How to Reassign and Re-enroll Children

Before Re-enrolling or Reassigning Children
1. Select the view of the assessment for the agency.

Select Add/Edit.

Select Agency.

Select Search.

Select the pencil to the left of the agency.

Then select a view of the assessment for all age groups (even if you are
not supporting that age group).

e Lock the rating views.

2. Check that all users are in the account.

e Select User Accounts on the left-hand side.

e Search for all users and make sure all users are in your DRDP Online
system.

e Search by clicking on Select Roles and choosing one or more roles or by
typing in the username or email address.

3. Add classes for the new rating period.

e Select Add/Edit.

e Select Classes.

e Select the green Add New Class button on the upper right-hand corner
and add classrooms for the new rating period.

Move Child Records

Only administrators can re-enroll or reassign children. Site administrators can
reassign or re-enroll all children within a site.

Reassign Child/Children

To move a child or children from one class to another within the same rating
period, follow these steps.

1. Select Search for Child/Enroll.

2. Select Rating Period and Class.

3. Select the green search button on the screen.
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. Once a list is generated, place a check in the box of the children you would
like to move. You can select all by using the check mark at the top. Those
children selected will be added to the red circle in the top right-hand corner.

5. Select the red circle by the house icon on the upper right-hand side to see the
children that are ready to be re-enrolled or reassigned. You will have the
option to Manage Enrollment.
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6. Select the Manage Enroliment button. A box will appear in which the site
and classroom can be chosen. The child’s information and ratings will be
moved to the selected site and class for that rating period.
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Figure 1. Moving Children

Helpful Resources for DRDP Online

Visit the Desired Results website to access DRDP Online information and instructions
for all users and register for helpful webinars, including how to rate and understand data
and reports.
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https://www.desiredresults.us/drdp-online-resources
https://www.desiredresults.us/webinars
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