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Entering PK-12 Enrollment Form Data in Zangle

Updated August 18, 2009 --- Version 3.1

These directions are for school staff that use Zangle to enroll a student. There are 41 items on the
District’s Enroliment Form. Use this document to help you understand where much of the information from
the Enrollment Form is entered in Zangle. For detailed steps on how to enroll students into SDUSD, please
see the latest Zangle Enrollment Handbook for more information. The numbered black boxes correspond
to the items on the Enrollment Form.

The Main Screen for a New Enroll 9-For “Yes” answers, select
“Hispanic or Latino”. For “No”
answers, select one of the

[Fé Student Editor - Serra High race/ethnicities from question 10.
See page 10 for more

. Student ID | 342518 information.
. Name |F'|:|ns |Ccu:h,r

Last First
Birth Date | 0371131994 | 15%ears & Months old 7 SSM [ 123-44-

n Gender |hale - Ethnicity |Hawaiian -
From Part V of the form. You

LangHuDarSE 25-For *Yes” answers only. can also enter this at a later
Also see the section on time on the General tab, if

Records Access, page 6.

10-Enter any
remaining race/ethnicities
from question 10. See page
10 for more information.

desired.

Unlisted [ Message Only

MM Horre Phone | (619 555-59

[ZBHome Address i Choose Household I\ KYB [District of Residence |San Diego Unified j
Birth Place

5

Line 1 [119 EUCLID AV :
- - IMPORTANT! Refer to Box

25-For “Yes” answers only. (sibling information) when choosing
Also see the section on a household to make sure you Birth Diocument #

Records Access, page 6. select the correct one. Citizenship

Werification Basis

Inlisted Address Werified | 09/08/2009
Office Only box

Track [T 03574 09M0

Ll

Status |F'rimarg.r site of multiple sites

Mailing Address under Box 11
T KRN Entry Date
13, only if different than Home Address e 082009

36 Entry Code |Enterfrum Cut of State

* IMPORTANT! If the child has been previously enrolled in Grade |1EIth
SDUSD, make sure to follow the directions in the Zangle
Enrollment Handbook entitled “How to Enroll a Student from

Within the District”. Do not enroll a new student. Teacherfdvisor |

In Box 34 on the Enrollment Form, answer “Yes” and write the
Year, Grade, and School that the student last attended in SDUSD. Continue Cancel

t Lelle]

NOTE: The student’s district ID is generated automatically by Zangle when you enroll a new student to
SDUSD. Write this number on the Enrollment Form in Box 1 Student District ID.

XM There is no place in Zangle to enter Box 23-Special Education Services received. This stays on the form.

yX@ There is no place in Zangle to enter Box 27-Interscholastic Participation (High School only). This stays on the form.
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The SDUSD tab has four sub-tabs: Language Survey, Other, CSIS and Exit SDUSD.

SDUSD > Language Survey tab - The SDUSD Language Survey is a separate form. This information is
not found on the Enrollment Form.

General l Addreszes l Misc. l Cther ] Contacts l Boundary ] Enrallment l Ficture S0USD
Language Survey | Other l CEIS l Exit SDUISD
What lanouage did the student learn when he ar she first began to talk? IMPORETANT
|Spanish j
*IMPORTANT! Nothing from the kol e‘-!':"
What language does the student most fred Enroliment Form is entered here. (uestion,
- = However, you must answer the if more than
| Spanish J four questions and enter the date one language
: from the Language Survey at this . -
YWhat language is used most frequently b time is listedl,
| Spanish j The Language Survey is only for E'\_ITER THE
. K-12 students for their initial NON-ENGLISH
YWhat language is most frequently spoken| Enroliment in SDUSD, not for Pre-K. LAMGUAGE
Spanish =
| n J OLA use only
Language survey Date || porpainng -+ [ Confirmation of Mo Primary Language
A other than English
4] ] [ oo | sow |t | D[]
SDUSD > Other tab
General l Addreszes l Mz, l Cther l Contacts l Boundary l Enrollment l Picture =oU=D
Language Survey Other 515 l Exit SDUSD
14 ity State Cnunm-' Special EPIEEAZES

Birthplace [Reng | Mevada | | uriTED 5TATES 7] |

Birth Verification Basis [ 5irt Certricats ﬂ ‘

Residential Status |F'arentflegal guardian (hame) |

Fes. Fac. License #
AR 1stEntlin CA | narnar gas g Continuous Dist Enrl -
. *Important! Beginning August 2009,
17 [ =) i USI ngneitass M| these fields apply to all PK-12 students.
Enter the dates the student was first
enrolled in California and in the U.S.

][ el o] o] D]
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SDUSD > CSIS tab

General l Addreszes l Misc. l Cther l Contacts l Boundary l Enrollment l Picture SDUSD

Language Surey l Other m Exit SDUSD

Redesig Fluent Eng g Voo Ed Sequence -
Fareign Lang. Comp LICICSU Reguire. Met | pq
Wataran = HS Graduation Etatus| ﬂ
District Maohility Grade | ﬂ Expected HS Grad Date g

School Mohility Grade I ﬂ Institution DfRecnrd|

Prey CSIS D |CSIB|ID#ifKnnwn ELC Candidate -

Prev CA DSt | prayious Califarnina District

Prev CSIS Schl | proyious California School

[ = o [ oo | o | e | o [_aw | DD

If the student already has a California Student State ID (CSIS ID) entered in the Misc. tab in Zangle, you
will not need to enter information from boxes 37 a/b. Check the Miscellaneous tab to see if they already
have a California Student State ID entered. If you do not know the Student State ID, please see the Zangle
Enrollment handbook or the Job Aid entitled “Entering Previous CA School Information” on the Zangle
Read and Learn Webpage: http://www.sandi.net/zangle/readandlearn/index.asp

SDUSD > Exit SDUSD tab

This tab is used when withdrawing secondary students from SDUSD. It is not used for enrolling students.

General l Addreszes l Misc. l Cther l Contacts ‘ Boundary l Enrollmert l Picture SDUSD

Language Survey l Cther l CSIS Exit S0USD

state Coce| . - |22 -]
CaA Public Schoaol | JJ

Information Given by | J Official Transcript Regquested

=)

| certify the above information to be true and correct to the best of my knowledge.

Mame | Ready for reviews [- Date J

J Status | J
E  —

[ = o [ oo | o | e | o |_an | DD

Additional Infarmation

Central Office
Use Only
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Addresses tab

Misc. l Cther l Contacts l Boundary l Enraliment ] Picture l SDUsD

General

H Add Household Addrass | Unlisted add - District of Residence
ome Address & nliste ress
|San Diggo Unified j

yal

School of Residence

Line 1 |41 BRI o5 Check the box for “Yes”

answers only. See the section
on Records Access, page 7
of this Job Aid.

31, automatically
entered

Line 2 |

Serra High

Geo Code |31

Address
Yerified

Fickup Bus

City |SAN DIEGD

FENNBENGIEER] IMPORTANT! If the parent has
checked one of the Homeless Office Only box
categories in Box 18, please see under Box 11
Knowledgebase article #518 to
Line 2 determine what address to use
for the student. The Residential | |
Status must also be entered
correctly, see box 18. Bus Infarmation

Line 1
Dropoff Bus

[0 o | | o | oo [ o [ _own [ _aw | DD

KOl NOTE: There is no place in Zangle to enter Box 30 Address verification document. This stays on the form.

Miscellaneous tab

General l Addrezses m Cther l Contacts Boundary Entallment l Picture l SDUsD

Counselar | | Student State 1D n\

Restricted Information

- The Home and Primary Language If the Student State ID (SSID)

Haome Language |Spanish <€=== fields are populated from the exists here in Zangle but is

. —g SDCS>Language Survey missing from box #2 on the

Frimary Language |Spanish ™ information. See page 2. Enrollment Form, please be
I— = sure to write the SSID on the

Career Flan J Enroliment Form filed at
: : hool.
Graduation Reguirerment |~:unset:~ j your schoo

Registration Date [ 09/03/20049 Retain Student
Graduation Year 20112 Mot Ranked [

Email |

DISTRICT WIDE APPLICATIONS 217 9‘1
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Other tab
General | Addreszes | Misc. Contacts Boundary Enrollmernt | Picture | SDUSD
Birth Flace Citizenship
Verification Basis Country
Birth Document # SeasonalTemp YWork
Change Passward J Marital Status [ o «yes” answers to j
: guestion #24 on the
Mermbership | <unset- =l Enroliment Form.

School Motes

Nl‘l Eifid | List | Eﬂrl:llll Etatusl gnnel Sae | Quit | }l}”

IVl Boxes 38 and 39 are only used when a student withdraws from your school.

IVl Box 40 is only used when you have requested records from another school.
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Contacts tab - At least one contact MUST be entered for each student! For detailed information on how
to enter Contact information, please refer to the Zangle Enroliment Handbook.

General | Addrezzes | Mizc. | Cther

Contact Mame Type Relationship | Add

20 J PARENT iGUARDIAN ParentiGuardiq Mother !
2'11 OTHER FPAREMT GUARDIA Parent/Zuardig Father
_ _l EMERGEMCY COMTACT | Emergency Cd Grandparent

Boundaty | Enrollmernt | Fi

To add a new
contact, click Add.

Type

Relationzhip

Parent'Guardian j Mather

L

22
[ Sec. Repart Card [ Elem. SERC
[V Sec. Progress Repti ||- Uruled
=HIFE Interpreter Reguired I Unus
Phone # Extension | Descripion  [Msg Unist | | Newsletter I~ Unuse *Flag_s are also
(6191555-1234 Home Phane —| [ Release OK I Unused usﬁdhto indicate
. which contacts
(8581555-6759 Wiork Phone [ Active Military [~ ParentCon receive Elem.
[E19)225-5979 Cell Phaone Report Cards,
Secondary Report
Cards and
Secondary Progress
= Reports. /

14 4]

Eird | st | Eﬂrulll Eiatusl gndnl Save

Quit | ’lNl

A |

*IMPORTANT! Flags such as OK for Release Contact, RC for Report Card, PR for Progress Report, INT for
Interpreter, PC for ParentConnection, and AM for Active Military are entered by using the checkboxes on
this screen. Look at the bottom of the front side of the Enrollment Form under each contact for these

flags.
. Enter contact’s name in the
Contacts tab > Student Contacts Editor > Addresses tab proper case, not in
[Fé Student Contacts uppercase. Title is optional.
Title Last Name First Name Middle Mame Suffix
I IF'Dns IKathv I I \
Bhonas Sen /./*IMPORTANT! If the
I contact is the Primary
[ Uives with student]  agress Parent Guardian and
T lives with the student,

Home Address I Unlisted Address Werified |

click the Lives with

Line 1 |41 00 MORMAL ST

Line 2 |

City SAN DIEGO State |ca

Zip Code |921 03-

Student box. This is the
only way contacts get
put into a Zangle
Household and it will
also fill in the address

WOTH AOOTE S S

for you.

N

If the Parent/Guardian
does not live with the
student, enter the

Address from boxes 20

Ling 1 |
Line 2

City | State | 7ip Cndel
Fird | TR e | Edit | Save |

Undo | Done Form.

and 21 on the Enrollment

_/
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Contacts tab > Student Contacts Editor > Phones tab \
2 Student Contacts | x| Enter all Phone

Numb f all tacts.
Title Last Name First Hame Middle Mame Suffix Bg?ur(;rtsooinzéluggnar?; S
| |F"3n5 IKathv | | Extensions and the

Description from boxes
20, 21 and 22 on the
Enrollment Form.

o /

General

Addresses

Fhone Mumber Extension Description

1) - |
(f193555-1234 |
(R5E)555-6789
(61 8)555-8979

|H|:| me Phane
Vwiark Phone
Cell Phone

/L

Click New to enter new phone

[l ety
Delete | numbers for a contact.

Fird | {2 = | Erit | Save | Undo | Diane |

Contacts tab > Student Contacts Editor >General tab

e ]

Title Last Name First Name Middle Mame Suffix
| [Pans | Kathy | | Enter the Employer of
any Parent/Guardian

Addresses | Phones from boxes 20 and 21 on
the Enrollment Form.

Emplayer ICustcn

A

Ccecupation I * Enter the Primary

58 Number | pin [ 125085354 Language of any
contact from boxes 20,

Public Law{PL) 874 INDtAppIicable = 21 and 22 on the

Enrollment Form.

Primary Language ISpanish

Educational Level

¥

Enter the Educational \

E-hiail Address Level Of any
Parent/Guardian from
Change Password boxes 20 and 21 on the
Enrollment Form. This
1 o can be found on the
Sl | Save | Undo | Dane | bottom of the front side
If the contact answered of the Enrollment Form.
“NO” to Question #26,
do not enter the
contact’s email address.
_
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Boundary tab

* If the student is attending your school but lives outside your school neighborhood boundary,
please enter the appropriate information from Question #33 in the Boundary Tab. It is important that the
students who live outside your school boundary have the correct Boundary Exception. If you are unsure,
please check the student’s address using the online SDUSD School Finder at:
http://www.sandi.net/schoolfinder/ or contact the Enroliment Options Department at (619) 725-5672
or eoptions@sandi.net.

General | Addresses | M. | Cther | Contacts Boundaty Enrallment | Ficture | =DUsD
Approval Effective Expiration Agreement
Date Diate Diate FHumhber Transfer Type Feasan

090082009 [09008/2009 (06252010 I “WEEP [%F)

Edit | Delete |

|{|{| Find | List | Eﬂrnlll szatusl anel Save | Quit | }l’ll

Note: For Questions 41a and 41b, please see the School Nurse for confirmation.
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*Records AcCCessS - Is a separate application found in the Enrollment module. Use Records
Access for “YES” answers to Question #25 and for “NO” answers from Question #28 on the Enrollment
Form. For more information, please see the Job Aid entitled: Recording Parent Requests v2.2.
http://www.sandi.net/zangle/readandlearn/jobaids/enrollment/Enroll Parent Req Recs Acc.pdf

Eﬂecmds Access - Semra High o =] E3
File Help Date: 09/08/2009

':-%’ Student Mame L Birthciste Age Grace
IPons, Cody James, Jr. [342618] IM_ IDSH 3M994 I 15 I 10

Group [1316 of 1911 records]
Iﬁc‘ti\re Students

o

s|
3
ol

Track/School/vear Counzelor Ertry Exit Stat
T 03574 200910 |unassigned, 09052003 M ﬂl ﬁil ﬁgl /;l @l @ |
Records Access I
Rejoinders | Record Access Log

1. Once you have found the
student, click the Authorization
Prohibitions tab.

\
7
| 2. Click Add |
‘/
\ <
\

wﬂ Print | Find | List | ge|ete| it Add Bave | Quit | ﬂw
/*3. For ““Yes™ answers to Question #25 on the Enrom

Form, choose Directory content restriction from the Type
menu. For the Status, select Granted.

Hec"'ds Accass SonllL RNy For “No” answers to Question #28 on the Enrollment Form,
File Help Date: 03/08/2009 choose Military recruiter restriction from the Type menu.
Student Name MF Birtheizte For the Status, select Granted.

[Pans, Cody James, Jr. [342618] |r-n_ |03 30304
TrackiSchoolYear Counselor Entry Exit
|T 03574 2008110 IUnaSSigned, |09mar2009
Add Authorization Prchmm..j /
Type: \
RequestDate: |02/05r2009 | 3| [ Directory content restriction -
Status:
Status Date: [[oamerzo0s | ¥fl [Granted [
Cescription:
4. Click Save.
I
Nl 4 | Erint | Eind | List | Delete | Undo | sl “ Sava | Quit | 2 | ] |
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n *Race Ethnicity Requirements

Federal and State requirements indicate race/ethnicity information must be identified using a two-part
guestion.

For “Yes” answers to question 9:
A. In the Ethnicity drop-down menu, select Hispanic or Latino:

Ethnicity |Hispanic or Latino =] 2nd||

B. AND in the 2" Ethnicity window, enter all race/ethnicities answered by the parent in question
#10. Do not enter percentage values for the race/ethnicities.

Eé Secondary Ethnicities =1
Primary ethnicity: IHiSpanic or Lating
Wihite =] 0
¥ Hawaiian [=] | o
Add | Delete | Undo | Save |

For ““No”” answers to question 9:

A. In the Ethnicity drop-down menu, select the race/ethnicity answered by the parent in
guestion 10. If more than one race/ethnicity is checked, ask the parent if there is a
preference regarding which one is entered in Zangle.

Ethnicity |Japanese j ﬂl

B. In the 2" Ethnicity window, enter all remaining race/ethnicities answered by the parent in
guestion 10. Do not enter the percentage vales for the race/ethnicities.

4 Secondary Ethnicities =]

Frimary ethnicity: I.Japanese

White

M Cambodian

K1/ Kl

4]

Add | Qeletel Undo | Save |
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