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This job aid is designed to provide instruction on retrieving a list of students with incomplete year end 
flag information and editing the year end flag information. 
 
The Principal, and authorized MiSiS Office Manager role will see a new link named High School L 
Code reason Update Report under the MiSiS menu. 
 
This job aid was created using the Office Manager role at a senior high school.  
 
Step 1   Log into MiSiS with the following URL: 

http://ezaccess.lausd.net/login.aspx, from your internet 
browser, using your single sign-on (SSO) user ID and 
password.   

 
 
 
 
 
 
 
 
Step 2   Click the LAUSD Employees link.  
 
 
 
 
 
 
 
 
 
Step 3   From the EZ Access (LAUSD) – Main Menu click the MiSiS 

Application option.    
 
 
Step 4   From the MiSiS Main Menu click the High School L        

Code and Reason Update Report link.  
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Step 5   Click Open to link to download the Excel file.              Sample of the report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6   Log into MiSiS with the following URL: 

http://misis.lausd.net/start, from your internet browser, 
using your single sign-on (SSO) user ID and password.   

 
 
 
  
 
 
 
 
 
Step 7   Select the correct user role from the landing page, as required (Example: Office Manager).  
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 8   Click the Advanced link.  
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Step 9   Click the calendar icon to select date or type the date of 06/05/2014 for the Enrolled as of 

date.   
 
 
 
 
 
 
Step 10   Enter the Student ID or Last Name and First Name to search for student.  
 
 
 

Step 11   Scroll to the bottom of the search student screen and click the  button. 
 
Step 12a   Click the Action button.  
Step 12b   Select Withdrawal History form list.  
 
 
 
 
 

 
 
 
 
 
 

Step 13   Student profile screen displays, click the Edit button.  
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The View Withdrawal History screen displayed below. 

 
  

  
  
  
  
  
  
  
   

 
Update the following fields: 
 

• Withdrawal Type – select appropriate type for example:  Graduated or Certificate. 
• Withdrawal Reason – select appropriate reason for example: Diploma – passed 

course requirements and passed CAHSEE. 
• Future School – enter a school name or unknown.  
• Future Residence – enter Same 
• Comments – enter date updated 09/17/20XX 

 
Step 14   Click the save button.  
 

 
 
 
 
 
 
 
 

 
 
Step 15   Click the OK button.  
 
 
 
 
 
 
** Updated view. 
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