Updating the Career and Professional Academy Participant Field

You can mass update the Career and Professional Academy Participant field via Advanced Report or Mass
Assign Student Info.

Updating via Mass Assign Student Info
1. Click the Students tab.

2. Select Mass Assign Student Info.

Search Criteria
3. Click More Search Options.
4. Select Scheduling > Scheduled into Course(s).
5. Select the desired course(s) from the drop-down.
6. CheckInclude Inactive.
7. Click Search.
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8. The Student Info to Change En Masse section will display.
9. Expand the Technical Education category.
10. Select Yes for Career and Professional Academy Participant.
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11. Scroll to the bottom of the screen to select the students whose information will be updated. Note:
Select the check boxes listed in the header to select all students.

122076 Select Student/Staff M Assi Stud Inf Miriam Asencio (Data ... ¥ | Palmetto Ridge High School (04...
7 elect Student/Staff v ass Assign Student Info
Servicedesk g Admin v  2024-2025 v || quarter 1

Setup Students Users Scheduling Grades Assessment Attendance Discipline Forms | Eligibility —Florida Reports Reports

Second Career Academy [N/A L]
Goldsesl wa W)
No
Yes No
Change
Career and Professional Academy Participant O ® O

Transportation
Record Requests
NOT USED
Search Screen Simple List Customized List
Scheduled into Course(s): 8405110 - EARLY CHILDHOOD ED 1, 8405120 - EARLY CHILDHOOD ED 2, 8405130 - EARLY CHILDHOOD ED 3, 8405140 - EARLY

CHILDHOODED 4
207 Students L 207 Selected Search [BES

Student

12. Click Save in the upper right corner to apply changes.
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Once the selected fields have been updated, the following message will display: The selected students
were updated. The original Mass Assign Student Info screen will display; from here you can begin a new

search and update new data as needed.
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Updating via an Advanced Report
1. Click the Students tab.
2. Select Advanced Report.

Search Criteria
3. Click More Search Options.
4. Select Scheduling > Scheduled into Course(s).
5. Select the desired course(s) from the drop-down.
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6. Select the following fields to include in your report.
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7. Click Run Report.
8. Your report will display.

You will now have to filter your schedule records to only include the CTE course the studentis scheduled into.
9. Clickthe filter button.
From left to right, click the first drop-down and select Course Num.
10. Second drop-down, select equal.
11. Third drop-down, enter the desired course number.
12. Click Run Filter.
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Now you will mass update the Career and Professional Academy Participant field from NO (unchecked) to YES
(checked).
13. Click Mass Update button
14. From left to right, click the first drop-down and select Career and Professional Academy Participant.
15. second drop-down, select equal.
16. third drop-down, select the checkbox.
17. Click Run Mass Update
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18. Click Save in the upper right corner.



