TTEF Online System Training

Module Five: Exits & Transfers

|Learning Focus: Submitting an Exit Form & Viewing Exits/Transfers

I Part One: Submitting an Exit Form

1. Tosubmit an Exit Form, first log in to your school’s account and click on the ACTION NEEDED tab. There is
only one form for any student exiting your school, regardless of whether they will be attending another
school on a TTEF scholarship.

a. Ifyou have not yet completed an SCF for a student for the upcoming school year, you will exit the
student from the Payment Verification (PV) page in the ACTION NEEDED area of the site.

b. If you have already completed an SCF for a student, you will exit the student from the Payment
Verification page in the ACTION NEEDED area of the site, when the PV opens. Please call the
office as soon as you know the student is not attending.

c. Ifyou need to exit a student and do not see an Exit button next to their name on the SCF or PV
page, please call TTEF Staff at 314-792-7777 and we will assist you.

o

- » . TTEF - SCHOLARSHIP DATABASE

ACTION NEEDED

Payment Verification TransfersiExits Alumni Reporting

This screen does not include all awards that a student may have received. To see all possible awards for a student please see the All School Apps tab under My Schoal
All students who have been preliminarily awarded appear on this page. Once a siudent has been awarded and the family's financials have been verified by the TTEF staff, an orange SCF bution will appear. You may also exi a student from this page.

Student First Name Student Last Name

Bzck  Showing records 11025 of 103 Next

Eligibility

Type

Alive in Christ

Y. Bannnd Gumdms Flam
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2. Once you have clicked on the Exit button for a student, you will receive a warning screen that you must

click Confirm to confirm you actually want to exit the student from your school.

Are you sure you want to ransfer/exit this student?

3. Once you confirm you would like to exit the student from your school, the Exit Form will open on the same
page. If you reply Yes that a student has attended at least one day in your school during the current school
year, boxes will appear for you to enter the start date and exit date for the student. Please check the box
next to any reasons for leaving that apply to this student and answer the remaining questions. Be sure to
click Save to submit your Exit Form to TTEF.

& TTEF - Scholarship Database x4

& > C @ ntp i dex. php?sectior w O

2 Apps g TTEF - Scholarship © Home- TTEF

student: [N

— Exit Information

 Type
Transfer
School
e} schaol

* This student has attended at least one day this school year.
- Select - v

* Reason(s) for leaving school

[ Academic Difficulties

() Applied: Not Accepted at School
() Behavier Problems

(7] Dissatisfied with Schoal

[ Does Not Attend School/Never Enrolled
) Expelled

([ Failed to Complete Requalification
[ Financial Difficulties

[ Moved

() No Longer Interested

() No Tuition (Parent is Teacher)

O Pre-k

(] Transportation Issues

() Unknown

() Other

* Do you know where this student will be
attending?
© Yes ) No

*Is the student leaving as a result of a suspension?
) Yes 0 No -
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I Part Two: Viewing Exits/Transfers

1. Once you click Save on the Exit Form for a student, his or her name will move to the Transfers/Exits page
in the ACTION NEEDED area of the site. Any student who was exited from the Payment Verificaiton (PV)
page will appear under PV on this page while TTEF staff fully processes the exit, including making
adjustments and transferring the student to a new school on scholarship, if applicable. Any student who is
exited from the SCF page will appear under SCF during this same time.

a. Once TTEF has fully processed a student’s Exit Form, the student’s name will only show under
All/Transfers/Exits.

- a x
& TTEF - Scholarship Database X +
& C & https//ttef.civicore.com/index.php?section=actionNeeded.transfersExits&action=main * O
i Apps TTEF - Scholarship O Home - TTEF
#
L TTEF - SCHOLARSHIP DATABASE o 000

TOBAY IR

ACTION NEEDED

Transfers/Exits

Once you push Save on the Exit Form for a student on the SCF or SVR page, his or her name will appear on this page. Any student who was exited from the SVR page will appear under SVR en this page while TTEF staff fully processes the exit.
including making adjustments and transferring the student to a new school on scholarship. if applicable. Any student who is exited from the SCF page will appear under SCF during this same time. Cnce TTEF has fully processed a student's Exit Form, the
student's name will only show under All'Transfers/Exits.

SVRs

Showing 1 record(s).

Student Grade School School Year Semester Amount Updated Date Program

E 3rd 2] 20192020 Spring $1,000.00 11/18/2019 Help for Today - Hope for Tomormow

SCFs

Student Grade School School Year Yearly Amount Updated Date Program

All Transfers/Exits

Showing 8 record(s).

school Updated Date
School 06/03/2019
School 06103/2019
[school 08/16/2019
[school 06103/2019

scnool 10/23/2019

School 06/04/2019 .

» TTEF - SCHOLARSHIP DATABASE ‘Sacred Heart School - Fiarssantd Log

All Transfers/Exits

THIS PAGE HAS BEEN UPDATED.

Onee you push Save on an Exit Form for a student on the SCF or SVR page, his or her name will appear on this page. This page is now organized by the application School Year, Please double check that you are looking in the correct school year 1o see when a student has been exited.

‘Shovng 11 recon(s)

Scihonl Year Student Schoot Updaed D
Koen, Grela @ Saceed Hean Schooi - orasant 3042025
Dyl Oven T Sacred Hean Schuot - Fosssant ounnms
tsaacs, Emma  Sacred Heart Schoni - orssant oazazzs
Fiyon, Makenze = Sacred Heart Schooi - Flrssant owiooms
Muray | Addson o Sacred Hean Schood - arssant s
Sowargsks Aaden = Sacred Hean Schooi - erssant ouszzs
Marieez Ganevieve @ Sacred Hean Schon - lorssant a2z
Kopp, Chsse & Sacreq Hean Schoo - Foessant o2osauzs
Sulivan Lea  Sacred Hearl Schooi - Fiorssanl ez
Fiynn, Desmick = Sacred Hearl School - Florissant 0302025
Rehagen, Caraing 7 Sacred Hear Schoo -Forssan! oz
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