Enter a Tracking Record in FACTS SIS

Once logged into FACTS please select Students from the Left Side Menu
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Enter Withdrawn as Status. Click on Start Date and End Date equals the Withdraw Date from the “Student
Withdrawals by Date” Report
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LastName FirstName Status Grade Level €\Withdraw date  Withdrz
Doe, James Withdrawn 2 |11/08/2021 __ IMoved
Jones, Enily Withdrawn 6 09/13/2021
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Select Exit Reason Code 1 Dropdown
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Select 1 of the 6 Exit Codes Listed below:
153 Transferred to another school in this district or to an out-of-district placement®
170 Transferred to another NYS public school outside this district with documentation. Note:
documentation of transfer is not required for preschool students with disabilities.
204 Transferred to a NYS religious and independent (nonpublic) school with documentation
221 Transferred to a school cutside NYS with documentation. Note: documentation of

transfer is not required for preschool students with disabilities.

238 Transferred to homebound instruction provided by this district
255 Transferred to home schocling by parent or guardian
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You will now see the Tracking Record Listed. Double Click on Tracking Record to Open it.
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Scroll down to Exit Reason Code that was just entered and Click on Complete. Click on Slide Bar to Change
Status to Close. Select Save to Save your Changes
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