
HELPFUL 
RESOURCES 
AND TIPS
For Secondary School Registrars



What is a 
Registrar?

Registrar (n.) – An 
official recorder or 
keeper of records.

• Review, acceptance, and enrollment of all students

• Academic Advisor - make sure all students can 

graduate

• Testing Coordinator – MAP, PSAT, ACT, SAT

• Master schedule and student class assignments

• Foreign Student Advisor

• College counseling

• Career counseling

• UC a-g Course Manager

• Graduation & Awards Ceremonies

• WASC Coordinator or support
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OPENING REPORTS – Where does the information come from?



OPENING REPORTS – Troubleshooting version, why it’s your best friend!



OPENING REPORTS: 
Common errors and 
how to fix them

1. Student enrollment numbers are wrong.
o Withdrawal date
o Missing NAD ID#

o Jupiter: Student Data Rollup
• Is Baptized Adventist? checkbox
• One or more parent/guardian is Adventist? checkbox

3.   Staff information is wrong.
o FACTS: Staff User Defined
o Jupiter: Staff Data Rollup
o AE Connect: Staff Account

2.   SDA affiliation of students is wrong.
o FACTS: Student User Defined 

• One or More Parent/Guardian Adventist? Yes/No
• Is Baptized Adventist? Yes/No

o AE Connect: Student Account
• Is Baptized Adventist? checkbox & date
• Parent/Guardian edit screen: Is Adventist? checkbox



NAD Dashboard – Keep it clean!
Let your conference office know if there are changes needed in your User list



Data Rollup 
ERRORS!

• Expand each error to get 
more information.

• User Guides & FAQs: 
https://support.datarollup.inf
o/category/school-user-
guide/errors-school/559 

https://support.datarollup.info/category/school-user-guide/errors-school/559
https://support.datarollup.info/category/school-user-guide/errors-school/559
https://support.datarollup.info/category/school-user-guide/errors-school/559


Important Websites
Pacific Union Conference - Adventistfaith.com/education

• 2023 Education Code
• Registrars’ Handbook 

• Forms
• Calendars

NAD - adventisteducation.org/
• Resources

• Secondary Textbooks 
• Curriculum
• Report Cards

https://www.adventistfaith.com/education
https://adventisteducation.org/


School 
Committees
What is your responsibility?

Academic Standards Committee
• Members: Principal, Registrar, one board member, one high school teacher

• Purpose: To review and/or recommend policies on academic standards 
such as grading, graduation requirements, waiver requirements, 
remediation, and academic dishonesty.

Academic Variance Committee
• Members: Principal, Registrar, and all high school teachers

• Purpose: To review and approve/deny requests made by students for a 
variance to current academic policies

Admissions Committee
• Members: Principal, Registrar, and one teacher

• Purpose: To review all student applications for enrollment and determine 
acceptance, including review of secondary transfer credits from home 
school/non-accredited schools to determine acceptance of credits.



Three different report cards using three different grading scales
 Kindergarten 

• All development skills = I, P, NT or E, S, N 
 1st & 2nd grade

• All summative grades = I, P, NT or E, S, N
• All skill grades = 1, 2, 3, 4
• All Social Development/Work Ethic grades = O, S, N

 3rd – 8th grade
• All summative grades = A, B, C, D, F
• All skill grades = 1, 2, 3, 4
• All Social Development/Work Ethic grades = O, S, N

Report Cards - Elementary

Common Errors
 Incorrect Skill Grade
 Incorrect Social Development/Work Ethic grade (remember to capitalize!)
 Incorrect Attendance

https://reportcards.adventisteducation.org/


Transcripts

What belongs on a transcript?
• All grades and classes a student has taken during their high 

school years, even if there are repeated classes
• Standardized Test Scores (SAT, ACT)
• GPA
• Graduation Date

Letter grade vs. Pass/Fail grade?
• Classes taken at your school should receive a letter grade 

on the transcript
• All classes taken at another accredited school and 

transferred to your school should receive a letter grade on 
the transcript unless they were P/F classes at the prior 
school

• Any classes taken at a home school or non-accredited 
school and transferred to your school may ONLY be 
recorded as Pass/Fail with no GPA calculation.



UC a-g Course Management
Make sure to check/update the following annually:

• Course list for current school year
• Course list manager & contact information
• School accreditation status and submit any necessary 

documents

A-G course submission deadlines:
• Primary Phase: February 1-June 30
• Course Management Month: July 1-July 31
• Supplementary Phase: August 1-August 31

User guide for submitting courses: https://hs-
articulation.ucop.edu/guide/update-your-a-g-list/submitting-
courses/ 

https://hs-articulation.ucop.edu/guide/update-your-a-g-list/submitting-courses/
https://hs-articulation.ucop.edu/guide/update-your-a-g-list/submitting-courses/
https://hs-articulation.ucop.edu/guide/update-your-a-g-list/submitting-courses/


Helpful Resources
Adventist Learning Community - https://www.adventistlearningcommunity.com/ 

• Free courses available
• Adventist Education Dashboard for Educators
• Data Rollup for NAD School Administrators, Registrars, and Data Managers

Reach out to other Registrars in your conference or union. Tap into 
their knowledge and expertise!

https://www.adventistlearningcommunity.com/
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