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This document is the property of the NC DPI and may not be copied in whole or in part without the 
express written permission of the NC DPI. 

 
 

 In compliance with federal laws,  N C Public Schools administers all state-operated educational 
programs, employment activities and admissions without discrimination because of race, religion, 

national or ethnic origin, color, age, military service, disability, or gender, except where exemption is 
appropriate and allowed by law.  Inquiries or complaints should be directed to: 

Robert Logan, Associate State Superintendent 
Office of Innovation and School Transformation 

6301 Mail Service Center, Raleigh, NC  27699-6301 
Telephone: (919) 807-3200;  Fax: (919) 807-4065 
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Introduction 
The RPG report is based on the Non-Promotion Revision Report previously submitted via a 
paper report by schools each year.  This report is used to provide the State Board of 
Education and other interested parties disaggregated information on retention data from 
schools.  It is collected during September based on data from the previous school year. 
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About the RPG 
The RPG data file will contain a record for every student who completed the school year at a 
given school and will include the following information: 

 

Data Field Description Source 
School ID Six-character LEA+school 

code 
School Details 

Pupil Number Student’s eSIS pupil number Basic screen 
Social Security Number Student’s eSIS SSN Basic screen 
Grade Level Student’s grade level at the 

end of the previous year 
Homeroom History 

Ethnic Code Student’s ethnic code Basic screen 
Gender Student’s gender Basic screen 
Exceptionality Student’s primary 

exceptionality code 
SPED Lite 

Promotion Status Promotion status code as of 
the last day of the school 
year 

 PROM 
 RACD 
 RADM 
 RATN 
 RSTA 
 GDPL 
 GCER 

Homeroom History: 
 “R” indicator and 

retention reason 
codes (RACD, 
RADM, RATN, 
RSTA) 

 “P” indicator maps 
to PROM code 

Student Diploma screen: 
 Diploma type maps 

to GDPL or GCER 
Summer School Summer school code 

 LOCS 
 

Credit Details / ‘How 
Taken’ code for courses 
taken in summer school 

Post Summer School 
Promotion Status 

Promotion status code after 
summer school 

 PROM 
 RACD 
 RADM 
 RATN 
 RSTA 
 GDPL 
 GCER 

Homeroom History: 
 “R” indicator and 

retention reason 
codes (RACD, 
RADM, RATN, 
RSTA) 

 “P” indicator maps 
to PROM code 

Student Diploma screen: 
 Diploma type maps 

to GDPL or GCER 
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Promotion/Retention of Students during Year-
End Transition 
Promotion and retention information comes from each student’s Home Room History 
screen: 

Navigation: Main Menu > Change Student > Home Room History 

 

Home Room History screen 

 

 

This log is automatically created during the Year End Transition (YET) process based on data 
in the Pre-Transition List.  Any student who was retained at the end of the year should 
have had the Next Grade and Retention Reason fields modified in the pre-transition list to 
indicate that the student is not moving up to the next grade level and why.  The YET 
process uses this list to create an entry in the Home Room History screen. 

 

A “P” indicates promotion; an “R”, along with an appropriate retention reason code, 
indicates retention. 
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Promotion/Retention Changes in eSIS 

Promotion of Students after Summer School 

Students Remaining in the Same School 
A student is promoted as a result of attending summer school, and will be attending the 
same school. 

1. Enter any final marks (see Summer School section of this document). 

2. On the Basic Student Demographics screen, change the student’s grade to the 
next grade.   

 

Basic Student Demographics screen 

 

 

3. The user will be prompted: ‘Please enter the effective date of change, if 
different from today’s date’.  The date used must be after summer school (and 
YET) and before Day 0 of the current school year. 
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Effective Date of Change screen 

 

4. Select Promotion for the grade change reason.  This writes a promotion record to 
the student’s Home Room History screen with the indicated effective date. 

5. Review the student’s Home Room History screen.  The student should have a 
retention record as of the date of the Year End Transition.  The student should also 
have a promotion record with an effective date after summer school (and YET) and 
before Day 0 of the current school year. 

 

Students Moving to another School with No Course Selections at the Next 
School 
A student is promoted as a result of attending summer school and will be moving to another 
school. 

1. Current School – Enter any final marks (see the Summer School section of this 
document). 

2. Change student grade on the Basic Demographic screen to correct next grade.  
Use Promotion for the Grade Change Reason and use a date after YET and 
summer school but before Day 0 of the current year. This automatically writes the 
promotion record to the student’s Home Room History screen with an effective 
date after summer school. 

Note:   Current School – If the student is moving to a different school type 
(elementary to middle or middle to high), add the next grade level to Grades and 
Catchments (one grade level above highest grade in school) in order to promote 
the student. 

3. Withdraw Student as a W7 using the same date as the promotion. 

4. Review the student’s Home Room History screen.  The student should have a 
retention record as of the date of the YET and a promotion record after summer 
school. 

5. Next School – Admit student. 
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Students Moving to another School Who Have Course Selections at the 
Next School 
A student is promoted as a result of attending summer school and will be moving to another 
school.  Course options have been entered at the next school. 

1. Current School – Enter any final marks (see the Summer School section of this 
document). 

2. Change student grade on the Basic Student Demographics screen to correct next 
grade.  Use Promotion for the Grade Change Reason and use a date after YET and 
summer school but before Day 0 of the current year. 

Note:   Current School – If the student is moving to a different school type 
(elementary to middle or middle to high), add the next grade level to Grades and 
Catchments (one grade level above highest grade in school) in order to promote 
the student. 

3. Withdraw the student as a W7 using a date after summer school but before Day 0.   

a. Enter the next school for the student within your LEA in the Next School field 
on the Withdrawal screen. 

 

Withdrawal screen 

 

 

b. Click the Withdraw button.    
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c. Click OK to indicate that all reports for this student have been printed.  This 
opens the Final Check! screen. 

Final Check! Screen 

 

 

d. Enter Cross Enrollment Withdrawal Reason (W7). 

e. Check the Transfer to Cross-Enrolled School box (this will automatically 
uncheck the Withdraw From All Schools box). 

f. Select the receiving school name from the School drop-down menu. 

g. Select E1 Init enroll – this year from the Admission Reason drop-down     
menu. 

h. Click on Continue Withdraw (answer questions related to the student 
withdrawing as appropriate).  Student is transferred to the receiving school 
with schedule intact. 
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Summer Graduates 
Graduation information is entered on the Student Diploma screen.  If dates exist in the 
Diploma Met and Diploma Issued fields, the student is considered a graduate.  The diploma 
type for a student determines whether a GDPL or GCER graduation code is used in the RPG 
file. If attending summer school allows a 12th grader to graduate, then the following 
records must be created/updated: 

1. Enter any final marks (see the Summer School section of this document). 

2. Change grade level from 12 to GR (see previous section of this document) to create 
a promotion record on the Home Room History screen.  The date used must be 
after YET and summer school and prior to Day 0 of the current school year. 

3. Click the Diploma Dates button to enter the Diploma Met and Diploma Issued 
dates.  The dates used must be after the summer course-completed date used in 
Credit Details and before Day 0 of the current school year. 

 

Student Diploma Screen 
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4. Finally, the student must be withdrawn as a W6. 

 

Exceptional Children/Pre-K Students 
Occasionally students, particularly exceptional children and Pre-K students, do not advance 
grade levels each year, but are not considered retained.  When you modify the Next Grade 
field on the Pre-Transition List to indicate that the student is not moving up to the next 
grade, an “R” indicator is written to the Home Room History screen during the YET 
process.  After YET, the user will need to manually change the “R” indicator to “P”.  If there 
is an associated Retention Reason, it must be deleted. 

 

1. On the Home Room History screen, highlight the retention record. 

Home Room History screen 

 

2. Change “R” to “P”.   

3. Select the blank line from the Retention Reason drop-down and click Save. 
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Correcting an Incorrect Retention 
If a student was incorrectly retained during the YET process, use the following steps to 
correct this information. 

 

1. On the Basic Student Demographics screen, change the student’s grade level to 
the correct grade.  This will create a second record on the Home Room History 
screen, one being the retention from YET, and one from the manual change for the 
promotion (the school data manager can do this step). 

2. The LEA Coordinator must then go to the Home Room History screen of the PMR 
Recon Form and delete the record just created. 

3. Then modify the original record by: 

a. changing the ‘R’ indicator to ‘P’  

b. changing the grade level up one grade 

c. removing the Retention Reason 

4. Click Save. 

 

 

Important:  Do not skip step 1 even though you are going to delete this record in 
step 2.  Changing the grade level on the Home Room History screen 
does not update the Basic Student Demographics screen. 

 

Note:   If, through YET, the student was transitioned from one school level to another (i.e. 
Middle to High), the current school will need to withdraw the student and transfer him back 
to the previous school.  The new school will then need to correct/verify the information on 
the Home Room History screen. 
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Correcting an Incorrect Promotion 
A student was incorrectly promoted during the YET process. 

1. On the Basic Student Demographics screen, change the student’s grade level 
back to the original grade.  This will create a second record on the Home Room 
History screen, one being the promotion from YET, and one from the manual 
change. 

2. The LEA Coordinator must then go to the Home Room History screen of the PMR 
Recon Form and delete the record just created. 

3. Then modify the original record by: 

a. changing the ‘P’ indicator to ‘R’  

b. changing the grade level back one grade 

c. adding the Retention Reason 

4. Click Save. 

 

Important:  Do not skip step 1 even though you are going to delete this record in 
step 2.  Changing the grade level on the Home Room History screen 
does not update the Basic Student Demographics screen. 

 

Note:   If, through YET, the student was transitioned from one school level to another (i.e. 
Middle to High), the current school will need to withdraw the student and transfer him back 
to the previous school.  The new school will then need to correct/verify the information on 
the Home Room History screen. 
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Dropout Students Who Graduate in the Summer 
This section of the documentation deals with the following scenario: 

A school has a student that withdrew in March as a W2 and is not listed on the RPG.  The 
student attended the second session of summer school and completed course work and is 
now ready to graduate.   

Correct Procedure to Handle Dropout Students 
1. The diploma met/issue dates must be populated on the Diploma Screen with a 

summer date after YET, but before the 0 day of the current school year. 

 

2. The student grade level needs to be changed on the Basic Student Demographics 
screen to graduate with a summer date after YET, but before the 0 day of the 
current school year with a reason of promotion.  This will write a promotion record 
on the Homeroom History tab in the PMR Recon Form. 

 

3. Navigate to the NCWISE PMR Reconciliation Form and perform following steps:  

a. On the Admission/Withdraw tab : 

i. Add an admit summer date (i.e.: 07/21/09) as an R6 (previous W2) 

ii. Add a withdrawal summer date (i.e.: 07/22/09) as a W6 (graduate) 

iii. Change the upper withdraw date to the summer withdraw date 
(07/22/09) 

iv. Change the upper withdraw code to the summer withdraw code (W6) 

 

b. On the Homeroom History tab: 

i. Add a retention line with the same date as the W2 with the reason 
being ‘Admin Decision.’ 

ii. Verify there is a line showing the promotion record from grade 12 to 
GR.  This record should be dated after YET, but before the 0 day of the 
current school year and should have an indicator of P. 
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Summer School 
Summer School information comes from a student’s Credit Details screen.  The How 
Taken field will be used to indicate that a student attended summer school by selecting 
LOCS (Locally defined Summer School) 

 

Credit Detail screen 

 

 

This means that each student who attended summer school MUST have a credit detail 
record entered.  If the student is a high school student, the appropriate course code(s) are 
used.  If the student is not a high school student, the school can use a self-contained course 
(0000) or a course designated by the LEA.  The date used for the course must be after the 
YET and summer school date and before Day 0 of the current school year.  This is the only 
place the RPG has available data to include summer school information.  All summer school 
students MUST have a credit detail record entered. 
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Visiting Students Who Graduate 
In some instances, schools have visiting students who receive diplomas. 

These students should not be counted on the RPG, but because they have existing diploma 
met and diploma issued dates, these students will show up during the RPG reporting 
process. 

Please take the following steps for all Visiting Students who receive diplomas for your 
school. 

1. Remove the diploma met and diploma issued dates from the Diploma Screen for all 
visiting students who graduated. 

2. Approve the Retention Promotion Graduation (RPG) report. 

3. Add the diploma met and diploma issued dates back through the Diploma Screen 
after the RPG has been approved. 
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The RPG UERS Report 
The RPG report is accessed through the UERS web site by the appropriate school/LEA users. 

 

Sample RPG screen 

 

 

Column Definition 
Retention/Promotion/Graduation Abbreviation describing a RPG Code. RPG Codes can 

be one of the following: 
• GCER – Graduated with Certificate 
• GDPL – Graduated with Diploma 
• NONE – No information exist for the students 

in this row. These students must be 
corrected and row should have zero (0) in 
all columns. 

Note:   NONE is considered a Fatal Error 

• PROM – Promotion 
• RACD – Retention, Local Standards, Academic 
• RADM – Retention, Administrative Decision 
• RATN – Retention, Local Standards, 

Attendance 
• RSTA – Retention, State Standards 

Status at End of Regular School  
This total should match the 
total in the Status at end of 
Summer School Column 

Number of students with the corresponding RPG Code 
at the end of the REGULAR school year. RPG codes 
are derived from the promotion/retention indicator on 
the home room history table on or before the Year 
End Transition parameter date. 
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Column Definition 
Type of Summer School Abbreviation describing the type of Summer school 

attended. Types of Summer schools include the 
following: 
LOCS – Local Summer School 

Status at End of Summer 
School 
This total should match the 
total in the Status at End of 
Regular School Column 

Number of students with the corresponding RPG Code 
at the end of the SUMMER. Post-Summer School RPG 
Codes are derived form the Post-Summer school 
entry in the home room history table after the Year 
End Transition parameter date. 
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Reconciling UERS and eSIS 
To assist in reconciling retentions between the UERS RPG report and student information in 
eSIS, the Promotion/Retention (STU407R) report can be used. 

 

To produce this report after YET: 

1. Select 

Navigation: Reports Icon > Course Credit and Diploma > 
Promotion/Retention > Run extract for ALL students > Run 
report 

2. On the parameter form,  

a. Select School Detail radio button, leave default setting of ‘Both’ for the 
Report Type. 

b. Enter Date Range of Day 180 of the last school year and Day 0 of the 
current year.  

c. Select Homeroom History after Year-End Transition radio button. 

d. User choice of sort options. 

 

 

 

This report will not match the UERS report exactly, but may be used as a starting point to 
help reconcile the RPG report. 


