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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 Urersmmt:  « Enteryour Sl Sp-Oneet) e and posnrd 010

g (mary. srtbimhedd, masmithGyomncisrtes o]
aSSWO rd » Do not add domain neme (@lausd net, Flausd kid.caus)
p . * Mon-LAUSD Employees may have a different Username than e-mai

Session times out after 30 minutes,

Login t LASD E2 Access Request AppBcation System

I o foegot your password of nead 10 activate your LAUSD Single Sign-On scoourt,
click heve - S50 lsusd nt.

E.Emn..s'ﬂ.nrv: \'stlncl‘l:lmeﬂsdISa i Website
i

ar call the ITD Help Desk at
(213) 241-5200

Return te Main Meny

Step 2 Click the LAUSD Employees link. ‘ Los Angeles Unified School District
N || EZ Access Request System

EZ Access - Main Menu

Please dlick on the application that you would like to complete.

Account Request For LAUSD Employees

o - Trye—

. . . MiSiS Application
Step 3 From the EZ Access (LAUSD) — Main Menu click the MiSiS e User Access Reguest Form

Application option.

Los Angeles Unified School District
EZ Access Request System

Step 4 From the MiSiS Main Menu click the High School L
Code and Reason Update Report link.

MiSiS Main Menu

MISIS - r Form
Application Status

ick Guide - Applving for A

tick Guide - Approving R for A
MiSis Backup School Reports
Approval List

M 5I5 Manual User [nput
High School and Reason Update R
Q ‘ High School L Code and Reason Update Report
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http://ezaccess.lausd.net/login.aspx

Step 5 Click Open to link to download the Excel file.
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What do you want to do with G12-2014-7687.xls?

Size: 32.5KB ~
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Sample of the report.
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GL2.2014 7687015 [Read Onyl [Compebibibty Mode] - Mixiusalt Excel

View  Adddng

ShWrap Trnt Genenal
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< Save ssT8
LOCAL  YEF LEAVE. LEAVE.

-> 5 as ﬂ]”IﬂbY.lU STUDENT LAST MAME STUDENT FIRST MAME 10 ;Pﬂblh} i8] RSN LOATE LOCN

2 111095F005  JONNSON ARDREA w7 7 b/ BBSS

3 0T0RGEMOLO  THOMPSON SERASTTAN 150 7 £/30/2004 REEE

4 09695F134  PETERSON NUKE e §/30/2000  BEEE

5 120636M002  ROBINSON BRANDEN 00 /30 2ma Bess

Cancel B OS09GEMD90  KNTGHT BRANDD 481 £/30/7018  £ESS

T 0SCA96FOL0  JORDAN KARTHA 131 6302014 BBEE

B 122595F100  BaMA MICHELLE 12 ? b0/ 200 B85

9 103095F057  REYNA TSARFL n 7 £/30/2014 BRRE

10 0504954084 MARTINEZ DANTEL 153 E/I0/2014 BEEE

11 oa2835M018  vALDEZ ANTONIO 345 LT B85S

12 041396F027  MONTAND CHATSTTNA 154 &/30/20014 EEEE

13 0725964009 JWMES JESSE 61 6/10/2044  BEEE

M 1115964008 MARTINEZ RICKY 116 ? 302 5858

15 0A1196F015  WTLLTAMSON VANFSSA 280 7 6/30/2014 REEE

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.
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My Integrated Student Information System
*User name counselord

*Password essssssss)

@ Please enter your 550 User Name & Password

Step 7 Select the correct user role from the landing page, as required (Example: Office Manager).

2 {0 [Sign Ouf]

o) |

e ‘ Select Office Manager ) NORTH HOLLYWOOD SENIOR HIGH Active Read/Writ
Select Counselor MORTH HOLLYWOOD SENIOR HIGH Active Read/Writ:
Select Principal NORTH HOLLYWOOD SENIOR HIGH Active  Read/Writ

Step 8 Click the Advanced link.
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Students | Admin | Reports

Search by Student ID or Name pel

Advanced
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http://misis.lausd.net/start

Step 9 Click the calendar icon to select date or type the date of 06/05/2014 for the Enrolled as of
date.

Search Students

General Information

o - Enrolled as of: 6/5/2014

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

View Withdrawal History

|+ Add new record || Refresh
Withdrawal Date Withdrawal Code Reason School Grade

06/30/2014 Graduated or Certificate NORTH HOLLYWOOD SENIOR HIGH 12 #
Submit Withdrawal

* Withdrawsl Date: 6/30/2014 * Future Residence:

* Withdrawal Type: | Graduated or Certificate -

Withdrawsl Reason: |- Please Setect - -

* Future Scheol: I Comments:
06/18/2010 OLIVE VISTA MIDDLE SCHOOL 8

Update the following fields:

e Withdrawal Type — select appropriate type for example: Graduated or Certificate.

e Withdrawal Reason — select appropriate reason for example: Diploma — passed
course requirements and passed CAHSEE.

o Future School — enter a school name or unknown.

o Future Residence — enter Same

e Comments — enter date updated 09/17/20XX

Step 14 Click the save button.

View Withdrawal History

| Al e record | Refrech
Withdrawal Date Withdrawal Code Reason School Grade
06/30/2014 Graduated or Certificate Diploma - passed course requirements and passed CAHSEE MORTH HOLLYWOOD SENIOR HIGH 12 s

Submit Withdrawal

sarme

" Withdrawal Dates 6/30/2014 E * Future Residence:

* Withdrawal Type: Graduated or Certificate -

Withdrawal Reason: Diploma - passed course requirements ane = | | updated 09/17/2014 ]

* Future Schaak unknown Comments:

ey TP

06/18/2010 OLIVE VISTA MIDDLE SCHOOL a

Withdraw BURKE, RAYBURN [091096M013)7

o l 0K I Cancel

Step 15 Click the OK button.

| 1+ Add e pecord % Relresh
>k . | Withdrawal Date Withdrawal Code Reason School Grade
A} ‘wraduated or KHE iploma - passed course requwements and pass . LTI P
Updated VIEW. Dby 301204 Graduated or Cestificat Dipl nts and passed CAHSEE NORTH HOLLYWOUD SENIOR HiGH u 4
| Da8/010 OLIVEVISTA MIDOLE SCHOOL §
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