
Deleting Duplicate School Records 

 

This case shows duplicate 
records for the same school.  
A school should not be added 
annually if the child is at the 
same school.  The only 
change needed if the child 
stays at the same school is to 
update the grade level page.   
To clean up duplicate records 
you will use the remove 
option.  However, if it is 
grayed out then this indicates 
there are records or grades 
attached to the school/ time 
period. 

 

 

In looking at the Grade Level 
Information page we find a grade, 8th 
grade, and an Education Record.   
 
1) Copy and paste the Record to a 
Microsoft document to avoid re-typing 
and note the dates.  See sample below.   
 
2) Next hi-light the line to be deleted, 
choose Edit, then remove row. 
 
3) Finally hi-light the grade, choose Edit, 
then remove row. 
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Save Record to a blank Microsoft Document:  
 
Record 08/10/09 – Child Evaluation 
 
The following information is from a 1726 completed on 08/10/2009 by Principal, Smith and 
student's teachers. 
 
ACADEMIC ACHIEVEMENT / BEHAVIOR 
Child's Grade Level is: 
Child achieving:      At Grade level  
Child Participates in After School Programs= Yes, homework help. 
Child Interacts Appropriately with Peers= Yes. 
Child is demonstrating Behavioral Problems(s)?= No 
Were there any Significant Changes in Grades/Citizenship this semester?= Yes. 
 

 

Once the Grade Level 
Information page is 
cleared you can delete the 
school. 
 
Return to the Enrollment 
Information page. 
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Now the “Remove” 
option is available.  
Choose the school 
again, then select 
Remove and you will be 
allowed to delete the 
duplicate record. 
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