
How to Mark a Student as Retained 
 

1. Go to SM/ST/ - ‘pull-up’ the student.  Click  on the GENERL 1 tab. 
 

 
 

2. Set the ‘RETAIN’ field to ‘Yes’ and up the ‘Next year Grad Year’ field by one year (ie 2006 to 
2007) 

 

 
 
This is all you need to do. The year-end process will reenter the student in the same grade for 
next school year. 


