
Quick Reference for Special Programs 
 

School Information 
Maintenance 
Special Program Assignment Routine 

 
 
1st Option of entering Data 
At the top of this screen you have the ability to list all students for posting.  

 
 
On this screen you actually see all students at which time you can enter the Program Code, Type (E for 
enter or L for Left) and the date for that assignment of the code.  This date for the ‘E’ should be the date the 
student was enrolled in the program which typically is the school enrollment date.  The date for the ‘L’ will 
be the date the student withdraws from the school or the date the  student was removed from the program.   
 
2nd Option of entering Data (Mass Populating) 
Post Special Program Code 

 
 
With this option you will be able to post a specific code on the same date to all students or only a specific 
list of students.  
Click on the Radio Button �  Post Special Code of                         
You will select your code with the dropdown arrow and then move down to  
 
Program Type                           Program Date                        
 
The type will be either ‘E’ or ‘L’ and the date will be the date the student started or was assigned to the 
program. 
If you think there might be data in the fields that need to be deleted click on the  
  
                 Override any previously posted special program  
 
Run  



I would not do this if you are in the middle of the year and codes have already been posted that needs to 
remain in the record but if you think there might be errors or you are entering for the first time in a school 
year I would check the box.  
 

 
Now think before you do this next step.  Do you want this entry to be reflected in every student record or 
do you need to remove the check from ‘ALL’ and enter in the names of the students that you wish to update 
their record? 
 
If it is the first of the year I would mass populate the code that the majority of your students should have on 
the first day of enrollment.  Then come back to this screen and follow the same steps for mass populating 
but you will be entering a new code or the other code.  For example:  If the majority of your students are 
Paid Lunch ‘Z’ you will mass populate on the first day of registration or before you key in new students or 
withdraw students.  Then come back to this screen and enter the your next code for lunch (Free ‘X’).  You 
will need to enter the program code of ‘E’ and a Program Date.  
Check the override box. The remove the check from All Students then find your student(s).  Run  
 
If you are doing this after the first day of school or later in the year you will need to make sure you are 
activating the code on the correct enrollment date.  If the student has possible withdrawn you will need to 
make sure you have all of the Student Status Codes Checked   
 
 
 
 
 
 


