Enter a Tracking Record in FACTS SIS

Step 1: Run “Student Withdrawals by Date” Report

Once logged into FACTS please select Report Manager
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Enter Date Range and Filter by Withdraw. Select double Arrow
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Step 2: Enter Tracking Record

Select Students from Main Menu
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Enter Withdrawn as Status. Click on Start Date and End Date equals the Withdraw Date from the “Student
Withdrawals by Date” Report
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Select 1 of the 5 Exit Codes Listed below:

170 Transferred to another NYS public school outside this district with documentation. Note:
documentation of transfer is not required for preschool students with disabilities.

204 Transferred to a NYS religious and independent [nonpublic) school with documentation

291 Transferred to a school outside NYS with documentation. Note: documentation of
transfer is not required for preschool students with disabilities.

238 Transferred to homebound instruction provided by this district

255 Transferred to home schooling by parent or guardian
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You will now see the Tracking Record Listed. Double Click on Tracking Record to Open it.
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Tracking Record will now Display as Closed

Tracking
Manage Tracking

Tracking System Start Date < End Date

NY State Sep 29, 2025 Sep 29, 2025

Status

Withdrawn

2 Configure

Open/Clased

Closed

+ Add Tracking
Tracking ID  Delete
108 B



