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Enrolling students and keeping their information up-to-date provides clean record-

keeping for your institution and the NBRC. For your convenience, here is a handy guide
to entering student information in the School Portal:

e Enter studentsin the School Portal when they start at your institution.

e Use the Partial Profile option when entering students. After logging in to the
Practitioner Portal, follow the steps below to use the Partial Profile feature.
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When a student withdraws from your program, use the new feature to document
this information so we are only retaining accurate information about your
program cohort. To do this, use the steps below and then click on the
student’s first or last name to retrieve the record.
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e Follow these steps to withdraw the student and remove the record from your
student list.
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Resend student self completion form email:

Delete any student entered in error and withdraw any student not currently

enrolled who appears on your student list. This will ensure we are using up-to-

date information when evaluating student data. Follow the steps below to

delete a student.
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Resend student self completion form email:

If you make an error entering student information, here’s how to fix it:

If the record appears in your list of non-graduated students and the Social
Security Number, email address, name or address is wrong it is best to EDIT the
record before entering the student’s graduation date. To find non-graduated

students, use the steps below to retrieve the record for corrections.
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¢ Then, click on Edit Student and make corrections.
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If you have already entered a graduation date for the student, email us at
support@nbrc.org to correct the graduate’s record. Include the first and last name,

email address and the information to correct. You will receive an email after the

information is corrected in our database; however, the change will not be reflected in

your view of information in the School Portal. Please DO NOT create a hew record with

the correct information. Doing so will cause the student to receive an email for each

record, which is confusing to both the student and us!

If a graduate indicates the NBRC has not received their record and they are on your list

of graduated students, check that the Social Security Number and/or email address was


mailto:support@nbrc.org

entered correctly and troubleshoot accordingly. If the graduate is not on your list of
graduated or non-graduated students, add the student and submit it to the NBRC.

We’re here to help; please contact us at support@nbrc.org or 913.895.4900 for any

assistance you need with the School Portal.
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