
 

End of Year Processing – Progression  
 

**Please Note the Following**   
 

1.   Administration must typically complete all current school year activities before progressing students,  
          since these items are tied to students' current grade levels 
2.  If you Cleared the Next Year Grade Level  for students attending Summer School, please Update Now        
          **See Step 3 for Instructions** 
3.  Please verify All Student Report Cards have been Archived   
 

Step 1:  Prepare for Progression 

1. Enter Graduation Date for all Current Year Graduates 
 

From main menu please select Configuration 

 

 

 

 
 
Select Grade Levels 

 

 

 

 
 

Select 8th Grade.  Place Checkmark in Graduating Checkbox.  Enter Graduation Date (This can be updated as 
needed).  Select Apply to Students  

 

 

 

 

 

 

 

 

 

 

 

Select 
Configuration 

Select Grade 
Levels 

1. Select 
8th Grade  

4.  Select Apply 
to Students 
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3.  Enter 

Graduation Date 

2.  Check Graduating 
Checkbox 



 

 

You will Receive Confirmation when Completed 

 

 

 

2. Check for Missed Attendance.  Check for Missed Attendance.  Review your Day Attendance Summary 
Reports run previously for End of Year and verify Attendance has been taken for EACH child for Each 
School Day. 

 

3.   *Optional*  Run any reports needed for currently enrolled students.  This would include any 
Attendance Reports, Class Lists, etc. 

 

4.  Restrict Gradebook and Report Card editing for the current year to prevent teachers from modifying 
grades.   **DO NOT Lock Gradebook Until ALL GRADES Have Been Finalized** 

 
From main menu please select Configuration   
 

 

 

 

 
 

 

Select System Defaults 

 

 

 

 

 

Gradebook Editing – Uncheck Previous Term to prevent Edits to Gradebook 

 

 

 

 

 

 

 

Select 
Configuration 

Select System 
Defaults 

Uncheck 
Previous 

Terms 

**Please Note:  DO NOT Lock** 
Gradebook Until ALL GRADES 

Have Been Finalized 

Confirmation 
when Completed 
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Report Card Editing - Uncheck Previous Term to prevent Edits to Report Card Grades.  Select Save to Save your 
Changes 

 

 

 

 

 

 

 

 

 

Step 2. Check Configuration Settings 

1.  Review your list of School Years to confirm a new school year has been created for next year 
 
From main menu please select Configuration 

 

 

 

 
 
 
Select Year and Term.   

 

 

 

 
 

 
Existing School Years Display.  Verify New School Year has been created 

 
 

 

 

 
 

 

Uncheck 
Previous 

Terms 

Select Save to Save 
your Changes 

**Please Note:  DO NOT Lock** 
Report Cards Until ALL GRADES 

Have Been Finalized 

Select 
Configuration 

Select Year 
and Term 

Verify New School 
Year is Created 
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Add your School Term.  Enter Term Name and Start and End Date of Term.  Select Year in the Semester 
Dropdown then Add Term to additional Terms 

 

 

 

 

 

 

 

 

Once all Terms have been Entered Select Save to Save your Changes 
 

 

 

 

 

 

 

 

 

2. Confirm Next Grade Levels are configured correctly 

From main menu please select Configuration 

 

 

 

 

 

Select Grade Levels 
 

 

 

 

1.   Enter 
Term Name 

4.  Select 
Add Term 

2.  Enter Start 
and End Date 

Select 
Configuration 

3.   Select 
Year 

Select Save to 
Save your 

Select Grade 
Levels 
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Step 3.  Update Student Information 
 
                           **Please Note:  Updates are Done One Student at a Time.  There is NO Bulk Update Option 
 

1.  Change Next Grade Level for Students being Retained in their Current Grade 

Select Students from main menu 

 

 

 

 

 

 
Select Student From List than Select the School Information Tile 

 

 

 

 

 

 

 

 

 

Select the Grade Level Drop Down and Change Grade 
 

 

 

 

 

 

 

 

 

 

 

Select  
Students 

Select 
Student 

Select the School 
Information Tile 

Select Grade Level 
to Change Grade 
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**Applies Only to Students being ** 
Retained in Same Grade Level   



 

Select Save to Save your Changes 

 

**Please Note:  Updates are Done One Student at a Time.  There is NO Bulk Update Option 

 

 

 

 

 

2.  Withdraw Students Not Returning 

Select Students from main menu 

 

 

 

 
 

Select the Student you would like to Edit 

 
 
 
 

  Select the School Information Tile

 

Select Save to Save 
your Changes 

Select Student 
to Edit 

Select School 
Information 

Select  
Students 
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Select “Withdrawn” from the “Current Status” dropdown 

 

 

 

 

 

 

 

You will be asked to Confirm your Status Change.  Select “Yes” 

 

 

 

 

 

Select Withdraw Date dropdown to choose Withdraw Date.   Select Withdrawn Reason from the “Withdraw 
Reason” dropdown.  Select Save to Save your Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select 
Withdrawn 

Select 
“Yes” 

1.  Select 
Withdraw Date 

2.  Select 
Withdraw 

Reason 

3.  Select Save to 
Save your Changes 
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Step 4.  Run End of Year Progression 
 
1.  Progression Error Check.  From the main menu Select Report Manager  

 

 

 

 
 

Select Administration > End of Year Progression and Select View Report 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

Select “Submit” for Step 1:  Progression Error Check 

 

 

 

 

 

 

 

 

 

Select Report 
Manager 

1.  Select 
Administration 

2.  Select End of 
Year Progression 

3.  Select 
View Report 

Select 
Submit 
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The Progression Error Check Report will display.  Verify that Next Grade, Next Status, and Next School are 
correct for all students.  Any Error Message will display in Red.    
 

 **Please Make ANY Corrections Before Continuing** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Errors Will 
Display in Red 

**Please Make ANY**   
Corrections Before Continuing 
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Progression Error checks and Warnings: 

 

Once Completed Checkmark will Turn Green 

 

 

 

 

 

 

 

 

 

 

 

 

Will Turn Green 
Once Completed 
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2.  Step 2:  Save Day Attendance (Used Only for Schools with Transcripts)   
 

                     **Brooklyn Schools Do Not Complete**   
 

3. Select “Submit” for Step 3:  Progress Students to Next Grade Level   

 

 

 

 

 

 

 

 

 

 

The Following Message will Display.  Once Confirmed Next Year’s Data has been Entered Correctly Select “OK” 

to Continue.   **Please Note this CANNOT Be Undone** 
 

 
 

Once Completed Checkmark will Turn Green 

 

 

 

 

 

 

 

 

 

Select  
Submit 

Select  
OK 

**Please Note this** 
CANNOT Be Undone 

Will Turn Green 
Once Completed 
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Step 5.  Update/Configure Areas for Next Year 
 

1.  Update Default Year and Term - If Changes are Needed.   
 

From main menu please select Configuration 

 

 

 

 
 
 
Select Year and Term.   

 

 

 

 
 

 
Select School Year to Edit 

 
 

 

 

 

 

Once Changes are made Select Save to Save your Changes 
 

 

 

 

 

 

 

 

 

Select 
Configuration 

Select Year 
and Term 

Verify New School 
Year is Created 

Select Save to 
Save your 
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2.  Update Family Portal Configuration for Default School Year 
 

From main menu please select Configuration   
 

 

 

 

 
 

Select System Defaults 

 

 

 

 

 

Verify New Year and “Term 1” are Selected.   **Do Not Change Enrollment Year Without Authorization from 
Admissions Director** 

  

 

 

 

 

 

 

 

 

Gradebook Editing – Verify All Terms are Checked 

 

 

 

 

 

 

 

Select 
Configuration 

Select System 
Defaults 

Verify New Year and 
“Term 1” are Selected 

Verify All Terms 
are Checked 
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Report Card Editing - Verify All Terms are Checked.  Select Save to Save your Changes 
 

 

 

 

 

 

 

 

 

 
3.  Update Scheduling Status/Grade Level 

Select Scheduling from the main menu 
 

 

 

 

 
 

 

 

 
 
Verify New School Year is displaying in dropdown and Toggle “Use Next Year Status / Grade Level” is turned to 
turn “Off”.    

 

 

  

 

 

 

 

 

 

Verify All Terms 
are Checked 
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Select  
Scheduling 

Verify Toggle “Use Next Year Status / 
Grade Level” is turned “Off” 



 

 

 

4.  Update Family Portal Resource Documents to Remove Old Information and Add New    

 

 

 

 

 

 
Select Resource Documents 

 

 

 

 

 

 

 

 

 
 

 
 

 

Select Choose File to Select file to upload  **Please Note: These are Sample Files and May Not Apply to Your 
School** 

 

 

 

 

 

 

 

 

Select Family 
Portal 

Select Resource 
Documents 

Select 
Choose File 
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Select the file and click Open.  The file displays in the File to upload field 
 

 

Type a Caption and Select the Newsletter option to display the document in the Newsletter area 
of Resource Documents.  Select “Upload” to add the file to the Resource Documents list in Family Portal 

 

 

 

 

 

 

 

Congratulations!  Progression has been Completed! 

Select 
Upload 

Select Open 

Select the 
File 

Type 
a Caption 

Select 
Upload 
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