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The steps below provide instructions of how to reassign grade levels in JCampus for students who need a grade level 
change. Instructions of how to exit 5th and 8th grade students who need a grade reassignment and are enrolled at a site 

with a grade configuration of PK-5 or 6-8 are provided on the last page of this document. 

1. Locate the student in Student Master, by clicking on the Find button located at the bottom of the Student 
Master Program or use the Search box located at the top right corner of the Student Master Program by 
entering the student’s name or student ID number. 

2. Click in the Leave Date box, then select leave code “20 15 E Exit 
grade for re-assignment to another grade”. The leave date 
should reflect the date the student’s grade level was changed. 
The image to the right is an example of how the student’s record 
should look in Student Master after the student is dropped.  
 
 

 

3. Once the student has been dropped, reenroll the student by 
doing the following: 
 While still on the student’s record in Student Master, 

click Action, then Reenroll.  

 

 Put a check mark next to each application data to load to your 
system. 
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 Click on the enrollment record with the exit code of 20. 

 Import the student as normal, but make sure to enter 
the student’s reassigned grade. After pressing OK, the 
ReEnrollment Widow will appear. The school’s site 
name and site code will default as the student’s new 
school. Select the entry code of “GR C4 Re-Entry for 
Re-assignment for Another”, enter the student’s 
New Grade Level, use the enrollment date of the 
same day the student was exited, then press OK.  
 

 

Below is an example of how the student’s enrollment record 
should appear in Student Master once the student is re-enrolled 
with the school. 
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Below is an example of how the student’s enrollment records should appear on the Enroll History tab in 
Student Master. 

 
 

Instructions of how to exit 5th and 8th grade students who need a grade reassignment and are enrolled at a 
site with a grade configuration of PK-5 or 6-8. 

1. If the student is being promoted to the 6th or 9th grade, 
the Elementary or Middle school should drop the 
student with a leave code of “77 08 E SBLC Decision” 
and the leave date should reflect the day the student’s 
grade was reassigned.  
 
 
 

2. The receiving middle or high school should enroll the 
student with an entry code of “SB C2 SBLC Decision” 
and the entry date should be the date the student 
enrolled with the new site.  
 

 

 

 

 

  
Below is an example of how the student’s enrollment records should appear on the Enroll History tab in 
Student Master. 

 

 

 


