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Prior to ending enrollments for the current year, ensure the following tasks have been completed:

1. Enrollments are Rolled Forward (https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/future-

enrollments)
2. Principal's Monthly Report 9 Submitted

3. Student Status for CTE Programs have been updated

Once the above steps are completed enrollments for the current year must be ended. Enroliments must be ended in a
specific order to ensure the proper local end statuses and end actions are associated to enrollment records.

1. Graduates
2. Retentions
3. Promotions

4. Program School Enrollments

Instructions in the next few articles include steps for processing each of the enrollment groups above. All current
year enrollments must be ended prior to changing the active year.

End of Year Graduates

Students that will graduate at the end of the school year will need to have their end status, end date, and end action
updated prior to processing retained and promoted students' end enrollments. This process can be done for an
individual student by following the Individual Graduate (https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/individual-
graduate-individual-graduate) checklist or can be done by creating Graduate ad hoc filter and following the steps below. The
sections below provide a guide on all the steps that should be completed for graduates.

ECS students who return for another year in grade 12, should have an end date of the last instructional day of the
school year and a P: Promote end action. Follow the steps to Adding an XG Flag article to add an XG flag as
applicable. The students should have a future enrollment in grade 12.
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Make sure the school context is the current year.

Post Grades to Transcript

Navigation: Menu > Student Information > General Student Administration > Transcript Post Wizard

e Transcript Post Wizard | Infinite Campus (https://kb.infinitecampus.com/help/transcript-post)

Verify Graduation Programs

Navigation: Menu > Student Information > Academic Planning > Programs

e Graduation Program (https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/graduation-program)

e Use the Academic Plan Status Report | Infinite Campus (https://kb.infinitecampus.com/help/academic-plan-status-report) 100l
to view students without a graduation program and confirm students have the correct graduation program.

¢ Please note that students on the Extended Content Standards pathway will not have an NC Graduation
Program assigned.

Verify CTE Programs (if applicable)

Navigation: Menu > Student Information > Academic Planning > Programs

¢ Please see the CTE Concentrator Report (https://go.ncdpi.gov/cteeoy) document for guidance on the CTE program
information.

Update Student Status for CTE Concentrators (if applicable)

Navigation: Menu > Student Information > Program Administration > Course Plan Administration

e See the CTE Concentrator Report (https://go.ncdpi.gov/cteeoy) documentation for detailed steps for this process.

e This process should be completed after final grades are posted to the transcript.

o Once statuses are updated review the CTE Concentrator Report (https://go.ncdpi.gov/cteeoy) for guidance on
verifying and reporting.

This process is taxing on the system, and it is recommended to be run after regular business hours.

Calculate On-Track Status

Navigation: Menu > Student Information > Program Administration > Course Plan Administration

e Course Plan Administration | Infinite Campus (https://kb.infinitecampus.com/help/course-plan-admin#calculate-on-track-status)

e This process will run for all students.
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¢ This process will calculate any graduation or academic plan a student is assigned.

¢ Use the Academic Plan Status Report | Infinite Campus (https://kb.infinitecampus.com/help/academic-plan-status-report) tO
find students that are not on track.

This process is taxing on the system, and it is recommended to be run after regular business hours.

Review On-Track Status

Navigation: Menu > Student Information > Program Administration > Academic Plan Status Report or Academic Plan
Progress Batch Report

e Review student's status towards their graduation program by running the Academic Plan Status Report | Infinite
Campus (https://kb.infinitecampus.com/help/academic-plan-status-report).

e The report can also be used to display the students that are not on-track towards the graduation requirements.

e The Academic Plan Progress Batch | Infinite Campus (https://kb.infinitecampus.com/help/academic-plan-progress-batch)
report can provide progress towards the graduation requirements per individual student.

Verify Post Grad Plans

Navigation: Menu > Student Information > General > Graduation

e Graduation (North Carolina) | Infinite Campus (https://kb.infinitecampus.com/help/graduation-north-carolina#GraduationTab-
SouthDakota-GraduationDetail)

If using the Course Plan in Student/Parent Portal this field can be populated via the portal but should be
reviewed by staff.

Verify Grade 9 Entry Date
Navigation: Menu > Student Information > General > Graduation
¢ This field is populated based on the 9th grade enrollment record for the student.

¢ |f a date is not entered, review the student's enrollment history to determine the correct grade 9 enroliment.
Enter the date of the students first grade 9 enrollment.

¢ NGA Cohort End Year - This field is populated based on the 9th grade enroliment record for the student.
¢ NCLB Cohort End Year - This field is populated based on the 9th grade enrollment record for the student.

Add Seals (Endorsements)
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Navigation: Menu > Student Information > General > Graduation
¢ Graduation (North Carolina) | Infinite Campus (https://kb.infinitecampus.com/help/graduation-north-carolina#GraduationTab-

SouthDakota-GraduationEndorsement)

¢ Requirements for Endorsements can be found: High School Diploma Endorsements | NC DPI

(https://www.dpi.nc.gov/districts-schools/high-school-graduation-requirements/high-school-diploma-endorsements)

At this time, this process is manual.

Review Data on Transcripts

Navigation: Menu > Student Information > General > Transcripts

¢ Verify graduation requirements are met
o Verify all assessments are listed accurately, including CPR
o Verify programs are reflected correctly on the transcript (CTE)

o Verify seals are reflected correctly on the transcript

Post Diplomas & End Enrollments Using Enroliment End Batch Wizard (Recommended)

Navigation: Menu > Student Information > General Student Administration > Enrollment End Batch Wizard

This process will end enrollments and post diploma data for students included in an ad hoc created for graduates.

¢ Enrollment End Batch | Infinite Campus (https://kb.infinitecampus.com/help/enroliment-end-batch)

¢ Create an Ad Hoc of graduates to ensure only those graduating will receive diploma data.
e Select all calendars of students included in the created ad hoc.

o Select all grade levels of students included in the created ad hoc.

e The End Date should be the last instructional day of the school year.

¢ The students' Local End Status should be W6: High School Graduate.

e The End Action should be P: Promote.

¢ The Diploma Date should be the last instructional day of the school year.

¢ The Diploma Type should be FRC: Future Ready Core or GWC: Graduated with Certificate.
e The Diploma Period should be R: Regular.
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Student Information > General Student Administration > Enroliment End Batch Wizard

Enroliment End Batch Wizard v¢
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Hec Student Filter

Check a few student's graduation tool to ensure diploma files were populated correctly.

General Graduation Information

GRAD Score: 132 @
Diploma Date: 52312025 u
Diploma Type: FRC: Future Ready Core v
Date First Entered the 9th [
Grade: © oro12021 |5
NGA Cohort End Year: 2025 ¥ |Converted data
NCLB Cohort End Year: 2025
Enter NCLB Cohort End Year above.
Post Grad Plans: 4U: Public In-State 4-year v
Student Post Grad ™
Confirmation: te

Indicates the most recent student acknowledgement of their Post
Graduation Plans.

Print Final Transcript

Navigation: Menu > Grading & Standards > Reports > Transcript Batch Report

¢ Transcripts (North Carolina) | Infinite Campus (https://kb.infinitecampus.com/help/transcripts-north-carolina)

Validate End Status for Graduate Students

Use the Enroliment Summary Details Report | Infinite Campus (https://kb.infinitecampus.com/help/enrollment-summary-details-report)
to review students' end status and end dates. Use the same Graduate ad hoc filter to review just the students that
were graduated. This report can be generated in a CSV format to be opened in a spreadsheet view and filtered as
needed.

Review the table below to verify that student enrollment records have been updated with the correct end of year
values.

Page 5


https://kb.infinitecampus.com/help/transcripts-north-carolina
https://kb.infinitecampus.com/help/transcripts-north-carolina
https://kb.infinitecampus.com/help/enrollment-summary-details-report
https://kb.infinitecampus.com/help/enrollment-summary-details-report

Current Year

Current Year Current Year Future Year Future Year

Graduate . Local End
End Date End Action Start Status Grade Level
Status
End of Year Last W6: High School
Graduate Instructional Day| P+ Promote Graduate N/A N/A
EQY ECS Grade Last EYC: EQY E1: Init enroll -
) ) P: Promote ) 12 (XG Flag)

12 Returning Instructional Day Completer this year

End of Year Retentions

Prior to ending retention enrollments for the current year, ensure the following steps have been completed
1. Enrollments are Rolled Forward (https://ncdepartmentofpublicinstruction.knowledgeow!l.com/home/future-enroliments)
2. Principal's Monthly Report 9 Submitted
3. Student Status for CTE Programs have been updated

4. Graduate Enrollments have been ended ()

Students that will be retained at the end of the school year will need to have their end status, end date, and end
action updated prior to processing promoted students' end enrollments. This process can be done by updating each
individual student's current enrollment local end status, end date, and end action or can be done by creating
Retention ad hoc filter. The sections below provide a guide on creating a Retention Filter and updating the necessary
fields using the filter.

ECS students who return for another year in grade 12, should have an end date of the last instructional day of the
school year and a P: Promote end action. Follow the steps to Adding an XG Flag article to add an XG flag as
applicable. The students should have a future enrollment in grade 12.

Create Retention Filter

Create a Retention ad hoc filter to use to complete the end enrollment process with the correct information for
retained students. This can be completed by creating an hoc using the:

e Advanced Person Search | NC Department of Public Instruction

(https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/advanced-person-search)

¢ Infinite Campus Multi-Select | NC Department of Public Instruction

(https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/multi-select)

e Selection Editor | Infinite Campus (https://kb.infinitecampus.com/help/selection-editor)

Student Numbers can be copied and used in the creation of an ad hoc using the Advanced Person Search or the
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Multi-Select ad hocs. The Selection Editor ad hoc allows the selection of students from a list.

Any updates to retentions, must be updated in the ad hocs manually.

End Retention Enroliments

Students that will be retained must have their enroliments ended prior to promoted students ending enrollments.
Follow the steps below to end retained student's enrollments for the current year. If applicable, graduates should be
processed before retentions are processed. Ending retention enrollments should be complete prior to ending
promotion enrollments.

Before ending current year enrollments, ensure student enrollments have been rolled forward.

Make sure the school context is the current year.

Navigation: Student Information > General Student Administration > Enrollment End Batch Wizard

1. Select the calendar(s)

2. Select the grade levels that are included in the Retention filter.

3. Select the Retention Ad Hoc created earlier.

4. Enter the last instructional day of the school year as the End Date.
5

. Select EYC: EOY Completer or EYCN: COY Completer - New School as the local end status.

a. EYC: EOY Completer applies to any student who has completed the year and is enrolled in school on the
last day of the school year is expected to come back to the same school in the next school year.

b. EYCN: EOY Completer - New School applies to any student who has completed the year and is enrolled in
school on the last day of the school year and is going to attend a new school in the next school year.

6. Select R: Retain as the End Action.

7. Click Run to end the current year enrollments for Retained students.
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Enroliment End Batch Process

This tool processes enroliment records for all students in the selected calendars and grade levels at the end of the school year. Enroliment End Dates

Enroliments and Graduation records are only modified if the fields selected to be filled on this editor are blank on the student's Enroliment record and
have the Graduation values entered. Students who are already marked as Retained or Demoted on their Enrollment records will not be processed by

If students are assigned academic plans, process the graduating class using the Post Diplomas mode on the Course Plan Admin tool. This applies the

Select Calendars Select Fields to fill

End Date 614/2026 |7
- Local End Status | EVC: EOY Completer (Valid 25-26 thru 25-26) v
End Action R: Retain v

Graduation

Fri Diploma Date
Timary

25-26 Elemantary Diploma Tvug
25-26 High Diploma Period
25-26 Middle Post Grad Location|
25-26 Primary Post Grad Plans

v
26 ()
CTRL-click and SHIF T-click for multiple

Select Grades —
By Op On On O B B3 B, —
Bs Us Uy Ug Ug Uase O Uke
One Uos Uek Uer Dus

Select Ad Hoc Student Filter

| Retention Filter - Testing KJ ~

Validate End Status for Retained Students

Use the Enrollment Summary Details Report | Infinite Campus (https://kb.infinitecampus.com/help/enroliment-summary-details-report)
to review student's end status and end dates. Use the same Retention ad hoc filter to review just the students that
were retained. This report can be generated in a CSV format to be opened in a spreadsheet view to filter as needed.
Each student in the filter should have an End Date, End Status, and End Action for the current year enrollment.

Review the table below to verify that student enrollment records have been updated with the correct end of year
values.

Future Year

) Current Year Current Year Current Year Future Year
Retention . Local Start
End Date End Action Local End Status Grade Level
Status
Same School Last R: Retain EYC: EQY E1: Init enroll - Same as
Next Year Instructional Da ’ Completer this year previous year
EYCN: EOY
New School Last .
) R: Retain Completer - New| N/A N/A
Next Year Instructional Day|
School

Update Retention Future Enroliments

Students' future enrollments have been created, but the grade level may not be correct. If the student's future year
enrollment is in the same calendar, then follow the steps below to update the student's grade level. If the student's
future year enrollment is not in a calendar with your tool rights, contact the next school or SIS Coordinator to work on
the process to update the future enroliment record with the correct grade level.
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Location of Future

Action Calendar Rights Needed Tool Rights Needed
Enrollment

Change grade level in the
) Future year of current )
Current School enrollment record in the hool Enrollments - Write
schoo

future year

Delete enrollment record Future year of different
Enrollments - Delete

in the future year school
Different School
Create new enrollment Future year of current
i Enrollments - Add
record in the future year school

Navigation: Student Information > General > Enrollments

¢ Search for the Retention filter by selecting the Advanced button in the student search.
e Select Filter to see the list of available filters. Select the Retention filter created earlier.

e Click Search to select the students in the retained filter.

Stat

Infinit 2
nfé'a;'»"p s

Search

Type

Search
N <

Search for Student records

Special Ed Disability

Saved Filter

Select Filter

Advanced

Saved Filter
Retention Students 24-25

Select Filter Remove Filter

e Select a student and click on the future year enrollment record
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Enrollment Editor

Grade Type Calendar Start Date End Date

2 P 26-27 North Carolina Primary 08/25/2026

Start Status: E1 Init enroll - this year

1 P 25-26 North Carolina Primary 08/2512025 06/04/2026
Start Status: E1 Init enroll - this year

End Status: EYC EQY Completer

KG P 24-25 North Carolina Primary 08/26/2024 06/03/2025

Start Status: E1 Init enroll - this year
End Status: PR Promoted

¢ Select the correct grade level from the grade dropdown.

e Add a start comment (optional)

¢ Click Save to update the grade level.

Delete New & Print Enrollment History New Enrollment History

General Enrollment Information
Enroliment ID 12346

Calendar
26-27 North Carolina Primary

Schedule (read only)
Main v

*Start Date No Show  End Date

*Grade
1~

End Action

Class Rank Exclude  External LMS Exclude
O O

*Service Type

[0sr2s5r2026 | %4 O

*Local Start Status

=

Local End Status

v

| P: Primary v |

| E1: Init enroll - this year

x |v || Selecta value

State Start Status
E1: Init enroll - this year

Start Comments

CRDC School of Accountability

{ v)

State End Status

End Comments

Rolled From Enrollment ID: 12346

All students future enrollment Start Status must be E1: Init enroll - this year.

End of Year Promotions

Prior to ending enrollments for the current year, ensure the following steps have been completed

1. Enrollments are Rolled Forward (https://ncdepartmentofpublicinstruction.knowledgeow!l.com/home/future-enroliments)

. Principal's Monthly Report 9 Submitted

. Graduate Enrollments have been ended

2
3. Student Status for CTE Programs have been updated
4
5

. Retention Enrollments have been ended

Students that are promoted at the end of the school year will need to have their end status, end date, and end action
updated after processing graduate and retained students' end enrollments. The sections below provide a guide on

all the steps that should be completed for end of year promotions.

Page 10


http://ncdepartmentofpublicinstruction.knowledgeowl.com/home/future-enrollments
https://ncdepartmentofpublicinstruction.knowledgeowl.com/home/future-enrollments
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#StudentStatus
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#
http://ncdepartmentofpublicinstruction.knowledgeowl.com/#endretentionenrollment

ECS students who return for another year in grade 12, should have an end date of the last instructional day of the
school year and a P: Promote end action. Follow the steps in Adding an XG Flag article to add an XG flag as
applicable. The student should have a future enrollment in grade 12.

Verify Last Instructional Day

Check that the last instructional day in the day setup is reflected appropriately.

Navigation: Scheduling & Courses > Calendar Setup > Day Setup

¢ The last day of school should be the actual last day that students were in the building and receiving instruction.
¢ The instruction checkbox should be marked for the last day.
¢ This date should also match the end date in the last term for the current year.

¢ |f this date has changed, make sure that School Months have been updated for PMR.

Day Setup hAd Scheduling & Course

n Save Day/Day Events Delete Day/Day Events n Day Reset n Day Rotation E Print E Print Rotation Multi Day Event

«< May 2025 >>
Sun ‘ Mon ‘ Tue ‘ Wed Thu Fri sat
o1 02
Regular School D Regular School E @
[3 % o7 06 09
w3 Regular School A Regular School B Regular School C Regular School D Regular School E w
2 3 1 (5 1
L Regular School A Regular School B Regular School C Regular School D Regular School E ;_,,
19 20 21 2 237"
L Regular School A Regular School B Regular School C Regular School D Regular School E 2
~ ~ ~ ~ ~
2 2% 7 2 2 30 31

~Event on this Day

ate’
05/23/12025 162
*Period Schedule

Regular School E v

School Day Instruction Aftendance
Start Time End Time Duration

O

Comments

Type Duration Inst
Minutes|

% [ER Early Release "]D
Add DayEvent

Blended Leaming Groups ?

Add Group

End Promotion Enroliments

Make sure the school context is the current year.

Students that will be promoted must have their enrollments ended after retained students ending enrollments.
Follow the steps below to end promoted student's enrollments for the current year. If applicable, graduates and
retentions should be processed before promotions are processed.
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Navigation: Student Information > General Student Administration > Enrollment End Batch Wizard

e Select the Calendar(s)

Select Grade Levels.

o Grade levels may need to be completed in two phases, students remaining in the same school and those
moving to a new school.

e Select EYC: EOY Completer or EYCN: EOY Completer - New School as the local end status.

Enter the last instructional day of the school year as the End Date.

o EYC: EOY Completer applies to any student who has completed the year and is enrolled in school on the
last day of the school year is expected to come back to the same school in the next school year.

o EYCN: EOY Completer - New School applies to any student who has completed the year and is enrolled in
school on the last day of the school year and is going to attend a new school in the next school year.

Select P: Promote as the End Action.

Validate End Status for Promoted Students

Click Run to end the current year enrollments for students.

Use the Enroliment Summary Details Report | Infinite Campus (https://kb.infinitecampus.com/help/enrollment-summary-details-report)
to review student's end status and end dates. This report can be generated in a CSV format to be opened in a
spreadsheet view to filter as needed. Each student in the filter should have an End Date, End Status, and End Action
for the current year enrollment.

Review the table below to verify that student enrollment records have been updated with the correct end of year
values.

Future Year
. Current Year Current Year Current Year Future Year
Promotions . Local Start
End Date End Action Local End Status Grade Level
Status
Same School Last EYC: EQY E1: Init enroll -
. P: Promote . Next Grade Level
Next Year Instructional Day Completer this year
EYCN: EQY
New School Last
. P: Promote Completer - New| N/A N/A
Next Year Instructional Day
School
EQOY ECS Grade | Last EYC: EQY E1: Init enroll - Grade 12 (XG
. . P: Promote .
12 Returning Instructional Day Completer this year Flag)
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Charter School - Last Grade Level Offered

Students promoted from the final grade level in the school should have an End Status of EYCN: EOY Completer -
New School and an End Action of P: Promote. These students should have no future enrollment since the next grade
level is not offered for the school.

Follow the steps in the End of Year Promotions above to end enrollments for these students.

Current Year End Current Year End Future Year Start Future Year Grade
Status Action Status Level
EYCN: EOY
Final Grade Level Completer - New P: Promote N/A N/A
School

End of Year Program Schools

Make sure the school context is the current year.

The following steps must be completed for each program school that contains student enrollments including OEC,
OHP, OMP, and LEP.

Navigation: Student Information > General Student Administration > Enrollment End Batch Wizard

Prior to ending enrollments for the current school year, ensure to roll enrollments forward into the
future school year using the Enroliment Roll Forward Wizard (nttps://kb.infinitecampus.com/help/enroliment-roll-
forward).

Run the Enrollment End Batch Wizard (https://kb.infinitecampus.com/help/enroliment-end-batch) process to end enrollments
for all students.
o May need to be completed in two phases, students remaining in the same school and those moving to a
new school.

Enter 06/30/20YY as the End Date.

Select the EYC: EOY Completer as the Local End Status.

Select P: Promote as the End Action.
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¢ Click Run to end the current year enrollments for students.

Validate End Status for Program Students

Use the Enroliment Summary Details Report | Infinite Campus (https://kb.infinitecampus.com/help/enrollment-summary-details-report)
to review student's end status and end dates. This report can be generated in a CSV format to be opened in a
spreadsheet view to filter as needed. Each student in the filter should have an End Date, End Status, and End Action
for the current year enrollment.

Future Year
Program Current Year Current Year Current Year Local Start Future Year
ocal Star
Enrollment End Date End Action Local End Status Grade Level
Status
Remaining in N1: Initial Enroll
g EYC: EOY .
Program School | 6/30/YYYY P: Promote c let into a Program Next Grade Level
ompleter
(OEC, OMP, LEP) P School
OHP EYC: EQY
6/30/YYYY P: Promote N/A N/A
Enrollments Completer
Transitioning to
EYCN: EQY .
Another School E1: Init enroll -
6/30/YYYY P: Promote Completer - New . Next Grade Level
(OEC, OMP, OHP, this year

LEP)

School

Follow the No Show process for any student that will not be attending the same school in the future
year. It is not recommended to delete future year enroliments.
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