will go in, their Home Language and what Calendar in the 
school they will be attached to. If you do not know any of this information, you 
can skip it and add that in later. 

Most schools have only one calendar attached to the student, so you should add 
it here. 

e. In Step 3, you will enter in the studentôs Year of Graduation, Enrollment Status, 
Date of entry into the system and Admission code and reason. The first three 
items listed are mandatory. 

Year of Graduation (YOG) is what drives the MyEducation BC system; it 
calculates Grade Level based on that number, so be sure you are putting in the 
correct value. It can be adjusted later if the information is put in wrong, but it may 
require someone with a higher security privilege than you have. You will see the 
Grade Level field automatically populated when the YOG is entered and you go 
to another field. If it is incorrect, you can change it now with no ill effect. 

Enrollment Status will generally be set to Active for students who will be going to 
classes on the date you enter in the Date field below. PreReg is set for students 
who will be coming next year, and is the preferred Status for future enrollments. 
This way they can be found easier in the Student List by applying the PreReg 
filter. 

Grade sub level is a specific set of grades other than the numeric Grades 1 
through 12, KF for Kindergarten and EL for Early Learning. For example, if you 
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had a student who was only half day Kindergarten, you would set their YOG to 
put them in KF, and then set their Grade sub level to KH. 

For SU, GA or AD, enter the YOG for a grade 12 student this year, and then use 
the appropriate sub grade between those three. 

For EU, HS or AN, enter the most appropriate YOG and then the corresponding 
sub grade level between those three. 

f. In Step 4, you can confirm the full name and that you are enrolling the student in 
the correct school, and then click ñFinishò. 

g. When the wizard closes, you will be taken to the Demographics/Details page for 
the Student you just enrolled. If you are taken to a different student, it is because 
the newly registered student would not have appeared on the Student List under 
the existing filter. If your filter was set to Primary Active Students, for example, 
and you set the status of your new student as PreReg, the student would not 
appear in the Student List, and you would have to change the filter to find them.  

 

For more about the information on the Student Details page, see Section 6.0 ï Student 
Demographics in this document. You may not have to adjust anything for the newly registered 
studentôs demographics, if the previous school has kept them up to date. If this is a new 
registration, it will copy some of the demographic information (phone number, address, 
contacts) from their existing sibling. 

  

Tip: set your filter to All Students before registering new students into your 
school, and you will always have them open up to the Details page of your 
newly registered student. 
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2.2 Withdrawing Students from a School 

There will be times when a student will leave your school for reasons other than graduating or 
transitioning from an elementary to a middle or high school. In the event that a student is leaving 
your school mid-year, you will need to withdraw the student from your school. 

 

To withdraw a student from your school, you will be in the School view, on the Student top tab, 
looking at your schoolôs Student List. Then, follow these steps: 

1. Click the checkbox beside the name of the student you wish to withdraw. 

2. Click the Options menu, and select Registration, followed by Withdraw Student. 

 

3. This will bring up the Withdraw Student pop-up. The studentôs name and school will 
already be filled in. You are required to put in a date (it will default to todayôs date), as 
well as a Status, generally ñWithdrawnò. If a student has existing cross-enrollments at 
another school, this field will auto-populate to Active no primary, and you are unable to 
change this. You have the option of putting in a Code or Reason as it applies to the 
withdrawn student, and there are two checkboxes at the bottom of the pop-up:  

a. Disable related user accounts. This will disable their User Account, and they will 
not be able to access the system. Be aware that a student may have active 
Cross-Enrollments, so you may not want to have this box checked. 

b. Create former school association. This will create a link with your school until the 
end of the school year, so that they will appear in your Student List when the 
ñFormer Studentsò filter is applied. This is particularly useful if you still need to fill 
in marks and grades for this student, so you need access to having them in your 
school. See section 5.1.2 ï Viewing current and past cross-enrollments for more. 

4.  Click OK. This will withdraw the student. 

  

Note: You only withdraw students who are listed as a Primary student at your school; if you 
are withdrawing someone who is cross-enrolled to your school, but has a primary school 
elsewhere, you will end their school association. See Section 3.2 ï Ending Secondary 
School Associations. 
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If your student has future Attendance Records entered into the system after the withdrawal date 
you listed in the Withdraw Student pop-up, you will get the following warning: 

 

To delete the later record, click Yes. Otherwise, click No, and you can edit the date you have 
entered for this withdrawal. 

2.2.1 Withdrawing a Private Student 

Sometimes a student has special circumstances and is marked ñprivateò to hide their 
demographic information from other schools in the district. If you withdraw a student who is 
marked private, the following pop-up appears: 

 

1. Click Cancel to return to the previous screen. 
2. Click Continue to withdraw the student from the school. The following message appears: 

This student is withdrawn and is no longer confidential. 

 

2.2.2 Withdrawn Students and Archiving 

Students that are inactive (withdrawn) for more than four years and that are over six years of age are 
eligible for archive.  The annual archive process moves eligible student records from Production into the 
Archive environment.  The student may be retrieved from the Archive environment and returned to 
Production through an overnight process similar to the PEN request.  There are a few items to consider 
that relate to the Archive process.  

1) Once a Student is archived: 
a) you cannot remove Students from having a shared address until they are retrieved from archive; 
b) shared contact information will be updated if the student is retrieved; 
c) the studentsô addresses in District > Addresses may appear to be orphaned (no associated 

person connected to them).  If you delete these records, then when the student is retrieved, they 
wonôt have an address; 

d) the studentsô contacts in District > Contacts may appear to be orphaned (no associated student 
connected to them).  If you delete these records, then when the student is retrieved, they wonôt 
have this contact. 

2) The shared contact icon still displays with non-archived students.  When a user clicks on a shared 
contact icon, however, it will indicate that the contact is unshared (since the student is archived). 

3) Students should be removed from Groups and Snapshots prior to archiving, ideally at the time of 
Withdraw process.  Students that were not removed from groups and snapshots prior to being 
archived can be removed after retrieval. 

Note: This student is currently marked as Confidential. Withdrawing the student 
will remove the Confidential status. Please select óCancelô if you wish to return to 
the previous screen. 

Note: If a private student is cross-enrolled at two schools and withdraws from either school, he 
or she is still marked private at the other school. 
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4) User accounts remain intact through archive.  Accounts can be managed according to District policy, 
e.g. disabled, by selecting the option through the Withdraw wizard.   

 

These are the expected outcomes for archived student data:  

¶ Student addresses will be same as they were when archived unless it has been modified through 
shared contacts or through District > Addresses. 

¶ Exam, FSA and other assessment data will be maintained and kept current. 

¶ Gradebook data will be lost. 

¶ Contact data will be same as when archived unless modified through shared contacts or through 
District > Contacts. 

¶ Documents will be kept current. 

¶ Fees will remain with the student in their archived state but will not be affected by users in MyEd. 

¶ Transcript records will remain intact and untouched. 

¶ IEP data will be kept in an archived state. 

¶ If a school name or school course name might change for any reason, these will also change for 
the archived student.  

¶ Student alerts, incidents, attendance, journals, programs will remain intact and untouched. 

¶ Student enrollment and cross enrollment data will remain intact and untouched. 

¶ All demographic data for a student will be remain intact and untouched (i.e., all the data you 
would see on a demographic GDE). 

¶ Sibling relationships are maintained. 
 

 

3.0 Cross-Enrolling Students 

Students are able to take courses from more than one school at a time; they are said to be 
cross-enrolled to additional schools from their main school. 

In MyEducation BC, there are two types of students at a school: Primary students and 
Secondary students. This does not refer to the grade level of those students, but rather what 
school is the main school the student is attending. A student at their home school is considered 
to be a Primary student there. A student at their Cross-Enrolled school is said to be a 
Secondary student there. These terms will show up throughout the application, so be aware of 
their meanings. 
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3.1 Creating Secondary School Associations 

To associate a student with a secondary school: 

1. From the School view, click the Student top tab. 

2. Click Options, and select Create Secondary School Associations. 

The Create Secondary School Associations wizard appears: 

 

3. Select the District year for the cross-enrollment. 

4. Enter the Start date and End date that the student will attend the secondary school. 
These will default to the start and end date of the school calendar. 

5. Enter the Last name, Gender, and Date of birth for the student. These are mandatory. 

6. Click Search. A pop-up lists the studentôs name, some demographic information, and 
contact information for the studentôs primary school. Click OK. 

The student should now appear in the Student list under the All Active Students filter with a 
Cross-Enrollment icon (     ) in the Alerts column. 

3.1.1 Setting Attendance Management Type for Secondary Students 

Depending on the school preference setting for Secondary School Management, you may need 
to set the Attendance management type for secondary students.  

Option 1 ï Setting attendance management type for an individual student 

1. In the School view, click the Student top tab.  

2. Check the box beside the secondary student and click the Membership side tab.  

3. Click the Schools sub-side tab.  The studentôs list of former and secondary school 
associations will appear.   

4. Click the blue hyperlink for the record representing your school.   

5. Set the Attendance management type field as appropriate. 
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Option 2 - Setting attendance management type for multiple students 

1. In the School view, click the Global top tab.  

2. Click the Favorite side tab and select the Student School Association table. 

3. Use the filter called Type:  Secondary to filter to the students who are secondary 
students at your school.  Check the Name field to ensure all records are your school.  

4. Review the AttMag Type field and update using mass update or modify list functions.  

3.2 Future Cross Enrollments 

In the event that you are cross-enrolling a student in advance of their attending your school (i.e., 
they WILL be cross-enrolled to your school this current school year, but you are setting it up 
early. A type of PreReg for Cross-enrolled students), you will follow the same steps as above, 
however you will not see your students in the All Active Students filter. You will see the student 
in the All Secondary Students and All Students filters; however they will not have a Cross-
Enrollment icon until their Secondary Association date passes. To see all future-dated cross-
enrollments in your school, select the Future cross-enrollments filter. This will display all 
secondary students in your school whose start date there is after todayôs date. 

 

3.3 Ending Secondary School Associations 

Students now can be withdrawn from Secondary schools the same as they are from Primary 
schools, by using the Withdrawal functionality. 

If a student has Active No Primary for their Enrollment Status, this means they have been 
withdrawn from their primary school, and are only taking classes at their Secondary (i.e., Cross-
Enrolled) School. 

If your school is the only active Secondary School for the student, withdrawing the student will 
set the studentôs Enrollment Status to Withdrawn. This means that the student will no longer 
appear on any schoolôs Student List when ñAll Active Studentsò or ñPrimary Active Studentsò 
filters are chosen. 

To end a studentôs Secondary School Association: 

1. From the School view, click the Student top tab. 

Note: Future cross-enrollments only refers to students who will be attending at a future 
date in this current school year. If you wish to see students who will be cross-enrolled at 
some point after the last day in your school schedule, you will need to use the Build view. 
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2. Check the name beside the Secondary student who is now finished with their cross-
enrollment at your school. 

 

3. Click the Options menu, and select Registration, followed by Withdraw Student. 

 

5. This will bring up the Withdraw Student pop-up. The studentôs name and school will 
already be filled in. You are required to put in a date (it will default to todayôs date), as 
well as a Status of ñWithdrawnò. If this is the studentôs final existing cross-enrollment, 
you will see a notification across the top indicating there are no more cross-enrollments. 
You have the option of putting in a Code or Reason as it applies to the withdrawn 
student, and there is a Disable related user accounts checkbox at the bottom which will 
disable and lock their MyEducation BC User Account (if one exists).

 

6. Click OK. This will withdraw the student. 

  

Note: If the student has other current cross enrollments at other schools, or has an active 
enrollment at a primary school, you will not be permitted to change the Status field. It will 
remain the same as it was when you began withdrawing this student. 
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4.0 Transferring Students 

4.1 Transferring a Student from One School to Another 

The Transfer Student function allows you to pull a student to your school from another school in 
the province, without taking each individual step of withdrawing them from a school and 
enrolling them at your school during the current school year. The Transfer function is only 
currently available to the District Support (Help Desk/Level 1) and Registrar roles, unless it is 
assigned to another customized or newly created security role. In order to add this function to a 
role, you will need to add Transfer students in the Other column on the Student table in your 
security role. 

 

To perform a Transfer of a student from one school to another: 

From the ñSending Schoolò or District: 

School or District view > Student top tab 

1. Click the blue, hyperlinked name of the student that will be transferred to a new school. 

2. From the Details page for the student, click the Transfer pending checkbox, and then 
click the magnifying glass in the Transfer School > Name field to select the school the 
student will be sent to. 

 

3. Once the Transfer School pop-up appears, find and select the school, followed by the 
OK button. 

4. Click the Save button on the student record to finalize the selection. Your student is now 
ready for the Receiving School to accept the transfer. 
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From the ñReceiving Schoolò or District 

School or District view > Student top tab 

5. From the Options menu, select Registration > Transfer Student. 

 

6. When the Student Transfer pop-up appears, click the magnifying glass in the Name field 
to get a list of students who have been assigned to transfer to your school, and select 
the correct student. Fill in the date under the Withdrawal side of the screen. This will 
automatically populate the date field on the Destination side of the screen. You may 
change that date as you require, based on when the student will appear in their new 
school. Code and Reason are not required fields. 

 

7. Locate your student in the Student top tab school list. Click the checkbox beside their 
name. 

8. Click the Membership side tab. You will see a withdrawal (W) record from the studentôs 
previous school and an enrollment (E) to the current school.
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4.2 Home School Transfer 

A Home School Transfer occurs when a student needs to swap their Primary and Secondary 
Schools. To perform this task, we will make use of the Transfer function. The Transfer function 
is only currently available to the District Support (Help Desk/Level 1) and Registrar roles, unless 
it is assigned to another customized or newly created security role. In order to add this function 
to a role, you will need to add Transfer students in the Other column on the Student table in 
your security role. 

 

There are three steps to performing a Home School Transfer in MyEducation BC: set the 
transfer of the student from the original primary to the original secondary school (which will 
make the primary); end the cross-enrollment at the original secondary school and complete the 
transfer; and cross-enroll the student back to the original primary school (which makes it now 
the secondary). 

 

  

Note: Before you do a Home School Transfer, you will need to take a screen shot of the 
studentôs schedule. You will have to reschedule the student back into their classes at what 
ends up being the new cross-enrolled school (the former Primary School). All information 
(Marks, attendance, etc.) will remain once the student is rescheduled back into the class. 

For our example, we will take a student who is set up as a primary school at Robert Bateman 
Secondary and an Abbotsford Virtual secondary student at Robert Bateman Secondary, and 
perform a Home School Transfer process to switch those schools. 
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4.2.1 Set the Student Transfer flag at the Primary School 

From the ñSending Schoolò or District: 

School or District view > Student top tab 

1. Click the blue, hyperlinked name of the student that will be transferred to a new school. 

2. From the Details page for the student, click the Transfer pending checkbox, and then 
click the magnifying glass in the Transfer School > Name field to select the school the 
student will be sent to. 

 

3. Once the Transfer School pop-up appears, find and select the school the student will be 
transferred to, followed by the OK button. 

4. Click the Save button on the student record to finalize the selection. Your student is now 
ready for the Receiving School to accept the transfer. 

4.2.2 Ending Cross-Enrollment at Secondary School 

The second step to the Home School Transfer is to end the cross-enrollment at the secondary 
school. In our example, our student is cross-enrolled to Abbotsford Virtual school, and will be 
moving there as a Primary student, and finishing up a course or two at Robert Bateman. Before 
beginning, you must go to the studentôs Schedule side tab, viewing it in List View to see all 
courses at all schools they are enrolled in. 
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Steps to end cross-enrollment at Abbotsford Virtual: 

1. From the School view, click the Student top tab. 

2. Click the checkbox beside the studentôs name, and click the Membership side tab. 

3. Click the Schools sub-side tab. 

4. Click the blue, hyperlinked name of the schools whose association you wish to end. 

 

5. Update the end date to when you wish to remove the student from the secondary school. 

 

6. Save the record. 

Our student will now be ñwithdrawnò from Abbotsford Virtual. The record will remain in the 
Membership side tab > Schools sub-side tab for historical purposes and the transcript will 
remain intact. She will not appear in the class rosters for any of the sections until we transfer her 
in the next step and reattach her courses. 

  

Note: If you choose todayôs date, the student will remain in your secondary schoolôs student 
list until midnight. As well, the Secondary School alert will remain until that time. If you wish 
the student to be removed immediately, and the alert to disappear, enter a date prior to the 
current date. 


