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How to Retain A Student  
 
Prior to Summer Roll-Over – Secondary Counselors & Elementary Attendance Clerks 
1.  Determine who is to be retained 
2.  Go into the Student/Profile screen 
 
 
 
 
 
 
3.  Then click Profile under the General Tab 
  
 
 
 
 
 
4.  On the Profile screen click  
5.  You will be working in the “Grade Information” section  
6.  Change the No on Retain to Yes. 
7.  Change the NY Grad Year to reflect one year later.  For example, if this student was retained, we would change the NY 
Grad Year to 2022.  Elementary & Middle Schools ONLY:   The Grad Req Base Yr should change to match the new NY 
Grad Year 
    
 

BEFORE           
 
 
 

   AFTER 
 
 
8.  Hit Save 
NOW… 
9.  Determine which students will be skipping a grade. 
10.  In the same Profile screen, change the No beside Advance to Yes. 
11.  Change the NY Grad Year to reflect the correct Grad Year. 
 
Notes:  VERY IMPORTANT 
 High schools should NEVER change the Grad Req Base Yr. (This is supposed to reflect 4 years after the student 

was initially a 9th grader) 
 The “Advance” area is used only for those students that are skipping a grade. (i.e. a student that was retained in 

the 10th grade but at the end of that 3rd year will become a senior.  They will be “skipping” 11th grade.) 
 All of this must be done prior to the summer roll-over so that year-end processing processes correctly. 
 After the summer roll-over DO NOT change anything on the Student Profile screen.  (anything that you change 

on this screen will not pull into reporting until roll-over the next summer) 

Next Page:  What to do after “Roll Over” (End of July, beginning of Aug)………. 
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After Roll-Over (End of July, beginning of August) 
1.  Secondary Counselors & Elementary Attendance Clerks - Determine which of the students that you originally retained      
 will actually be allowed to go on to the next grade level. (because of summer school or testing…) 
2.  Attendance Clerks at all levels - Using the list of students that were initially retained but now will be allowed to go on 
to the next grade: 
 
Go into Entry/Withdrawal  
3.  Select the line that has last year’s entry/withdrawal record then hit edit. 
4.  Find the word Retained and change the Yes to No                     .  Hit Save. 
5.  Now select this year’s entry record and hit edit. 
6.  Click on  
 
 
 
7.  You will get this warning:  
 
8.  Click OK 
 
 
 
9.  This screen will come up 
 
10.  Under New Grad Year Values 
 change the Grade/Grad Yr to the 
  correct grade level. 
11.  Change the Next Year Grad Year 
 back one year. (In most cases the 
 Next Year Grad Year and the Grad 
 Req Base Yr will now match) 
12.  Hit Save 
13.  Hit Save again and move on to the 
 Next student 
 
 
 
 

You may be tempted to just wait and retain  
after you get back at the end of July.  But don’t.   

It throws the year-end processing off. 


