No Show Procedure
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Steps for “no show” students.

When it is determined that a student will not be returning to your
school site (no show), the student must be withdrawn and the exit
date (end of the prior school year) entered in Zangle FrontOffice.
To begin this procedure, click “Enrollment” in Zangle FrontOffice.
In the Enrollment Menu, select “Student Editor”.

3. In the “General” tab, click the “Status” button at the bottom of

the page.

. A Student Status/Program Change screen will appear for the

specific student. This is where you will withdraw the student.
Click the “Withdraw” button at the bottom left. Make sure the
exit date at the top of the field matches the enter date (9/3/12 or
9/4/12). Enter the Exit Code from the drop down box. If
unknown, choose “Left, No Known Enrollment”. The next field is
where you will enter the school the student will attend, if known.
Click “Save” at the bottom right when finished.

. You will now be back to your original view. High-light the top

record under the General tab. Click the “Edit” button, then
double-click the high-lighted record.

. A new screen will open. Click the “Delete” button at the bottom

of the screen. A message will appear: “Do You Want to Delete
Record?” Click “Yes”.

. You will again be back to your original view. Choose the

“Enrollment” tab, and then click the “Edit” button at the bottom
of the screen.

A new screen will appear. It is here that you will change the exit
date. In the right half of the screen under “Exit”, change the date
to 6/13/12 (the last day of the prior school year). Click “Save”.

. Any additional information can be entered under the “Other” tab

in the area under “School Notes”.
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On “General” tab, click “Status” button at

bottom of page.
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Click “Withdraw” at
bottom of page. Make
sure exit date is

9/3/2012 — one day
before school starts.

Enter Exit Code, if known.
Otherwise, choose “Left, No
Known Enrollment”. Enter
school student will attend, if

known. Click “Save”.
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High-light top record. Click
“Edit” button. Then double-
click high-lighted record.

A new window will open

(See next page)
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Click “Delete”

The following message will then

appear:
“Do You Want to Delete Record?”

Click “Yes”
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Click “Edit” at bottom to
get to this screen.

Change Exit date to
6/13/12, and click “Save”.
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Date now changed
to reflect end of
prior school year.
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Any additional notes can be

entered under the “Other” tab,
if needed.



