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1.1

Basic Setup Introduction

Welcome to the Basic Setup Admin Guide. This guide will explain how to setup Schoollnsight for your
school. It will focus on the step-by step instructions. Just read and follow the directions, in order, and
you will set up Schoollnsight successfully.

Audience

This guide is written for the Schoollnsight admin. This is someone who is responsible for setting up
Schoollnsight and will also do the occasional “care and feeding” of Schoollnsight (i.e. adding new
students when they enroll). Often this is a member of the main office staff or the technology
coordinator at a school.

School administration — principals, assistant principals, etc. are referred to as “principals” within
Schoollnsight.

© 2001-2013 Common Goals Systems, Inc.
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Basic Setup Overview

Here’s an overview of the steps for setting up Schoollnsight:

Choose an admin

This person will do the Schoollnsight setup. If you have been designated as the Schoollnsight
admin, please email your name/email address to Schoollnsight support (support@common-goal.
com) if you have not already done so.

Enter basic information
The admin will need to manually enter the following information:

Other Admins
Instructors
Academic Years
Grading Periods
Grading Scales

Enter students
There are several choices to get students into Schoollnsight:

e Import the Students

If you have the student list in an electronic file, this is the best option. You can import the
students into Schoollnsight without the effort of manual entry.

e The admin manually enters students

The admin can manually type students into the system. This is time/effort intensive, but can
be done in a few hours for a school with several hundred students.

e The instructors enter students

The permissions can be set to allow instructors to create/modify students. This works nicely
for small schools (5 or fewer teachers). Avoid this approach in larger environments because
of the teachers will create duplicates, misspellings, varying capitalization, etc. that the admin
will need to fix afterwards.

Enter Courses/Classes/Rosters
There are several options to enter the classes taught at the school.

e The admin manually creates courses/classes/rosters

This is typically done if the school also uses Schoollnsight for school-wide attendance or
report cards. This ensures that the class names are consistent with the reports sent to
parents, and that they are scheduled during the correct period. The admin will first create
“Courses” and then “Classes” (more details on this later).

e The teachers can create their own classes/rosters

The permissions can be set to allow instructors to create their own classes. This makes the
most sense when there are a large number of teachers and the report cards are generated
using a system other than Schoollnsight. Any minor inconsistencies in the data will be
acceptable in this situation.

Distribute the Gradebook User’s Guide to Teachers

Schoollnsight is very easy to use. Many teachers will be able to use it “problem free” once they
are provided with a login and documentation. Look for the User’'s Guide under the “User Guides
link.

Give a short training to Instructors (if necessary)
While many teachers can use Schoollnsight without additional assistance, some teachers will be
more comfortable once they have had an “official” training session.

© 2001-2013 Common Goals Systems, Inc.
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To support this process, a Schoollnsight support person can go through an electronic “train the
trainer” session. We also supply documents to use when running a teacher training class
(preparation and agenda documents). Look for these under the “User Guides” link. A support
person can also be on-call or on-line via instant messenger during the session to answer any
difficult or advanced questions. Please contact support@common-goal.com to schedule.

Enable Parent Access

After the teachers have been using Schoollnsight for a few weeks, it is a good time to enable
parent access. This provides the instructors an opportunity to get comfortable with the system
before the parents can inspect the data (and teachers feel like they're “on the spot”). You can
also have a second training that covers the communication aspects of Schoollnsight.

© 2001-2013 Common Goals Systems, Inc.
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3 Login

The first step is to login to Schoollnsight. Once you have entered the Internet:

e Go to www.teacherease.com

The home page describes the basic features of Schoolinsight. Feel free to browse the site. Before
you can set up or use any of these features, you will need to login:

e Type in your email address and password. Typically you will use the email address and password
supplied by the school.

¢ Click “Log in” to access your school's data.

COMMON GOAL
ol SYSTEMS inc

Home

Once you've logged in from the site's main page, you can log out and log back in from within the
program.

Email Address N

example@te.com

Password J

"' Save your email address on this computer [?]

m Forgot your password? _ILI
b

1 |

e Choose to have your email address remembered on the logged in computer.

¢ If you ever forget your password, click "Forgot your password?". This will allow Schoollnsight to
automatically email your password to you.

© 2001-2013 Common Goals Systems, Inc.
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3.1

Login History

View the login history for admins, instructors, students and contacts. All successful and failed logins
are shown with the corresponding date, time and IP address. Note: Times are shown using Central

Standard Time.

Date Time IP Address | Successful

Friday 8M6/2011 1:24pm 50441372  Yes
Friday 8/9/2011 310pm 50441048  Yes
Friday 8/42011 30Mpm 50441048  Yes
Monday 8/29/2011 11:43am 50441048  Yes
Monday 8/29/2011 11:43am 50441048 Mo
Wednesday 8/24/2011 1:22pm 50441110  Yes
Monday 82212011 12:53pm 50441110 Yes
Monday 8/22/2011 12:53pm 50441110 Mo
Wednesday 8/3/2011 316pm 669212924 Yes
Wednesday 5M18/2011 11:33am 50.103.227 Yes
Monday 5M16/2011 11:03am 50448109  Yes
Friday 5/6/2011 10:00am 50.103.29.123 Yes
Thursday 5/5/2011 10:57am 50.103.27.155 Yes
Tuesday 4M12/2011 418pm BE.92129.24 Yes
Successful Logins: 12

View Admin login history at Main > Admins > Logins.

View Instructor login history at Main > Instructors > Logins.

View Student login history at Main > Students-Single View > Logins, in the "Basic Info" section under
the "General" tab or in the "Student Properties" section under the "Contacts/Family" tab.

Student login history can also be viewed at Main > Students-Multi View > Contacts/Family in the
"Student Properties” section for the chosen student.

View Contact login history at Main > Students-Single View in the "Contact Properties" section under
the "Contacts/Family" tab.

Contact login history can also be viewed at Main > Students-Multi View > Contacts/Family in the
"Contact Properties" section for the chosen contact.

Student and contact login information can also be viewed at Main > Email Addresses > Logins.

© 2001-2013 Common Goals Systems, Inc.
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4 Account Profile

View/modify your account information. Change your name, email address, password and other
account preferences.

The first time you login, you will be asked to change your password. This is to prompt you to change
from the Schoollnsight assigned password. You will automatically go to the “Update Account” page.
Choose a password that is easy for you to remember, but hard for someone else to guess. There are
no limitations on the characters used for passwords. Passwords are case sensitive.

Main > Account Profile

Account Profile -
| Password || Preferences

Title:

First Mame: Jay

Last Mame: Birdman

Email Address: jaybird@jb.com

Last Login: Wednesday 8/28/2013 1:12pm CST { logins |

Editl Elat:kl -

1| | %

Click the "logins" link to view a history of your login attempts. All successful and failed logins are
shown with the corresponding date, time and IP address. Note: Times are shown using Central
Standard Time.

Use the tabs at the top to view corresponding account details.

Edit

Modify account details. Scroll through available tabs to modify account details.

Note: The standard browsing mode allows you to browse Schoollnsight securely, with the best
performance. Set “Browse Securely" to "Yes" under the "Preferences" tab if you want to encrypt all
the pages with SSL (secure socket layer). This will be slightly slower but even more secure.

Note: If you forget your password, click on “Forgot your password?” on the "Login" page and it will be
emailed to you.

© 2001-2013 Common Goals Systems, Inc.
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Admin Main

Once you have logged in, you'll find yourself on the "Admin Main" page. This page allows easy access
to Schoollnsight functionality.

Admins are authorized to set up school information in Schoollnsight. This includes entering all the
information necessary for the school to use Schoollnsight: Instructors, Students, Courses, etc.

To navigate the site, either use the dropdown menus or click the links. Each is organized the same
and contain the same functionality access. The Basic Setup, Yearly Setup, Modules, Tools and Misc
tabs are organized the same as the links on the Main page.

Functionality has been grouped into common areas for ease of use. Note: Access to sections under
"Modules" and "Tools" depend on which portions of Schoollnsightyour school has purchased.

To get back to "Admin Main" at any time, go to the top of the page and click on "Main." These two
names are synonymous, and we will call it "Main" page throughout the rest of the guide.

Throughout this guide we'll use the following convention to guide you through the appropriate web
pages.

Main > Admins

This notation means start at the “Main” page and click on the “Admins” link.

Main Basic Setup | Yearly Setup Modules Tools Misc Help Logout !
Admin Main
Basic Setup Yearly Setup Modules Tools Misc
Admins Academic Years Grade Reporting Reports HelpTraining/Videos
Instructors Calendars Attendance EmaillAnnouncements Subscriptions
Employees Students - Single View Scheduling Letter Templates Account Profile
Options Students - Multi View Tuition/Fees Groups Switch Role
Import/Export Grading Periods Lunch Digital Lockers
What's New Grading Scales Discipline Bus Routes a
Course Catalog Longitudinal Data Analysis Tutoring/Activity Logs
Classes/Sections Health Records Lockers
Email Addresses Standards/Planning Online Reqgistration _lﬂ
1 | 3

What's New? is updated after every new release. View details to see what's changed.
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The Help tab gives you access to context sensitive online help, online training, videos, email support
and feedback.

Help
Online Help
Online Training

Videos

Support

Feedback

Lincoln School [change]
Aute Logeout: 1h 05m
Main = Students - Single View

o o

- Control your session timer: Click on any page to reset the timer back to the default minutes. Note:
Minutes can be set at Main > Account Profile.

- Navigation breadcrumbs are provided to help you keep track of which page you're on.

- If you have multiple schools using Schoollnsight, quickly switch between schools by clicking
[change] to the right of the school name. This generates a dropdown list of your schools. Simply
click a school name and you'll automatically be switched to that school. Additionally, if you "Goto" an
Instructor, the same option exists to switch between instructors at a school.

You can access Schoollnsight from anywhere via the Internet. This means you can use it from
school, home, or anywhere you have an Internet connection. You can also use a Macintosh, PC, or
other computer — as long as it's connected to the Internet.

The first step in using Schoollnsight is to set up the people involved with the system.
This includes a number of roles:

o Admins

¢ Instructors

e Students
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Admins

Admins are authorized to set up school information in Schoollnsight. This includes entering all the
information necessary for the school to use Schoollnsight: instructors, students, classes, etc. Note:
Admins can view, modify or "goto" different areas based on their permissions. Permissions are
initialized by choosing a permission template. Use "Main > Admins > Edit" to modify defaulted
permissions for a chosen admin.

Manage your school's admins and permissions.

Main > Admins

Admins B
School: Lincoln Schoaol
Hame Email Login Stats
Count:21
Adam Admin Last @/6/2011 ) )
SuperUser  So@33.com First ar27i2007 it delete logins
Created: 9272007
Count:1
Thomas Jones testadmin@ta.com Last 9/6/2011 i i
Super User Indeliverable: Address does not exist First : 9/6/2011 edit delete logins
Created: 1/5/2010
Count:15

Hancy Nurse Last 10/28/2009

Nurse nn@nn.com First: 5232009 2Ot delete logins
Created: 6/23/2009
Total=5 Active=3
I Hide Inactive Admins —
Create Admin | Permission Templates | Mass Editl Eiackl -
4| | _’l_l

The Admins page shows a list of current admin accounts. Initially, there will probably be one admin
account created. If other people will help you setup Schoollnsight, add them too. Note: Email
addresses resulting in delivery failures are noted in red.

Create Admin

Create new admins or create an admin using an existing employee Note: When employee
management is enabled, detailed information can be entered while creating new admins. For more
details goto Main > Employees.

Permission Templates
Allow/restrict school information that can be viewed or modified by an admin. Manage existing or
create new templates, as needed.

Mass Edit
Modify information for many admins at the same time.

Edit
Modify information details for a chosen admin.
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Delete
Remove an admin from your school, as needed. Use caution when deleting as this data cannot be

recovered. You may want to mark them "inactive" instead. Note: Admins may not be able to be
deleted if they have certain information associated with them, such as, tutuoring/activity logs,
discipline incidents, etc. Mark them "inactive" instead. Note: Be careful not to delete all admin
accounts, as you will be unable to login and setup Schoollnsight. If this were to happen, contact
support to get a new account created.

Logins
View a history of successful/failed logins for a chosen admin. For more details see the "Login History"

section under "Login".
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Create Admin

Create new admins or create an admin using an existing employee. Note: When employee
management is enabled, detailed information can be entered while creating new admins. For more
details goto Main > Employees.

Main > Admins > Create Admin

Create Admin |
School: Lincoln School

¥ Create a new employes
i Use existing emplnyeel j

Title: I vI

*First Mame: |

*Last Mame: |

*Email: |

*Password: |

*Confirm Password: |

*Permission Template: | j

EI Eiacl{l _ILI
3

4| |

Permission Template: Assign an existing permission template to set view/or modify permissions for
this admin. For more details on permission templates goto Main > Admins > Permission Templates.
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6.2 Edit Admin

Modify details for the chosen Admin. Modify their permissions, when needed. Mark them active/

inactive.

Main > Admins > Edit

Edit Admin

School: Lincoln School

=]

Title:

First Mame:

LastMame:

Email:

Password:

Active:

Confirm Passwoard: |

I jv

{Adam

[Admin

[aa@aa com

IYES 'I

Fermission Template: |SLlper User

[

4]

o View | Modify
Permission r r r
Admins WV 3
Instructors ¥ VM V¥ Got
Opticns W rd
AcademicYears 3
Students 3 W ¥ Goto
Gradinn Perinds v Iv

il

Email: Update the admins email address. Note: If email sent to this address results in a delivery
failures, the address will be disabled by Schoollnsight. Update the email address to enable the admin

to send/receive emails.

Note: An admin can update their own email address at Main > Update Account.

Note: When employee management is enabled you can also edit employee information for admins
here or at Main > Employees > Edit.

© 2001-2013 Common Goals Systems, Inc.



20

Admin Basic Setup

6.3

Permission Templates

Permission templates allow/restrict school information that can be viewed or modified by an admin. A
permission template must be assigned to each admin when they're created. Initially Schoollnsight will
be populated with permission templates for Super User, Principal and Attendance Only.

Main > Admins > Permission Templates

Admin Permission Template B
School: Lincaln Schaal

Name
Super User view refresh
Principal view edit delete refresh
Attendance Only | view edit delete refresh

Create Template | Back | -
1 | _'l_l

A "Super User" has access to view/modify all school information. "Principals" are admins that can
view most school information, with limited access to modify it. "Attendance Only" admins perform only
attendance related tasks. Note: It is suggested that "Admin/Super User" admins be limited to as few
as necessary.

Create Template
Create a new template with customized permissions to meet your school's needs. Examples of
potential templates include: Discipline, Lunch, Nurse, etc.

View
View the permissions available for admins using the template.

Edit
Change the permissions allowed for the permission template.

Delete
Delete the permission template.

Refresh
Updates chosen admins with the modified template. This provides a quick way to update many
admins without having to do individual edits.
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6.3.1 Create Admin Permission Template

Schoollnsight allows you to create new admin permission templates to meet your school's needs.
Note: The Admin Main page will show only those links for which the admin has permissions.

Main > Admins > Permission Templates > Create Template

Admins may have a need to "Goto" Instructors or Students. When checked, the admin can enter their
account as if they are logged in as that person, allowing them to enter/update data as needed.

Save and Refresh will save the new template and assign it to chosen admins.

Create Admin Permission Template B

School: Lincoln School

Title: |

View | Modify
Permission r r r

Admins I r

Instructors r M I Gote

Options r r

Academic Years r r

Students r M I Gote

Grading Periods r r

Grading Srales r r LI
1 | i

Lunch - I ¥ Enter Qnly B

Letter Templates r r

Discipline "y ¥ | I Create Only

Translations r r

Health Records v r

Tutoring / Activity Logs. 0 [T

Groups ¥ 7

Digital Lockers g 7

Save| Save and Reﬁeshl Backl -
1 | _*l_l
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7 Instructors

Enter new or view existing instructors in a school. Update instructor information or make them
"inactive”. View instructor login history, last login date and total number of logins.

Main > Instructors

Instructors 2]
School: Lincoln School
Create Instructor| Mass Editl Printer-Friendly Pagel Backl
Name/Email | Options | Modules ‘ Logins | Expires |
crase o Graenenk | LSSEIZ01 142100 | oo et gt oans
S o ook %y V12100 slo ot gt oans
W Highly Qualified ra0s0ook - wast 1M12100 | goto edit delete logins
== e .o 1712100 goto st gelete loans
et o e o 11100 goto o gete logns|
%msmm Self-Contained Eéasgzi‘j;l:ns E%Sutﬂtu 1MI2100 | goto edit delete logins
Undeliverable: Address does not exist
e L, SIE e s s
‘ )

Initially there will be no instructors and you will be prompted to create one. Note: Email addresses
resulting in delivery failures are noted in red.

Create Instructor
Enter a new instructor for your school.

Mass Edit
Make the same changes to many instructors.

Goto
Enter a chosen account as if logged in as that instructor.

Edit
Modify instructor information. Mark active/inactive. Note: To view inactive instructors, uncheck the
"Hide Inactive Instructors" box.

Delete

Remove the chosen instructor and associated records from your school. Deleting an instructor will
also delete all of their Schoollnsight records (classes, assignments, scores, email logs, etc). Note:
Use caution when deleting as this cannot be recovered. You may want to mark the teacher "inactive"
instead (Main > Instructors > edit).

Logins
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View a history of successful/failed logins for a chosen instructor. For more details see the "Login
History" section under "Login".

7.1  Create Instructor
Create new instructors or create an instructor using an existing employee. Note: When employee

management is enabled, detailed information can be entered while creating new instructors. For
more details goto Main > Employees.

Main > Instructors > Create Instructor

Create Instructor Al

¥ Create a new emplovee

i Use existing emplovee I j

Title: I vI

*First Mame:

*Last Mame:

*Email:

*Password:

*Confirm Password:

|

|

|

|

|
‘Selt-Contained: | =]

' Gradehook

*Modules: " Lesson Plans/Curriculum flapping

% Baoth. Usability optimized for | Gradebook j

Highly Gualified: I 'I |

*required field

Save & Add Another| Save Only| Back -
a| | _’l_l

Self-Contained

Choose if the instructor has a self-contained classroom, or not. This will change the language
Schoollnsight uses to communicate with this teacher. Schoollnsight adapts to make each type of
teacher comfortable.

Elementary teachers typically have a self-contained classroom, with one group of students to which
they teach many subjects. They may occasionally exchange students for a subject (reading groups,
math groups, etc), but most of their time is spent with one group of students. Schoollnsight will refer
to the teachers’ “subjects” and not their “classes” (since the teachers typically only have one class).

Secondary teachers will have many classes of students to which they teach a single subject (or
related subjects). Schoollnsight will refer to the teachers’ “classes” and not their “subjects.”
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7.2

Middle School teachers may or may not be self-contained. Choose whichever level is most
appropriate. Schoollnsight will work appropriately in either case.

Modules
Indicates which product modules have been purchased.

Highly Qualified
This Yes/No field allows you to note teachers as highly qualified to teach school curricula based on
State and NCLB requirements.

Goto Instructor
Go to the chosen instructor's main page. Admins can enter instructor accounts as if logged in as that
instructor. This allows the admin to enter or update data in the event the teacher is unavailable for
some reason. Note: Admins are given ability to "goto" through the permission templates.

Main > Instructors > Goto

R R e R R R

Instructor Main

School: Lincoln 3chool

Instructor: Jay Birdman

GradeBook Planning Communicate Misc

Setup Setup Setup Parents User Guides

Assignments Lesson Plans Email Addresses Behavior Logs

Scores/Comments Search Lessons View Parent Info Discipling

Standards Summary Curriculum Maps Compose Email Report Cards

Attendance Search Maps Email Logs Refer a Friend

Reports Standards Announcements Update Account

Reports Switch Role

What's New?

Back to SDAdmins | Back te ScheolAdmin | -
Kl I _>|_I

When you "Goto" an Instructor, quickly switch between instructors by clicking [change] to the right of
the instructor's name at the top of the page. This generates a dropdown list of instructors at the
school. Simply click an instructor's name and you'll automatically be switched to that instructor.

Lincoln Schoel - Brian Chase [change] Instructor- | Brign Chase LI
Jay Birdman
Brenda Bradley
Brian Chase
m Lo-go-ut Karen Jones
E.-i'-.nn Rutherford
Matt Smith
Beth Whitrman
Eric Winkler

Auto Logout: 1h 05m

Back to SDAdmins

Returns you to School District Admin Main for your district, if you have school district admin
permissions.
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Back to SchoolAdmin
Returns you to Admin Main for your school.
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7.3 Edit Instructor

Modify instructor data. Update their name, email, password, level, etc.

Main > Instructors > Edit

Edit Instructor [
Tile: [Ms. =]

*First Mame: |Karen

*Last Mame: lJl:unes

*Email: |kj@kj com

Password: |

Canfirm Password: |

*Self-Contained: IYES vI

" Gradebook

*Modules: {© Lesson PlansiCurriculum [Mapping

& Both. Usability optimized for | Gradebook j
Highly Cualified: Yeg =

Active: Yeg =

|l

External ID:

*required field

N | Save Elackl -
HI I ;IJ

Active

Mark teachers inactive if they leave your school or are temporarily off roll. Mark the instructor
“inactive” to prevent their ability to login, while preserving their data. Note: Inactive instructors will
not count against your Schoollnsight subscription.

External ID

When interfacing with external systems, external id’s allow Schoollnsight to import/export data in
compatible formats. An external id is the unique string used by the external system to identify this
instructor. Enter this data if you'd like to facilitate import/export.

Email: Update the admins email address. Note: If email sent to this address results in delivery
failures, the address will be disabled by Schoollnsight. Update the email address to enable the
instructor to send/receive emails. Instructors can update their own email from Instructor Main >
Update Account.

Note: When employee management is enabled you can also edit employee information for
instructors here or at Main > Employees > Edit.
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7.4 Mass Edit Instructor
Make the same change(s) to many instructors at the same time.
Main > Instructors > Mass Edit
Instructor Mass Edit -
Data to Edit
Self-Contained: I 'I
% Mo Change
" Gradebook
Madules:
" Lesson Plans/Curriculum Mapping
" Both. Usability optimized for | Gradebook j
Highly Qualified: I 'I
Active: I 'I
Save Eiackl
[T Show Inactive Instructors
Instructors to Edit
Edit?
r Instructors Options Modules
) o Self-Contained: Mo Gradebook
[7 Birdman, Jay Highly Cualified Lesson Flans
o Self-Contained: Mo Gradebook
[7 Bradley, Brenda Highly Gualified Lesson Plans
. ) . Gradebook
[T Chase, Brian Self-Contained: Mo Lesson Flans
Self-Contained: Mo Gradehbook o
[ Jones, Karen Highly Ctualified Lesson Plans
[T Rutherford, Ann  Self-Contained: Mo Gradebook
Lesson Flans
) ) . Gradebook
™ =mith, Matt Self-Contained: Mo Lesson Flans
| ™ Whitman Reth  —El-Contained: Yes Gradebook | _|;|
1 3

Modify instructor details, module assignments, qualifications and/or active status.
Select information to assign, select instructors to apply changes to and save.
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Employees

Manage employee demographics for your school. Track addresses, phone numbers, degree and
employment details. Easily locate contact information for staff members. Generate employee lists and
mailing labels with the "Employee Details" report. Note: Employee management is enabled at the
school district level. For a single school district, enable employee management at Main > Options >
Permissions.

Note: When employee management is enabled, detailed information can be entered while creating
new admins/instructors.

Main > Employees

Employees B
School: IAII j Schoolinsight User Role: | All j
Create Ernplcryfeel Bacl-tl
Employee S%ﬁ'gﬁ:gm School Position Type | Active
School District Admin Yes
Admin, Adam School Admin Lincoln Zchool Yes view edit
School Admin First School Yes
Birdman, Jay Instructor Lincoln School Teachers Yes view edit
Bradley, Brenda School District Admin | Yes view edit
Instructaor Lincoln Schoaol Yes
Chase, Brian Instructor Lincoln Schoaol Yes view edit =
Fairchild, John [ Instructor Lincoln School Yes view edit
Johnson, Joe Other Lincoln School Aides Yes view edit delete
Jones, Karen Instructor Lincoln Schoaol Yes view edit
Janes, Thomas 3School Admin Lincoln School Yes view edit
Moore, Ann Instructor Lincoln Schoaol Yes view edit
Murse, Mancy  School Admin Lincoln Schoaol Yes view edit
Principal, Betty | School Admin Lincoln School Yes view edit

il

School: View/manage employees for your school. If you select "All" you can view employees and
their roles for all schools in your district.

1] |

Schoollnsight User Role: Narrow choice by user role defined within Schoollnsight.

Create Employee
Create a new employee for your school with the "Schoollnsight User Role" of "Other". Note: To
create admin and instructor roles goto Main > Admins or Main > Instructors.

View
View and/or edit employee information for your school. Note: Manage information for employees that
do not have a user login.

Edit
Modify employee information. Mark them active/inactive.
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Delete

Remove an employee from the system. Note: Only employees with user role of "Other" can be
deleted here. Delete "Admins" at Main > Admins, delete "Instructors" at Main > Instructors. Note:
Delete should be used with caution as this cannot be undone. You may want to mark them "Inactive"
instead.

8.1 Edit Employees

Modify employee information for a chosen employee. Assign a position type for user role. Mark them
active/inactive for a user role. Enter values for employee custom data fields. Note: Employee
custom data fields are defined by School District Admins. Note: Available fields vary based on the
school district's state.

Main > Employees > Edit

Edit Employee B

Employee: Brenda Bradley

Basic Information Employee Contact Info
Title: I vI Address 1 |1BUU Elm
*First Mame: |Elrenda Address 2 I
Middle Mame: I City: I
*Last Mame: |Elradle‘_.,r State: L -

Zip: [60000

Waork Phone: |555_555_1234

Cell Phone: I

Home Phone: I

4| | il

Enter/update employee basic and contact information. Note: Manage information for employees that
do not have a user login.

|

Note: When employee management is enabled you can also edit employee information for
instructors at Main > Instructors > Edit and for admins at Main > Admins > Edit. Changes made are
updated on all corresponding pages for the employee.
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Employee Demographic Data LI
SEN: I Employee Mumhber:
(e.g. 12345G6789) |1UI.']EI
Birthdate: I H 1EIN: |1UUEI
Ethnicity/Race: I ﬂ Employer RCOTS: I
[T Asian
[T Black or African American
[T White
[T American Indian or Alaska Native
[T Mative Hawaiian or Other Pacific Islander
Highest Degree: |f'u"|aster's Degree - MAST j Gender. |F 'I
Maiden Name: I Employment Start I H
Date:
Tenured: Employment End 3
IYES 'I I
Date:
Union I I Employment End
I - -
Representative: o Reason: I J 1|
<] | 2]
Enter/update employee demographic information.
) +|
Schoolinsight . ) —IJ
User Role School Position Type Custom Employee Data Active
School District ¥
Admin &S
Special — -
Certfication  [8/19/2010 ]
Lincoln ) - Complete:
Instruction and Curriculum Development Yes ¥
Instructor i p | Teaching [T | |
Associations:

*required fields

Savel Backl
1]

| of

View employee user role(s). Update their position type. Mark them active/inactive. Note: For certain
states the employment positions portion of this page may be different than pictured above.

Use the *| to add another user role/school/position type. Note: Only the user role of "Other" can be

added from this page.

Notice the field "Union Representative" in the "Employee Demographic Data" section and the fields in
the "Custom Employee Data" column, above. These are custom employee data fields which have

been defined by your School District Admin.
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School Options

Manage school options from a single area. Configure special school data, set permissions for
instructors and parents, manage module options and enable special functionality. Options are
grouped into common areas; Students, Instructors, Modules and Misc.

Note: For school districts with more than one school several entities are automatically set to district
managed. These include: lesson plan templates, curriculum map templates, standards, standard
scales, longitudinal data analysis, graduation requirements, transportation codes, and district
transcript tests/data points. Only school district admins have permissions to change these entities for
multiple school districts. For single school districts the school admin permissions remain unchanged.

Main > Options

Options Main |

Students Instructors Modules Letter Printing  Misc

Configure Student Data Permissions Grade Reporting Letterhead Academic Years

Parent Information Access Email Templates  Attendance Font & Size Course Levels

External Schools Comment Lists Scheduling Salutation Translation

Transportation Codes TuitionFees Lockers
Lunch Email Log Permissions
Discipline Promotion Permissions

L

Back to Main

a

Course Display -

T

Students
Create and maintain custom data fields
Define what's visible on the parent portal
Setup home and serving schools
Customize student transportation codes

Instructors

e Set Instructor permissions

e Manage teacher email templates
e Manage teacher comment lists

Modules
e Set options for purchased modules
e Options can also be managed from within in each module

Letter Printing

o Set defaults for printing letters at your school

Misc
Set academic year viewing options

Define course levels

Enter descriptions in other languages for multi-lingual report cards

Enable use of locker management and configure locker assignments
Assign email log permissions for employees and parents
Allow other schools in your district to promote students to your school
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9.1

Students

Customize student/parent information used by Schoollnsight. This includes configuring special
student data, setting parent web access, defining external schools used in concurrent enroliment, and
modifying transportation codes.

Note: The majority of these apply only if you're school has purchased Core Student Management.

Configure Student Data

Parent Information Access

External Schools

Transportation Codes
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9.1.1

Configure Student Data

Configure student data allows you to customize demographic data for your students. Define custom
fields and track student data specific to your school. View custom and general fields on Students
pages. Generate custom reports using custom/general fields. Note: You're school/district must have
purchased Core Student Management to configure student data.

Commonly used student data is pre-populated in "General Fields". Additionally, custom fields of
different data types can be created to meet your school's data needs.

Main > Options > Configure Student Data

Configure Student Data

Custom Fields General Fields

TEEE D (B | LETEEED 'Stuclenst:D-vl‘J.'larlli View' Dur‘ingi’se?r};all;ﬁmote Type

Linceln School | Academic Probation Yes List edit merge delete list

Linceln School | Attends Vocational School  Yes Yes Yes Yes True/False edit merge delete
Family ID Yes Mumber - Integer edit merge delete
Kindergarten AMFM Yes Yes Yes List edit merge delete list

Linceln School | Left Handed Students Yes True/False edit merge delete
Special Ed Advisor Yes Text String edit merge delete
Special Student Information Yes Large Text String edit merge delete
Test Scare Yes Mumber with Decimal Place edit merge delete

Linceln School UserlD Yes Text String edit merge delete

Create New Fie\dl Backl -

Use the "Custom Fields" and "General Fields" tabs to toggle between student data fields. The table
above shows examples of both district and school defined custom fields. Note: The "School" column
is blank for district defined fields. Schools cannot change district defined custom fields.

Initially, no custom fields will exist and you will be prompted to create one.
Create New Field

Create custom fields to meet your school's needs. See the "Create Custom Field" section for more
details.

Edit

Modify details for a chosen custom or general field. Choose to have the field's value reset when
promoting students. Note: The field "Type" cannot be changed. Note: Pre-populated "General
Fields" names cannot be modified.

Merge
Merge two custom fields of the same type. See the "Merge Custom Field" section for more details.

Delete
Delete a custom field. Note: Once a custom field has been used it cannot be deleted. Edit it to mark
it inactive instead. Note: Pre-populated "General Fields" cannot be deleted.

List
Manage list items for custom fields of type "List". View/edit/delete list items. Add new list items. Mark
list items active/inactive.
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Below are "General Fields". You'll note that you only have the edit option for these fields:

Configure Student Data

Custom Fields General Fields

Show on Reset Value
School Name Active | Mandatory | 'Students - Multi During Yearly Type
View" Promote
Lincoln 504 Accommodation Yes True/False edit
Schoal
Lincoln Academic Track Yes Text String edit
School
Lincoln Acquire Use and Knowledge Skills Yes Yes Mumber - edit
School Integer
Lincoln ; - )
Schaal Addressing Meeds Related to Domestic Violence  Yes True/False edit
Lincaln . .
School Advisar Yes Text String edit
Lincoln Aguire Use and Knowledge Skills Yes MNumber - edit
School Integer
Lincoln ; i i i :
Schaal Assistance with Participation in School Programs  Yes True/False edit
Linceoln Before-School, After-School, Mentoring, Summer Ves True/False edit
School Programs
Lincoln g pate Yes Date edit
School
Linceln 5y, prace Yes TextSting  edit
School
Lincoln ) ;
Schaal Bus Stop Yes Yes Text String edit =

Manage student data for custom/general fields from the Admin Main > Students pages:

o View general fields data under general, demographics and misc info tabs on Admin Main >
Students - Single View

¢ View custom fields at Admin Main > Students - Single View > Misc Info

o Enter student data for custom fields from the Students pages

e Use mass edit to update data for many students at Admin Main > Student- Multi View > Mass Edit

Once student data is entered into custom fields, generate reports to view details:

e Generate a Custom Student Report using custom fields. Use custom fields to "Filter Students" and/
or include them in "Fields to Show".

e Generate a Custom Form using custom fields. Select them from "Available Fields" when designing
the form.
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9.1.1.1 Create Custom Field
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Create custom fields to track student data for your school. Choose from several provided data types.

Main > Options > Configure Student Data > Create New Field

Create Custom Field

Mame: |

Type: | Date j
Mandataory: Mo =
Show an No |*

Students - Multi View Fage:

ResetValue During I__Iv
Yearly Promote: Yes

ﬂ Elackl

4| |

Name: Enter a descriptive name for the data field. The field will be available on student

demographics pages and custom reports.
Type: Select the type of custom field to create.

The following data types are provided for configuring student data:

.

o Date: Create a date field. Dropdown boxes for Month/Day/Year will be provided for entering

student data.

e Number - Integer: Create a data field with an integer value.

e Number with Decimal Place: Create a data field with a number containing a decimal value

(sometimes called a “floating point number”).

e Text String: Create a custom field that allows for input of one line of text.

e List: Create a list of items to choose from when entering student data. Enter list items in

provided text boxes. Use the +| to add more items to the list.

e Large Text String: Create a custom field that allows for input of many lines of text. The

provided text box automatically expands.

e True/False: Create a custom field to enter a Yes/No value.

Mandatory: Choose to make the field mandatory when creating new/editing existing students.

Show on 'Student - Multi View' Page: Choose to show the field in the "General Information” column

of the "Students - Multi View" page.

Reset Value During Yearly Promote: Decide to have the field reset during student promote. When
"Yes" fields are reset to null/blank. When "No" field values will be copied to the next academic year.

Note: This also intializes the "Reset Values" field on the Promote Students page.
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9.1.1.2

Once created, view new fields on Admin Main > Students - Single View > Misc Info.

Enter student data for the new field from either:
Admin Main > Students - Multi View > Edit

- OR -

Admin Main > Students - Single View > Edit Student

Update data for many students at once from Admin Main > Student- Multi View > Mass Edit.

Merge Custom Field

Merge custom fields to combine similar fields of the same type. Merge two fields into one while
preserving already entered data. This is useful for cleaning up duplicate school fields or combining
individual school fields into one, common district field.

Main > Options > Configure Student Data> Merge

Merge Student Custom Field -l
Field to Merge: Family ID
Merge Into: Family 1Dk J

erge Elal::kl _ILI
b

Schools can merge custom fields they have created and/or merge their custom fields into district
created fields.

In the example below, there's a district and school custom field with the same name and type called
“Family ID":

Custom Fields General Fields ﬂ
School Hame Active | Mandatory | , Shov_.r L , Type
Student Multi-View' Page J
Lincoln School Attends Vocational School  true false true True/False edit merge delete
Family 1D frue false false Mumber - Integer
Lincoln School Family 1D frue false false Mumber - Integer edit merge delete -
4] |_>|_I

Once the school merges, the district field remains and any existing student data from the school is
preserved under the "merged into" field:

Custom Fields | General Fields | ;I
; Show on
School Hame Active | Mandatory 'Student Multi-View' Page Type
Iélgh?;l? Attends Vocational School  true false true TruefFalse edit merge delete
Family 1D true false false Number - Integer _I;|
1] |

Note: Fields can have different names, but must be of the same type.
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9.1.2

Parent Information Access

Set options for parent access to their students' information via the parent portal. Note: If these setting
are managed at the district level individual schools cannot make modifications.

Main > Options > Parent Information Access > Edit Parent Information Access

Set Parent Information Access -
Settings
Disable all parentistudent access (useful in the summer) r
Instructars can modify parent/student access ¥
Allow parents/students to receive automatic email notifications i
Information Available Information | Available
Which Data |s Available Report Cards r
Future Academic Years Assignments ~
Closed Academic Years I Behavior Logs 7
Inactive Data r Attendance v
Grades Calendar i
Traditional Scores i _
Send Email v
Standards-based Scores rd
Meal Menu v
Show Percentages v
d Fees I~
Show Letter Grades i o
Digital Lockers
Cormments v _
Donations i

EI Eiacl{l _Id
»

1 I

Disable all parent/student web access: Turn off access to Schoollnsight for all student/parent
logins for your school. This is useful during the summer when access may not be desirable. Parents/
students will see a message on the parent portal. Disable web access for a single parent/student at
Main > Students - Single View > Edit Student (Misc Info section).

Instructors can modify parent/student access: Allow instructors to modify which information is
available to parents/students on the parent portal. Settings for a subset of information shown here
can be changed by instructors. Note: Set teacher permissions here or at Main > Options >
Permissions.

Allow parents/students to receive automatic email notifications: Check to allow alerts to be set
from the parent portal. Parents/students can determine when to receive automatic email notifications
based on information updates, such as updated grades and low lunch balances.
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Check which information is available for parents/students from the parent portal. Once saved,
settings are automatically applied to all instructors/parents/students. Note: The information list is
different depending on which Schoollnsight modules your school has purchased.

Shown below is an example of what parents see on the parent portal and available settings:

Update Password/Profile [ |

Change any information akout your account.

Info || Password | Preferences

Canteachers send me email? |"r'es 'I

Enable automatic email notifications I‘-r’es vI

Receive email when grades are updated |“r’es vI

I"r‘es 'I

Receive email for low lunch balance
Lowe Balance Threshaold: $E_|:||:|

Motification frequency |Dn|::e per hour j

Do not send email between | - | Central Time

< F'rexrl [+ et :=-:=-| Savel Cancell _ILI
3

a |

Notification frequency: Available options are:

¢ Immediate - includes option to set "quiet times"
Once per hour - includes option to set "quiet times"
Once per day

Once per week
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9.13

External Schools

Students may be enrolled in multiple schools. Define other schools that interact with your school.

A home school is where a student resides and reports attendance. Serving schools are where the
student actually attends classes.

You can run separate attendance reports for each school, if each school tracks attendance using

Schoollnsight.

Assign students to home/serving schools in the "Enrollment Details" section when creating/editing

students.

Main > Options > External Schools

External Schools

=]

School Name Shlie Active
Code
Home School frue edit delete
VYWashington Schaool frue dit delete

Create External Schnnll Elan::kl
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9.1.4 Transportation Codes

Define transportation codes that can be used for state attendance reports. Use existing or create new
codes to meet your school's needs.

Note: For school districts with multiple schools transportation codes are automatically set to be
district managed and can only be modified by school district admins. For single school districts the
school admin permissions remain unchanged.

Main > Options > Transportation Codes

Transportation Codes B
Code Description
Walker  Walker edit delete

=1.5mi Takes bus, lives = 1.5 mi away edit delete

=1.5mi Takes bus, lives = 1.5mi away dit delete

Create Transpaortation Cudel Eiacl-cl -
« | _'l_l

Create Transportation Code
Create a new transportation code and provide a description. Note: Once a code has been used it
cannot be deleted.

Create Transportation Code ]

Code: |Wa|ker

Description: |Wa|ks to School

Save Elan::kl -
4 | _'l_l
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9.2 Instructors

Set instructor permissions and view/update email templates and comment lists for teachers to use
when communicating with students/parents.

Permissions

Email Templates

Comment Lists
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9.2.1

Permissions

View and edit school options for instructor permissions.

Main > Options > Permissions

Instructor Options

[ Can modify grading periods

[T Can modify students

[T Can modify classes

¥ Can modify rosters

¥ Can modify contactsiemnail addresses
Instructor Fermissions ¥ Can modify parent/student web access

¥ Can modify groups

[T Can see future academic years

¥ Can share gradebook data with other instructors (schedule, attendance, grades, behavior

logs)?
|Instructors can import default grading scales and change percentages only j
Yes - teachers share by default. -

Do teachers share their lesson I Y J | SEETIL B EC Instructnrsl

plans and ¥ Teachers can modify lesson plan and curriculum map sharing permissions
curriculum maps by default?

¥ Teachers can hide lesson plans and curriculum map items

Individual teachers may have admin privileges to setup their accounts (create students, create
classes, etc). This allows teachers to get started right away without needing main office support.

While this feature is convenient, it can get “messy” when a large number of teachers all are entering
student information. For example, often the same student will be entered in different conventions
(John Smith, Jonathan Smith, JOHN SMITH, etc) causing duplicates and confusion.

Privileges may be given to teachers to modify information pertaining to grading periods, students,
classes, rosters, contacts and parent web access. Each can be individually assigned but the default
setting is to only allow teachers to modify class, roster and parent web access information.

Instructor Options

e Can modify grading periods: Determines if instructors can create classes in grading periods that
don’t already exist.

e Can modify students: Determines if instructors can add/remove students.
e Can modify classes: Determines if instructors can set up their own classes.
e Can modify rosters: Determines if instructors can add/remove students from classes.

e Can modify contacts/email addresses: Determines if instructors can add/remove parent/
guardian contacts for their students.

e Can modify parent/student access: Determines if instructors can change parent/student web
access.

e Can modify groups: Allows teachers to manage assigned groups and create/manage their own
groups.

e Can see future academic years: Allow teachers to see academic years marked "future”.
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e Can share gradebook data: Allow/disallow teachers to see each others gradebook information.
Setting applies to all academic years.

e Grading Scales (drop down box):

1) Instructors cannot change grading scales: Forces teachers to use an admin created
grading scale. Use this option if you want to standardize grading scales. This option is
recommended when using report cards.

2) Instructors can import default grading scales and change percentages only: Same as
above but allows teachers to change the percentage required for a grade threshold. (i.e. a
teacher wants to give an A to anything over 85%). They can also choose between different admin
created grading scales.

3) Instructors can make any change to grading scale (can’t use GPA): Use this option to
allow teachers to use any grading scale they wish. Since grading scales will not be standardized,
you will not be able to give out grade point averages if this option is used.

Do teachers share their lesson plans and curriculum maps by default: When set to yes the
sharing default is set for new instructors. Allow teachers to hide their lesson plans and curriculum
map items from other teachers. Admins can view hidden items. To force sharing, set the sharing
default and prevent teachers from changing permissions.

Note: If you are a single school district you will also have the option to enable employee
demographic management for your school.
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9.2.2 Email Templates

Several email templates are provided for sending quick emails to students/parents.

Main > Options > Email Templates

Email Templates B
Template Type Hame Action
YWelcome Welcome edit
General Forgotten backpack edit delete
General Please call me edit delete
Academic Needs extra assistance at home edit delete
Academic Did Excellent VWork edit delete
Academic Needs to Give More Effort edit delete
Academic Did Mot Complete Work edit delete
Academic Absent and needs to make-up work edit delete
Behavior Was easily distracted edit delete
Behavior Difficulty interacting with peers edit delete
Behavior VWas not cooperative edit delete[—

Create Templatel Backl -
1 | LlJ

Create Template: Create your own templates for different types of communication.

Create Template - Choose Email Type =
Template Type | Description

 General Send email ahuu_t general tEIFIICS {forgot backpack, tardy to class,
averall progress in class, etc).

¢ Acadernic Zend email about an assignment [gu:_u:u:l job, good effort, absent and needs
to make-up, needs help at home, etc).

Zend email about behavioral topics (needs to stay in seat, needs to

" |Behavior i ) - i

raise hand before speaking, needs to show mare respect, etc)

Chl:u:lsel Backl -
4 | _’l_l

Choose: The different types of email each have features suited to particular issues. “General” email
is good to use most of the time. If you are sending email pertaining to a specific behavior log or
assignment, you will probably find the other two templates to be convenient.

General: This is the most basic type of email. If you've never sent an email before, choose this
option.

Academic: Allows you to send an email about a specific assignment. Schoollnsight pulls all
relevant information about the student work and includes it in the email.
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Behavior: Send email about a behavior log. Schoollnsight will include the behavior log in the email.
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9.2.3 Comment Lists

Two time saving comment lists are provided for you. Comments for each list can be viewed/edited/
refreshed for instructor's use. Teachers use "Scores" comment lists when entering student's Scores/
Comments. They can access and use "Behavior Log" comment lists when creating student behavior
logs. Note: New comment lists to be used by teachers on report cards can be created at Main >
Grade Reporting > Assessment Lists > Assessments > Create Assessment.

Main > Options > Comment Lists

Comment Lists B
Title Type

Scores Scores comments refresh

Behavior Log Behavior Log comments refresh

Report Card Comments Frogress Report comments edit delete

4| |

Elat:k.l _ILI
3

Comments
Add comments to a comment list, view existing comments, edit/delete comments from the chosen list.

Refresh
Push comment list changes to all teachers in your school.

Edit
Modify the comment list. Note: "Scores" and "Behavior Log" comment lists are provided for you and
cannot be modified.

Delete
Remove the comment list. Note: "Scores" and "Behavior Log" comment lists are provided for you
and cannot be deleted.

Below is an example of the comments in the comment list "Scores™:
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1

Comments

Comment List: Scores

Comment Action
Excellent Waork! edit delete
Gave Extra Effort! edit delete
MNeeds More Effort edit delete
Incomplete Warlk edit delete

Meeds to follow instructions better edit delete

Ahsent - please make up wark
Ahsent - excused from work

MNeeds to be neater

edit delete
edit delete
edit delete

Mew Comment | Back to Comment Lists |

New Comment
Add a new comment to the chosen comment list. Also edit and/or delete comments on the list, as
needed.

Modules

Manage options for purchased modules from one convenient location. Note: Options for each
module can also be managed from within the modules.

s

Module options documentation is contained within each corresponding module.

Grade Reporting

Attendance

Scheduling

Tuition/Fees

Lunch

Discipline

47
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9.4

Letter Printing

Set defaults for printing letters at your school. Defaults are used when reports are run with the option

of generating printable letters using letter templates.

Note: Your school district admin may have set a default for "Font & Size". District admins can prevent

schools from changing font options.
Letterhead
Font & Size

Salutation
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94.1

9.4.2

Letterhead

View/modify the default letterhead for your school's generated letters. Change the format, add a
school logo, etc. If you are unfamiliar with HTML code, please contact our technical services for help

setting up/modifying your letterhead.

Main > Options > Letterhead > Edit

Edit Letterhead [
<table class=template width=100%><tr><td width=45% class=templater&inbsp;</td><td ;I
class=template><bigrx<b>Lincoln School</b></big><br>1600 Main St.<br>Watertown, IL
60555<br></td»</cr></table>

Lincoln School
1600 Main St.
Watertown, IL 60555

Savel Update F'reviewl Elau:kl -]
1| | D

Update Preview
After making changes to the HTML code, update the preview to see how the letterhead has changed

prior to saving.

Font & Size

View/modify the default font type and size for your school's generated letters.
Note: Your school district admin may have set a default for "Font & Size". District admins can prevent

schools from changing font options.

Main > Options > Font & Size > Edit

Edit Letter Font & Size -]

Letter Formatting
Font |r‘-‘~.ria| =l
Font Size |1U *I

Save | Back _ILI
3

1

Select an available font from the dropdown box.

Select the font size.

Chosen selections will be used in the body of letters generated from reports.
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9.4.3 Salutation

View/modify the default salutation for your school's generated letters.

Main > Options > Salutation > Edit

Edit Salutation -

Recipient ‘ Format

|Dear [Contact Mame]

Contact Name Farmat:
 Title FirstMame LastName
Example - "Dear Mr. John Smith

 Title LastMame
Specific contacts Example - "Dear Mr. Smith

' Firsthlame LastiName
Example - "Dear John Smith

' Firsthlame
Example - "Dear John

Note: Contacts lacking the specified information will be shown using the "Parent/Guardian of format below.

Parent/Guardian of |Dear Parent/Guardian of [StudentMame]

Mo specific recipient IT::: whaom it may concern

ﬂl Elackl _lj
»

4| |

Recipient: The person(s) chosen to receive a printable letter generated from a report.
Format: How the recipient will be addressed.

Below is an example using the salutation of "Dear FirstName LastName", for the "Specific Contacts"
recipient, with the school's letterhead, in Arial 12:

Lincoln School
1600 Main St.
Watertown, IL 60333

September 26, 2011

Betty Baker
1234 Lane

Dear Betty Baker,

This is to inform you that your child has been tardy to class too many times this grading pericd.

Student: Baker, Boh B.
Tardy: 4

Students are issued a detention when tardy 4 or more times to any class in a grading period.
They must serve the detention within a week of receiving it.

Zincerely,
s, Principal
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9.5 Misc

Manage options for capabilities within Schoollnsight.

Academic Years

Course Levels

Translation

Unigue Numbers (For single school districts only)

Lockers (Note: Your school must have purchased Core Student Management in order to use
Lockers)

Email Log Permissions

Promotion Permissions
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951 Academic Years

Set the instructor/parent/student viewing options for future and/or closed academic years.

Main > Options > Academic Years

Academic Year Options

Hide future academic years from instructors? IYES vI
Hide future academic vears from parents/students? IYES vI

Hide closed academic years from parents/students? [Mo =

e Hide future academic years from instructors: Allow teachers to view future academic years.
Default is "Yes".

e Hide future academic years from parents: Allow parents to view future academic years. Default
is "Yes".

e Hide closed academic years from parents: Allow parents to view past academic years. Default
is "No".
9.5.2 Course Levels

Define academic levels for courses for your school. Once created, assign them when creating/editing
courses.

Main > Options > Course Levels

Course Levels N
Description Active
Advanced Placement  true edit delete

Create Course Level | Eiacl-cl .
a | _'|_I

Create Course Level
Create a new course level and position it in the list.

Edit
Change the course level name, sort order, and/or make active/inactive.

Delete
Remove the course level.
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9.5.3

954

Translation

Enter descriptions in other languages when using multilingual report cards. First set "Grade
Reporting"” options to use multiple languages at Main > Grade Reporting > Options > Edit. Then
update entities with language translations.

Main > Options > Translation

Translation N

Courses Translation Report
Classes

Grading Scales

Standards Scales

Assessment Lists

Honor Roll

Comment List

Grade Codes _lll
3

Note: Your Schoollnsight subscription must include the Grade Reporting module to use "Translation”
for multilingual report cards. Usage details are documented in the Multilingual Report Card Guide.

Unique Numbers

If you are a single school district, you have the option to choose to define unique employee/student
numbers for your school. Three options are available. Choose auto-generation, state or user created
numbers. Schoollnsight will check for uniqueness as numbers are assigned.

Note: For districts with multiple schools, please see your School District Admin regarding this
functionality.

Main > Options > Unique Numbers > Edit

Unique Number Options B

" Disabled

& Aunto-Generate Numbers

Starting"v"aluelmﬂﬂ

Use graduation yvear as prefix ¥

Calculate prefix using graduating class as | G - Eighth Grade j

o
Unique StudentEmplayee Numbers Use State Number
" User Created Numbers

First Yearto use Unigue ID Mumbers I200!~]—10 "I
NumherLengthF

* numbers are unigque across all years

0 nMumbers are unigque with in a year, but can e reused in different years

Elac:kl -
4] | _’|_I
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Disabled: Default is that unique student/employee numbers is disabled.
Choose another option to create uniqgue numbers. Schoollnsight will automatically check to make
sure that each number is unique, preventing duplicates.

Auto-Generate Numbers: Set criteria for auto generating uniqgue employee/student numbers:

- Starting Value: Enter the starting number for auto generation.
- Use graduating class as prefix: Decide to use a prefix on student generated numbers. Note:
"Number of digits" must be at least 6 to use this option.
- Calculate prefix using graduating class as: Appends a prefix of the student's graduating year to
their student number, select the highest grade level in the school (e.g. For a k-5 school, select 5-
Fifth Grade, for a high school, select 12- Twelfth Grade)

Use State Number: Manually enter state provided numbers.
User Created Numbers: Manually enter employee/student numbers of your choosing.
First Year to use Unique ID Numbers: Select the academic year to begin using unique id numbers.

Number of Digits: Determine the length of the student/employee numbers and if they can be reused
each year.

Save

For auto-generate numbers, automatically assign student/employee numbers based on chosen
criteria. Note: Numbers are generated for both active and inactive employees and students. For
other selections, unique numbers will be assured that match chosen criteria.

Main > Options > Unique Numbers > [Auto-Generate Numbers] > Save

Unique Number ID Migration Al
This page shows all duplicates student numbers, or numbers with the incorrect length. Please fix any
errors and save.
Auto-assign blank and invalid length numbers Auto-assign all student/employee numbers | Back |
Error
Students with blank student number 41
Students with an invalid student number length 12
Employees with klank employee numbers 27
Employees with an invalid employee number length 0 _I;I
4| | B

Auto-assign blank and invalid length numbers: Generates numbers only for those students/
employees with blank or invalid length numbers.

Auto-assign all student/employee numbers: Re-generates numbers for all students and
employees, even if they currently have a number.

Numbers are generated based on the chosen criteria for active/inactive employees/students.
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9.5.5

Main > Options > Unique Numbers > [Use State or User Created Numbers] > Save

Unique Number ID Migration

This page shows all duplicates student numbers, ar numbers with the incorrect length. Please fix any
errors and save.

Back |

g

Grade Name Current Student | Current State New StudentEmployee T
Level Humber Humber Number
7 Adams, Amy 1000 1000 |1UUU ID must be 5 characters long.
Enter numberto use as
i Amought, Adam | 10001 R I Student’State Mumber
11 Bradey. Bill 10522 1032 |1U322 ID is Unigue save
7 Chen, Jessie 10332 1033 |1U332 ID is Unigue save

-
1| |

For state or manually created numbers: Enter new state or user created numbers. Correct existing
numbers that don't match length criteria or aren't unique.

Note: State number becomes auto generated number, if blank and vice versa depending on
selections.

Save individual number changes or make many changes and save all.

Lockers

Enable use of locker management and configure locker assignments. Note: Options can also be set
at Main > Lockers > Options. Manage lockers at Main > Lockers.

Note: Your school must have purchased Core Student Management in order to use Lockers.

Main > Options > Lockers > Edit

Locker Options B
Academic Year: IEDUH-‘IU j

Locker Options

M Enahle Locker Management
T allow multiple students inthe same locker

Max Combinations per Luckerlz

Auto-assign Lockers by
" Homeroom

&+ Grade Level
" Team

Save Elackl -
4 | _'l_l

Setup locker options for a chosen academic year.

Choose to allow students to share a locker.
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Set the maximum number of combinations for each locker. Note: This number is used when
assigning combinations at Main > Lockers > Mass Edit Combinations. It is also used when importing
lockers at Main > Lockers > Import Lockers.

Determine whether to have lockers automatically assigned by homeroom, grade level, or teams.
Note: You must use teams for scheduling in order to assign lockers by team. More details can be
found at Main > Scheduling.

9.5.6 Email Log Permissions

Assign email log permissions for school employees and parents.

Main > Options > Email Log Permissions

Email Log Permissions B
Employees can view logs of email sent by other employees to parents/students: Yes
Employees canview logs of email sent by parents/students to other employees: ‘r’esJ
FParents/students can view logs of email sent toffrom other parents for their student(s): Yes
Edit Email Log F’ermiasiunsl Bacl-cl _ILI

1| | 3

Edit Email Log Permissions
Modify permissions for parents/students/employees to view email logs. Note: If these permissions
are managed at the district level, schools cannot change them.

Edit Email Log Permissions B
Employees can view logs of email sent by other employees to parents/students: IYES 'I
Employees can view logs of email sent by parents/students to other emplovees: I‘r’ea 'I

Parentsi/students can view logs of email sent toffrom other parents for their student(s): |MNo

Save | Back -
4| | _’l_l

o Employees can view logs of email sent by other employees to parents/students:
This setting applies to both instructors, and admins when using "Goto" a student.

o Employees can view logs of email sent by parents/students to other employees:
This setting applies to both instructors, and admins when using "Goto" an instructor.

o Parents/students can view logs of email sent to/from other parents for their student(s):

If "No" parents only view email logs sent/received to/from their email address. If "Yes" parents can
view any email logs associated with their student(s). Note: If student(s) have their own email address
and this option is set to "Yes", students can read email sent between teachers and their parent(s)
when logged in to Schoollnsight.
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9.5.7 Promotion Permissions

Allow other schools in your district to promote students to your school.

Main > Options > Promotion Permissions

Cross School Promotion -l

Source Schools

Learning Center
Lincoln School
Monteray Academy

k

Set Cross School Promaotion | Bad{_llll

Set Cross School Promotion
Select which school(s) can promote students to your school.

Set Cross School Promotion =]

Schools that may Promote to First School

r Test School

r Gradeschool

¥ Learning Center

i Monteray Academy

v Lincoln School o

EI Cancel | _ILI
3

1| |

Check desired schools and save.

57
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9.5.8 Course Display

Setup details on how course information is displayed for your school on Schoollnsight.

Main > Options > Course Display

Course Display Options B

Semester
Course Information to Show:  Credits
Subject Area

Edit Course Display Options | Back |_|;|
’

[N [

Edit Course Display Options
Select information to show when courses are displayed for your school.

Edit Course Display Options B

¥ Semester
course .
Information ™ Credits |

to Show: ¥ Subject Area

Save| Back _|;|
[ ]

1

Check desired information and save.
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10 Import/Export

Schoollnsight allows you to easily import data from other student administrative systems.
You can also export data from Schoollnsight into those systems.

Detailed documentation for Import/Export is available on the Import/Export page under the
"Documentation” link.

Main > Import/Export

59

Import/ Export

Import

Documentation

Import Employess
Import Instructors
Import Students

Import Student Pictures

Import Courses
Import Grading Periods
Import Classes

Import Rosters
Import Standards

Import Curriculum Maps

Export
Documentation
Export Instructors
Export Students
Export Courses
Export Grades

Export Grading Period
Export Classes

Export Rosters
Export Report Cards

=]

Export Email Addresses ~

Export XAP Transcripts

Import Historical Grades

Import Fees
Import Lockers

-
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11

Academic Years

School admins establish an academic year and corresponding calendar that reflect their academic
school year. Academic years/calendars created here will then be accessible for use by instructors.
They can also be viewed by students/parents on the parent portal. Multiple calendars, with unique
details, can be created for a single academic year. Separate academic years can be created for
summer school. Summer academic years automatically have a "Summer" grading period assigned.

Note: At the beginning of each academic year, several items must be setup in Schoollnsight. See
the "Start a New Academic Year" section under "Academic Years" for more details.

Main > Academic Years

Academic Years B
Year Status
201112 future calendars edit delete
2010-11 active | calendars edit delete
2010-11 3ummer active  calendars edit delete
200810 closed calendars edit delete
2008-09 calendars edit delete
2007-08 calendars edit delete
2006-07 calendars edit delete [

Create Academic "r’earl Back to Main | -
*I | _'*I_I

Create Academic Year

Create a new academic year. Create a regular school year or a summer school year. Note: A new
academic year must be created at the start of each school year. See "Start a New Academic Year"
for more details. Note: If academic years are managed at the district level, schools cannot create
academic years.

Calendars
View and manage calendars for the chosen academic year.

Edit
Update the academic year status. Mark future/active/closed.

Delete
Delete an existing academic year. Note: Extreme caution should be used when deleting a calendar,
as this will eliminate all information associated with that calendar.
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11.1 Create Academic Year

Initially, there will be no academic year and you will be prompted to create one. Copy existing entities
from one year to another.

Note: A new academic year must be created at the start of each school year. See "Start a New
Academic Year" for more details.

Main > Academic Years > Create Academic Year

Create Academic Year -]

Academic Year: |2E|11-12 j

Status: Ifuture vI

¥ Grading Pericds

[T Report Cards
(Cantbe copied for schools with Automated Scheduling)

V¥ AszessmentLists
¥ Honor Roll Scale
IV attendance Options
Copy data from
2010-11 Academic Year M Truancy Thresholds
¥ Scheduling Options
¥ scheduling Constraints
V¥ Food items

¥ Bus Routes

V¥ Lockers

Create | Back -
1| | _’l_l

Create a new academic year for your school. Create a regular or summer school year.

Academic Year: Choose the new year from the dropdown, either a regular or summer academic
year.

Status: Mark the academic year as "active" or "future”. Mark the academic year as "future" to allow
admins access for setup and scheduling of the upcoming school year. Note: Choose to show/hide
future years from instructors and parents at Main > Options. Default is that future years are hidden.

Copy data from previous year: Select options and entities that exist in the previous year to copy
into the new academic year. Note: Available entities vary based on purchased modules and your
school's configuration.
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11.2 Edit Academic Year
Modify the status of a chosen academic year.

Main > Academic Years > Edit

Edit Academic Year -
AcademicYear: 2011-12

Status: Ifuture 'I J
_>I_I

Status: Make academic year future, active or closed:

e The current academic year should be active.

o Future years are useful for scheduling upcoming academic years. Future years can be hidden from
instructors and students (Main > Options).

¢ Close past years so they cannot be modified. Closed years can still be viewed. Note: Marking a
calendar closed will archive classes, grading periods, attendance or other information for that
calendar year. Itis recommended that past calendars be marked closed to preserve associated
data.
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11.3

Start a New Academic Year

For each academic year, maintenance operations must be performed in Schoollnsight to close out the
year just completed and initialize the upcoming year. Follow the links below and make the necessary
updates for the new school year.

Update Staff: Update your staff list. Create new admins as required. Create new teachers. Make
departing teachers inactive.

Note: Mark teachers inactive after report cards/progress reports are complete for the past year.
Main > Admins

Main > Instructors

Create Academic Year/Calendar: Create a new academic year and corresponding calendar(s).
Mark the academic year as "active" or "future". Mark them as "future" to allow admins access for
setup and scheduling of the upcoming school year. You should also mark the last academic year
“closed". Note: If you've already defined the next academic year as "Future", change it to "Active" so
instructors can access it.

Copy data from previous year: Select data from the previous year to copy into the new academic
year to save new year setup time.

Note: Available items vary based on purchased modules and your school's configuration.

Modify calendar details to match your school year.

Main > Academic Years

Main > Calendars

Main > Calendars > View > Edit Month

Update Students: Promote existing students to make them available in the next school year. Create
or import new students. Note: For students who are graduating, don’t promote them to the later
academic year. In this way their data will be preserved, but they won't be active in the later academic
years.

Main > Students > Promote Students

Main > Students > Create Student

Main > Import / Export > Import Students

Create New Grading Periods: Close all grading periods from the previous year, create new grading
periods for this year and mark the current period "Active" to allow teachers to create rosters, enter
attendance, grades, etc.

Main > Grading Periods

Main > Grading Periods > Create Grading Period

Copy Last Year’'s Classes/Sections: You'll need to create classes for the new year. An easy way
to do this is to copy last year's classes (if this year's classes are similar to last year’s). You can also
manually create classes, as needed. Note: If your school is using "Manual Scheduling" and you have
a schedule in the previous year, go to Main > Scheduling > Copy Schedule to copy the existing
schedule to the future year.

Main > Classes/Sections > Copy Classes

Main > Classes/Sections > Create Class

Add Student to Rosters: Add students to the class rosters for the new year. Make sure you've
promoted existing and created new students first. Then you can easily add existing students to the
class rosters. For classes with the same roster, add students to one class and then copy that roster
to one/many other classes.
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Main > Classes/Sections > Roster > Add Existing Students

Main > Classes/Sections > Roster > Copy
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Additional Setup Items:

o If your school is using "Grade Reporting", add your classes to the report cards. Adjust the order
that classes appear on report cards, as needed. For more details on configuring report cards go to
Setup Report Cards for a New Academic Year

Main > Grade Reporting > Define Report Cards > Classes > Add Classes to Report Card

Main > Grade Reporting > Define Report Cards > Classes > Mass Edit

o If your school is using "Tuition/Fees" or "Lunch", rollover student fees to the next academic year.
Main > Tuition/Fees > Account Rollover

Main > Lunch > Account Rollover
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12

Calendars

View/manage calendar(s) for a chosen academic year. Note: At least one calendar must be created

for a new academic year.

Note: For schools that have purchased Core Student Management/Schoollnsight multiple calendars
can be created for a single academic year.

Main > Calendars

Calendars A
Academic Year: | 2011-12 j
Calendar for
) Days School Grade
Title Date . External
is Scheduled Levels School/District
Cefault Calendar BI22/2011 - 6M/2012 MTuWThF 12345678 view edit delete
K Calendar 9/ar2011 - Bi25/2012 MTuWThF PK K view edit delete

Import District Calendar | Create Calendarl Backl

|

il

Create a new calendar for a chosen academic year. Create multiple calendars, as needed. This is
useful when students in different grade levels start/end the year at multiple timeframes.

View

View the calendar details for the entire academic year. Modify details for each month/day to match

your school year.

Edit

Modify the chosen calendar overall settings. Note: Once created, calendar start/end dates cannot be

modified.

Delete

Delete the calendar from the academic year.
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12.1

Create Calendar

Create a new calendar for a chosen academic year. Create multiple calendars, as needed. This is
useful when students in different grade levels start/end the year at multiple timeframes. Note: Your

calendar is initialized with commonly used holidays. Edit months to customize the calendar to match
your school year.

Main > Calendars > Create Calendar

Create Calendar N
Academic Year 2010-11
Title: |

First day of attendance: I j
Last day of attendance: I E

Days school is scheduled: FCau M MTuFwWwFTRFFI ga
Grade Levels: I Ec Mek Ik

(R 2z 3

a4 s s

r = I s o

M T a2

M pe [T other I un

MFee [Cswm [ ss

Calendar for external schoal/district: r

Create Calendarl Eiackl _lj
3

1

Title: Enter a descriptive name for the calendar.

First Day of attendance: Enter the first day that students will be in session. Note: This will also be
the first day of the academic calendar.

Last Day of attendance: Enter the last day that students are in session.
Days School is Scheduled: Select the normal days of the week that school is in session.

Grade Levels: Select the grade levels that apply to this calendar. Students are automatically
assigned to the calendar based on their corresponding grade level in the academic year.

Calendar for external school/district: Used primarily to add another school's calendar for
attendance purposes. Note: If checked, students are not automatically assigned to the calendar.
Edit/mass edit students to assign them to this calendar.
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12.2

View Calendar

Schoollnsight initializes a calendar for you with known holidays. Modify calendar details to match
your school's academic calendar. Update months to reflect school holidays, teacher’s institute, half
day of attendance, etc. Enter daily activity details. Annual and monthly calendars can be printed for
distribution, as needed.

Main > Academic Years > Calendars > View
Main > Calendars > [select academic year] > View

Calendar
Academic Year: 2009-10

Edit Cwerall Settingsl Add Calendar Daysl Printer-Friendly Pagel Backl

September 2009 view edit October 2009 view edit November 2008 view edit
S‘F.’I|Tu‘W‘Th|F‘S S‘r‘.ﬂ|Tu|W‘Th‘F‘S S‘F.’I‘TU|W‘TH‘F‘S
2K [3X |4X |5 1x 2% |3 |[1 l2x [3x |ax |5x |e6x |7
6 MEMax |9x 10X |[11x |12 ||4 [sx  |8x |7x |ex |ex |10 [[8 |ox |tox FOEM1zx 13X |14
13 (14 [1500 [183 (17X (183 (19 | |11 it |17 | [15 [ 183 [17% 12X 19X 20X |21
20 |21 |22X 23X 24X 25X |26 ||1g |1gfMenday 101220000 154 | |22 (23 24 2ENE 8% 27N 28
27 28X |29X 30X 25 | pg J -e0al Holiday 31 | |20 30X
Mote: Columbus Day
December 2009 view edit January 2010 view edit February 2010 view edit
S|I‘.'1‘Tu|W‘Th |s S‘r‘.ﬂ|Tu|W‘Th‘F‘S S‘F.'I‘Tu‘w Th‘F‘S_
1X |2X [3X |4X |5 1H 2+ 1X  |2X |3X |4X |5X |6
6 |7x |ex |9x |10x [11x |12 ||2 [ax  [sx [ex |7x |ex |8 [|7 [ex [ex [0 [11x |12x [13
13 [14% [15 [16% [17% 183 [18 |10 [11% [12 [13% [14x [15x [16 |[14 |HEEEM 16X 17 [18x% 19X |20
20 - PINRZZNE SR AR Za 26 - | |17 BN 19x |20 [21% 22X |23 ||21 |22x (23X 24X 25X |26X |27
2T ¢ 28 N7 29 NF 30NF 3T INF 24 25X |26X 27X 28X 29X 30 ||28
3
March 2010 view edit April 2010 view edit May 2010 view edit
S|F.'1‘Tu|W‘Th‘F|S S|F.'1‘Tu|W‘Th‘F|S S|F.'1|Tu|W|Th|F‘S
1% 2 Y AN Y (=1 1% R L 2

1'
| @i

|

Hover over any day to view it's details. View/edit each individual month, as needed.

View [Month]
View/edit calendar details for a chosen month. Generate a printable page.

Edit [Month]
Modify school day details for a chosen month. Mark holidays, teacher institutes, half days, etc. Add

detailed notes to convey school events. Set special school start and end times for days with unique
schedules.

Edit Overall Settings

Modify setting for the calendar year. Change calendar title, scheduled school days, grade levels and/
or mark as external calendar.

Add Calendar Days

Enter additional days to the academic calendar. This is useful if the last day of school gets pushed
out due to bad weather days.

Assign Cycle Days
Modify the cycle days when needed. This is useful if an unexpected "no school" day occurs and the
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schedule needs to be adjusted. Note: Once attendance has been entered, the cycle day can't be
changed. For more details see the "Assign Cycle Days" section in the Scheduling Admin Guide.

View school day and attendance key details at the bottom of the calendar page:

Hote: Days with a * have more informatian. ﬂ
Total number of school days: 175 days
Total time in school (adjusted for half days): 172 days

Attendance Key
X Pupils in Attendance M Matin Attendance H Leqgal Holiday
Tl Teacher Institute HO  Half Day ED  Emergency Day
FI Full Day Inservice ADG Act of God Day WFE [ Improvement Day 1|
a | 2
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12.3

Edit Month

Modify details for a chosen month to customize your school calendar(s) to match your school year.
Modify days using the dropdown box to note holidays, teacher’s institute, half day of attendance, etc.
Also, enter daily activities in the notes area for items, such as, 2:00pm Pep rally, 10:00am all school

assembly, etc.

Main > Calendars > View > Edit [month]

Edit Month =
Academic Year: 2009-10
November 2009
3 | ] | Tu | w | Th | F | 3
1 2-School Day 49 3 - School Day 50 4 - School Day 51 5 -School Day 52 6 - School Day 53 7
|X-F'upi|s in Attendance j |X-F'upi|s in Attendance j |X-F'upi|s in Attendance j |X-F'upi|s in Attendance j |X-F’upi|s in Attendance j
set school time set school time set school time set school time set school time
8 9-School Day 54 10 - School Day 55 11 12 - School Day 56 13 - School Day 57 14
|X-F'upi|s in Attendance j |X-F'upi|s in Attendance j |H-Lega| Haliday j |X-F'upi|s in Attendance j |X-F'upi|s in Attendance j
’ ;I ’ ;I r'et,e:ar.'s Day d ’ d ’ ;I
set school time set school time set school time set school time set school time
15 16 - School Day 58 17 - School Day 59 18 - Schoaol Day 60 19 - School Day 61 20 - School Day &2 21
IX-F'upiIs in Attendance j IX-F'upiIs in Attendance j IX-F'upiIs in Attendance j IX-F'upiIs in Attendance j IX-F’upiIs in Attendance j
set school time set school time set school time set school time set school time
22 23 -School Day 63 24 - School Day 64 25 26 27 28
|X-F'upi|s in Attendance j |X-F'upi|s in Attendance j |HD-HaIf Day j |H-Lega| Haliday j |N-Not in Attendance j
’ ;I ’ ;l Thanksgiving 3:eakd Thanksgiving Day d Thanksgiving 3:eak;|
set school time set school time Start Time: IW set school time set school time
End Time: |11:1Uam
Hours I—
Enralled: 3
29 30 - School Day 65
|X-F'up||s in Attendance j
set school time b

Savel Edit Weekends Tool Elackl

4|

| ol

Denote holidays, teacher institutes, half days, etc. by selecting attendance codes from the dropdown
box. Enter descriptive details in provided text box to communicate special events.

Set School Time

Modify start/end and hours enrolled for a chosen school day. The school day start/end times will be
shown on the Parents calendar page. This will override the default "School Time" set at Attendance >
Options. Note: You will automatically be prompted to enter this data when assigning a HD-Half Day

if no default is set at Attendance > Options.

Edit Weekends Too

© 2001-2013 Common Goals Systems, Inc.



Calendars 71

Choose to edit weekends and add details just as for weekdays.

12.4 Monthly Calendar

View, print and/or edit a chosen calendar month.

Main > Calendars > View [calendar] > View [month]

Monthly Calendar

I.lonth:lNovember 2010 'I

Edit | Show Weekends Too | Printable Page | Back |

|

Academic Year: 2010-11

1

= = Hovember 2010 = =2
M | Tu | w Th F
1 2 3 4 5
Cycle Day: T Cycle Day. TH
8 ] 10
Cycle Day. T
15 16 17 18 19
Cycle Day: T Cycle Day: TH
22 23
Cycle Day. T _ILI
3

Edit the calendar to add special events, update days off, etc. Use the arrows to view previous/later
months. Show weekends to include special weekend events on the calendar. Create printable pages

for distribution.
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13

Students - Single View

Easily find and view information for a single student. Search by initial, name or and/or grade level.
Find students in any school in your district. Note: Schoollnsight will automatically switch you to the
selected student's school.

Note: Available student information/tabs differ based on which modules your school/district has
purchased.

Main > Students - Single View

Students - Single View =
Search:IT:. pe here to search for a student {ex: 7] smith) [7] Academic Year |201U—11 'l
General || Demographics H Misc Info || Contacts/Family || RoOSters H Attendance || Grades |
Discipline | | Fees | | Lunch | | Email Logs | | Health Records | ‘ Longitudinal Data Analysis |
Mo studentis currently selected.
Flease search for a student (use the “search™ box above).
Create Student | Students - Multi View | Back | -
4 | I

Search: Several search options are provided for your convenience. See the following section on "
Student Search” for more details on search capabilities.
Once the search list is generated, choose a student to view their data.
The student's general information will be displayed.
Use the tabs provided to view detailed data in each area.

Once a student is found, use the tabs and buttons provided to view/manage their information. Note:
Each tab corresponds to another area within Schoollnsight. Note: Available student information/tabs
differ based on which modules your school/district has purchased.

General, Demographics and Misc Info: Corresponds to information entered when creating/editing a
student.

Contacts/Family: Corresponds to the family/contacts link on Students - Multi View. Link students in
the same family and add contact information.

Scheduling: View/manage the student's , student's rosters and course requests, if available.
Generate printable schedules in either graphical or textual format. See more details at Main >
Scheduling > (Printing) Students.

Attendance: View/manage the student's daily attendance details for the chosen academic year.
Grades: Review gradebook grades, view/manage report card and historical grades, if available.
Generate transcripts.

Discipline: View/manage student's behavior logs and discipline incidents, if available.

Fees: View student's fees associated with all school accounts. View account balances, manage
fees/deposits per account.

Lunch: View the student's lunch account activity. View their current running balance, manage their
fees/deposits.

Email Logs: View email logs sent to the student/parents. Send an email and log it, as needed.
Health Records: View student's medical/health related information that's entered when creating/
editing a student.

Longitudinal Data Analysis: View student's longitudinal data for chosen years and subjects. View
student's performance trendlines for chosen assessment type data points.
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Students - Single View =
Student: |Jnnes Mandy (5876) - 6 =l Search:|T (ex: 7] smith) [2] Academic Year |2010-11 vl
m | Demographics | ‘ Misc Info | | Contacts/Family | | Scheduling | | Attendance ‘ | Grades ‘
Discipline | Fees | | Lunch | | Email Logs | | Health Records | ‘ Longitudinal Data Analysis |
Basic Info Enrollment Info for 2010-11 history
Marme: Jones, Mandy Current Status Active
Student Number: 3878 Grade Level: 6 - Sixth Grade
Gender: Fernale Schoal: Lincaln Schaol
Birth Date: 111999 (12y 8m) Homerazom: B Bradley
Fhone: 555-123-1234 Advisor:
SEN: Team
Wailing Address: Calendar: Default Calendar
Fhysical Address Entry Date:
Wedical Alert Yes Entry Description:
Ermail Address: .Pj.n em.gll entered ) Exit Date:
Would you like to create one? ||yt pescription:

. Home
SCOIA M ] Sening School: Lincoln Schaal
Claimable for State Aid:
Tuiticn Paid to Another School:

Transportation Code:

Bus Stop:

School Session:

Length of Day (FTEY Full Day (1.0)
Schaol Time: Marmal

Graduation Date:

Create Student | Edit Student | Delete Student | Transfer Student | GDTDl Printable Page | Students - Multi View | Backl -
1] |

The buttons at the bottom of the page correspond to the buttons/links on the Students - Multi View
page and have the same functionality.

Create Student: Create a new student.
Edit, Delete or GoTo the student being viewed.

Transfer Student: Move a student to a different school in the current year. See Main > Students -
Multi View > Promote/Transfer Students > Transfer Students for more details.

Students - Multi View: Switch to the multi view students page.

Add or change an email address for a student from the Student - Single View page under the
"General" tab:

Email Address

Mo email entered. Would you like to create one?

Email Address: Create a new or modify an existing email address for the chosen student. New
email addresses are initialized with a password. Set the "Parent Portal" language to Spanish, as
needed. Choose to send a welcome email containing login and password information.

Email: |newemai|@mai|.u::u:um
Farent Fortal Language: m

Initial Password: IT“'EI1

Send Welcome Email? IYES 'I
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Once their email is created/used, view a history of successful/failed logins for a chosen student or
contact. For more details see the "Login History" section under "Login".
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14 Student Search

Use student search to easily find and view information for a single or groups of students. Quickly find
all students within a single grade level, or find students by name or academic year. From "Students -
Single View" find students in any school in your district.

Several search options are provided for your convenience. Search by grade level, initial(s), full/partial
name and/or academic year. Use combinations of search options to refine searches to meet your
needs.

Note: All search results (up to 500) are provided in a student dropdown menu once any student is
selected. Use this as a filter to find specific subsets of students, such as, all students in a grade level.

e To view an alphabetical listing of all students in a grade level, enter the grade level number in the
search box. When "more results hidden" is shown at the bottom of the list, click any student to view
the complete list in a dropdown menu.

¢ Note: From Students - Single View:

o Click "Show only this school" to only view students from your school, instead of students from all
schools in your district.

o If showing all your schools, once a student is selected Schoollnsight automatically switches to the
corresponding student's school.

Search:|9| {ex: 7 j smith)[?]
Austing Tom J (1070} -9 [Lincoln School]

Gene| Creston, Daniel C. (1078} - 9 [Lincoln School] EIFami
’m Jacobs, Harry (1038) - 9 [Lincoln School
Jones, Jacquehyn May (1080} - 9 [Lincoln School]
Jones, Joe (1081} - 9 [Lincoln School]
Jones, Maureen Lynne (1041} - 9 [Linceln School] EE—
Mever, Daniel (1034} - 9 [Gradeschool]
Preston, Fredrick (1045} - 9 [Lincoln School]
Reddy, lan (1045} - 9 [Linceln School]

e Ciith, Sam (1055} - 9 [Lincoln School] [—

Alth Re

Mo stug
Flease

Create

{more results hidden) show only this school
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Once any student is chosen and the dropdown menu appears, select the desired student in the grade
level to view their information. Full results remain available until you do another search or exit the

page. Note: Your original search is shown in the box to the right.

Student:
Account:

Category

Cruz, Maria - 8

Austin, Jane - 9
Baker, Boh B. -8
Baker, Doug - 9

pdHemandez, Sofia - 9

Jones, Hector - 9

11281200

Lang, Michael - 9
Rodrigues, Robert - 9
Sanders. Susan - 9

M Hide:
™ Hide

Create f

Smith, Amanda - 9
Thomas, Matthew - 9
Unger, Samantha - 9
Victor, Ronald - 9
Wade, Robert R -9

Walten, Meagan - 9

x| search:|?
Amount
(510.00) (510.00)
Balance:
Many Fees | Create Many Dep

Additional search options are shown below: Once the search list is generated, select the appropriate
student to view their information.

o Enter all or part of a first or last name.

Search: |smi|

(ex: jsmith 7)

-

Mo studd
Please g

Smith, Amanda - 2
Smith, Sam -5
Smith, Susan-5
Smith, Timothy - 6
Smith, Tom - 11

o Enter a 4 digit academic year to view all students enrolled in that year.

Search:|2

oor7

(ex: jsmith 7)

Genel

Mo study

Austin, Jane - 8 (2007)
Baker, Bobh B. - 8 (2007 )
Chen, Amy -7 (2007)
darohs Harre -5 (20071
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e Enter a single initial to view all students with that initial at the beginning of either their first or last

name.

Search:|j| {ex: j smith 7)
’T Austing Jane-9 —
Enet Jacobs, Harry - 6 =
Discig  Jones, Hector - 9 |5

Mostudd  Jgnes, Jacquelyn May - 6
Please s Jones, Joe-6 E

Jones, Maureen Lynne - 6
Creal Time, Justin-6 o

e Enter combinations to narrow search results to a smaller subset.

Search:|? s
Hernandez, Sofia- 9
Search:|d s Sanders, Susan-9
Smith, Adam - 11 Smith, Amanda-9
Smith, Amanda-9 IUnger, Samantha- 8
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15

Students - Multi View

Enter new or view many existing students in your school. Modify student data, assign contacts and
promote students to the following year.

Main > Students - Multi View

Students - Multi View |
School: Lincoln School Academic Year: |201U-11 j
Grade Level: I 11 - Eleventh Grade x|

Create Studentl Searchl Promote/Transfer Students | Mass Edit| Mass Edit Contacts | Mass Deletel Backl

— ik Name £ —=EL Contacts
Level — Information
11 Arnought, Adam  Student Mum 0004 goto edit delete merge
Bus Stop Homerocom transfer
Calendar Default contactsifamily |
Calendar rosters schedule

Re-Entry to the Same 8/26/2010 @L@ﬂce
School discipline grades

historical grades

11 |Arnought, Adam 0004 goto edit delete merge

Bus Stop transfer
Default Calendar re-enroll contactsfamily
Reason Unknown 8/25/2010 rosters schedule
Inactive Enrollment attendance

discipline grades
historical grades

11 Austin, Jane Student Mum 1072 Melissa Austin qoto edit delete merge
123 Way Homeroom A Rutherford 555-555-6555 transfer
Aurora, IL 60134 Calendar Default Calendar Tony Austin contactsifamily
Bus Stop Entry Date  &/25/2010 555-555-5555 H“;CIE'%%
ledi Fry schedule
egieal flert Yes Steve Uasc-r. Frevent attendance discipline
amEst grades
llelanie Smith historical grades
565-555-1234
11 |Baker.Bob B. Student Mum 1074 Betty Baker qoto edit delete merge
oy 1234 Lane Homernom 555-555-6666 transfer | _blLI

To view/manage a specific student's data, click the student's name link. From the "View Student"
page you can perform many of the same functions as on the "Students" page. Note: Students with
inactive enrollments are shown in gray.

Create Student
Add a new student, personal information, contacts, and enrollment information.

Search
Search for students by last and/or first name. Narrow by grade level, if desired.

Promote/Transfer Students
Update existing students' enrollment information for the next academic year. Promote students to the
same or different buildings. Transfer multiple students to a different building in a current year.

Mass Edit
Quickly change student information for many students.

Mass Edit Contacts
Modify selected information for many contacts at once.
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Mass Delete

Delete many students for chosen academic year. Narrow by grade level. Note: Use extreme caution
when deleting students as this cannot be undone. Instead, you may want to update their enrollment
details to have them marked "inactive" which preserves their records.

Goto
Takes you to the Parent Main page where you can view student data. To return to Admin main, click
the "Back to School Admin Main" button.

Edit

Modify existing student data for a chosen student. Update their enrollment status to have them
automatically marked active/inactive. Add a student's photo from a file. Note: The student
information that can be modified changes depending on the Schoollnsight modules your school has
purchased.

Delete

Delete student enrollment(s) from Schoollnsight. Note: Once deleted, student data cannot be
recovered. Instead, you may want to update their enrollment details to have them marked "inactive
which preserves their records. Enrollments in closed academic years cannot be deleted.

Merge
Remove duplicate instances of the same student by merging their data.

Transfer
Move a chosen student to a different school during the current academic year.

Contacts/Family
Manage entire families, including student's siblings, parents/guardians and corresponding
relationships and custodial status.

Re-Enroll
Re-enroll a student that is currently 'inactive'. Update their enroliment information, entry date/type,
etc. For more details see the Re-Enroll Student section.

Schedule
View/manage a student's schedule. For more details see the Scheduling Admin Guide.

Grades
View/print a student's report card grades. For more details see the Grade Reporting Admin Guide.

Historical Grades
View/manage a student's historical grades. For more details see the Grade Reporting Admin Guide.

Detailed information on the remaining links and buttons are covered in the sections that follow. Note:
Available links differ based on which modules your school has purchased. Note: Some links
reference Schoollnsight modules which are documented in separate Admin Guides, e.g. Attendance,
Discipline.
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15.1 Enrollment
Student enrollment status is determined by entry/exit dates. Their current status of active, inactive, or
future is calculated based on the student's entry/exit dates. This is usually the current date, however,
future dates can also be entered. Set dates in the future for changes that will then take effect
automatically on the chosen date.
Note: Entry/exit dates default to the first/last day of the academic year when no dates are entered.

Enrollment status is reflected across the system, including gradebook, rosters, etc.

Student enrollment information is managed at Main > Students- Multi View > Create Student and Main
> Students- Multi View or - Single View > Edit Student.

Entry/Exit

Entry Description/Date:

| =
[e/25/2010 |

Exit Description/Date:

| =
&

Current Status: Active [?7]

Entry Date: I j
Enrollment: [7] - o 5o I e

Current Status: Active

To make a student "inactive" provide an exit description and date. To re-enroll a student, update their
entry date.

Note: Enroliment views differ based on the function being performed and your school's configuration.
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15.2 Re-Enroll Student
Re-Enroll a student that has an enrollment status of "inactive".
Main > Students - Multi View OR - Single View > Re-Enroll
Re-Enroll Student [ |
Student: Bradey, Bill
Re-Enrcliment Info
*School: |Lincu|n School j
*Academic Year 2010-11
*Grade Level 9 - Ninth Grade |
Homeroom Instructor: I'I'g.-|:e here to search for an instructor [clear]
Advisaor: I'I'g.-|:e here to search for an instructor [clear]
Re-Enrollment Details =+
Entry/Exit ‘ School ‘ Day Details (FTE)
*Calendar: *Home: *Length of Day:
[ Default Calendar (6. 7. 8, 9. 10. 11, 12) =} [ Lincoln School x| [FulDay =[ |10
Entry Description/Date: Sening:
|Re—Emryto the Same Schoal - 03 j |Linc0|n Schoal j
[pr212011 ] Claimable: | =]
Exit Description/Date: Tuition Paid to Another School:

| =l =

| el
Exit Status: I 'I

Enrollment: Active [?]

Existing Enrollments at Lincoln School
) Claimable/Tuition Paid Day Details
Entry/Exit School to Another School (FTE)
Exit: 10/5/2010 - Reasan Unknown Home: Lincoln School  Claimable: Length of Day: Full Day (1.0}
Inactive Senving: Lincoln School Tuition Paid:

=

4]

Update the student's enroliment information to re-enroll them at a chosen school.

Assign a calendar and entry type/date, the student is automatically marked "active" or "future" based
on the date. Select the appropriate entry type. Enter home/serving and length of day details. Note:

For length of day other than "full day" a "Session" entry is also provided.

Use the *| to create multiple enroliments for the student. See the following "Multiple Enrollments"

section for more details.

| of
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15.3

Multiple Enrollments

Create multiple active enrollments for a single student when creating/editing a student.

In order to create concurrent overlapping enroliments the following must be true:
¢ Attendance must be taken in days or hours
e Cumulative length of day must equal .5, or 1.0 Note: Certain states (IL, MO) can have other

values.

¢ Overlapping enrollments must be at different home/serving schools
¢ Overlapping enrollments must use the same calendar

| Default Calendar (8, 10) =]

| Default Calendar (8, 10) =|

Enrollment Details =+l
Entry/Exit | School | Day Details (FTE)
iEntry Description/Date: 3 Home: *FTE: IHEH' Day ~| ||;| g Session: IPu"Iorning |
Original Entry into a U.5. Schoal - 02 = IFirst Schoaol Yl
= o Minutes at serving school: 16
[pr2az011 | Sening: P
i - School
Exit Description/Date: [Leaming Center 7] Tcimog Start End
| j Claimable:l 'l
Regular [5:05am [11:50am
3 Tuition Paid to Another School: I *l Day:
I Half I I
Current Status: Active [7] Day:
*Calendar:

Entry Description/Date: Home: *FTE: |H5|f Day =| ||j| 5 Session: | Atemnoon x|

| Original Entry inte a U.S. School - 02 = [First School -] o ———
- ) School

|a;24_.rzu11 | Sening: = Start End

Exit Description/Date: |F|rst School :Iv Regular |12'32pm |2'59pm

| =l craimavie:[ =] Day:

I— 3 Tuition Paid to Another School: I 'l g:g I I

Current Status: Active [7]

*Calendar:

Use the *lto enter multiple enrollment details. Use "Remove Enrollment" to delete extra enrollment

entries that aren't needed.

Minimally provide the following:

Provide entry date(s) and assign a calendar for each enroliment.
Set the home/serving school for each enrollment.

Set the length of day (FTE) for each enroliment.

Enter additional details, as needed.

Note: If your school uses the Schoollnsight "Secondary Attendance" mode and shows attendance in
days, an additional field "Minutes at serving school" is provided. Enter the minutes that the student
normally attends the serving school and it will appear as a default when entering their attendance.
For schools showing attendance in hours, the default hours are automatically determined.

© 2001-2013 Common Goals Systems, Inc.




Students - Multi View 83

15.4 Create Student

Create a new student for a chosen academic year. Enter details to search for an existing student or
sibling. All schools in your district are included in the search.

Main > Students - Multi View > Create Student

Create Student -
Academic Year: 2011 - 2012

Does student already exist?

*Last Mame: I

*First Mame: |

Middle Name: |

Birth Date: | E] o
Back -
— B

1] |

Enter all or part of a last and/or first name to search for an existing student. Include middle name,
birth date, if known.

Existing Students Matching Search Criteria

Hame Birthdate School

" Thomas, Matthew - 9 2008-09: Lincoln School  enrollment history

Edit/Enrcll Existing Student

If a match is found, you can view the student's enrollment history and/or modify their information. If
the matching student exists at another school or in another academic year, you can enroll the student
for the chosen year and school.
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Create Student
Academic Year; 2011 - 2012

Hew Student Information

*Last Mame: |Sander5|:|n

*First Mame: I

Middle Name: |

[ =

Birth Date:

Search for a Sibling

Sibling: |3E|H:!E|'Snn

[

Copy Data frem Sibling

Mo Sibling Exists. Add Information Manually |,|

al

I 0

If a match is not found, create a new student. If they have an existing sibling, some data can be

automatically copied.

No Sibling Exists: Create a new student from scratch. Fill in their basic info, enroliment details,

contacts, demographic and misc info.

Copy Data from Sibling: Search for, and select a sibling. Common data will be pre-populated on the
new student's page from the sibling. Address, phone number, contacts, some demographic and misc
information. Review details, add new and/or modify existing information for the new student.

Create Student

Save & Add Anotherl Savel Save & Add to Rosters | Backl

[ |

Basic Info

Mailing Address

Physical Address (if different)

*First I
Mame:

Preferred

MName: [T Use Preferred Name
instead of First Mame

Middle I
Mame:

*Last I
Mame:

Student I
Mumber:

Gender: I 'I
Birthdate: | ==

Phone: |

)

ssi: |

Picture: |

Addrt: |

Addrt: |

Addrz: |

Addr: |

Addr3: |

Addr3: |

city | city ||

State: I 'I State: I 'l
zr: | zZr: |

Mail

Forms [ =]

Home:

Browse... |

4]

ol

The Create Student page is comprised of several sections. The only required entries are in the top
two portions containing Basic and Yearly Enroliment Info. A few fields that may need some

explanation in these sections are:

Basic Info
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Enter student's information, mailing address and physical address if different from mailing address.
Add a student's photo from a file, if available.

Contacts can also be added on the Create Student page. Several contacts can be specified for each
student.

Medical/Health Info can be entered for each student at the bottom of the page. Any custom fields that
were defined during data setup will also appear here (Main > Options > Configure Student Data).

© 2001-2013 Common Goals Systems, Inc.



86

Admin Basic Setup

Yearly Enrollment Info ﬂ
*Academic Year: Im
*Grade Level: | 10 - Tenth Grade j J
Hormeroom Instructor: | j

| <]
Advisor: | ~|

Transportation Code: | ~|

Bus Stop: | ~]

Graduation Date: I j I j I j = -
< | LlJ

Yearly Enrollment Info:

Academic Year: Since student's progress through grades as time passes, Schoollnsight will always
show a school year when it shows a grade level. The academic year shown here corresponds to the
one selected on the Students page.

Grade Level: The grade level of the student for the chosen academic year.
Homeroom Instructor: Assign student to a homeroom for the chosen academic year.
Advisor: Assign student to an advisor for the chosen academic year.

Transportation Code: Assign code to student to indicate walks or rides bus to school.

Bus Stop: Choose a bus stop from the dropdown box, if stops have been created.
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Enrollment Details |
Entry/Exit ‘ School ‘ Day Details (FTE)
*Calendar: Home: “FTE: IHEH'Dayj |:_'- g
| Default Calendar (8, 10) | | First Schaol =l o
School Sessi ;I ornin vl
Entry Description/Date: Senving: choot Sessian g
| j |First School j 515'-h00| Start End
= ime
I j Claimable:l 'l Regular I I
I - . B-05am 11:30am
it DesaipiioniDate: Tuition Paid to Another Schoal: | 7] [Day:
j Half I I
Day:
| B
Current Status: Active [7]
*Calendar: Home: “FTE: IHEH'Dayj |:_'- g
| Default Calendar (8, 10) | | First Schaol =l
- , 5choo|5ession:|Aﬂernoon *I
Entry Description/Date: Senving:
| j IMomeray Academyj Minutes at serving school: |1BU
I 3 Claimable:l v| Sﬁ?nctfl Start End
it DesaipiioniDate: Tuition Paid to Another Schoal: | = ——
| | eqular [12-00pm | [3:00pm
Day:
= Half
= il |
Current Status: Active [7]

Enrollment Details:
Note: Enter multiple concurrent enrollments using the *| provided. See the "Multiple Enroliments"
section for more details.

Entry/Exit
Student enrollment status has been redesigned. Student's active status is no longer manually

entered. Active/inactive is calculated based on the student's entry/exit dates. See the "Enroliment"
section for more details.

Note: Entry/exit dates default to the first/last day of the academic year when no dates are entered.

Entry Description/Date: Select an entry type for the enroliment. Enter the first day for the entry
type.

Exit Description/Date: Select an exit type and enter the last day for enrollment. Note: A "Re-Enroll"
link/button will be provided on the "Students" pages for students with an exit description/date.

Exit Status: Set an exit status of "Permanent” or "Temporary" to correspond to exit details.

Currently Active: Yes/No, based on entry/exit dates.

School

Home: Select a home school from the dropdown box. A home school is where a student resides and
reports attendance. Note: If a student's home school is the Schoollnsight school, it will be shown as

"Home" on Students - Single View.

Serving: Select a serving school, if needed. Serving schools are where the student actually attends

classes.

Day Details (FTE)

e FTE: Select the student's normal FTE, full or half school days, or choose "Other" to set fractional
FTE. Note: FTE defaults to 1.0 for "Full Day" and 0.5 for "Half Day". The sum of FTE for all
enrollments must equal 0.5 or 1.0.
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e School Session: Select the student's normal school day.

e Minutes at serving school: Enter the number of minutes/hours the student attends the serving
school. Note: This field is available for schools using the "Secondary Attendance" mode, using a
time calculation for attendance and displaying attendance in "Days".

e School Time: Enter individual school day start/end times for students with special schedules. For
multiple enrollments, set the start/end times on the home school to assure accurate attendance
records. Note: This will override the school's Attendance Options defaults for the student.

© 2001-2013 Common Goals Systems, Inc.



Students - Multi View

15.4.1 Demographics

89

If the school has purchased Core Student Management, you will be able to capture a large amount of
data for each student, including ethnicity/race, lunch program, IEP/504, ELL and Homeless data, etc.

Main > Students - Multi View > Create Student

Demographics Misc Info il
Ethnicity/Race: |Nnt Hispanic or Latino x| Birth Place: |
[ Asian Maother's
[T Black or African American r.-1a|de|j I
Mame:
W' white Parents
[ American Indian or Alaska Native Marital I :Iv
Status:
[ Native Hawaiian or Other Pacific Islander o
Lives With: I 'l
Disabled: I 'l Disahle
N parentstudent | N =
Disability I [ web access
Low Income: Y Previcus
' I__, School: I
Lunch Program: IFree 'l ¥ Direct Certified State ID I
e Number:
nglis
. X - Enrolled
::'LTEEE!EHC_\- I J Previous Year: I_L,
- Graduating Iﬁ
Frimary Home ) 2012 =
Language: I j Class:
District Entry - - -
Mative I j Date: ! I J I J I J
Language: :
TestTo Be Iﬁ
Title 1: I_L, Taken: b
Title 1 Program: I j _?teusctlsdn.t lj
Migrant: I vl Reason for
not Testing I j
Has IEF: - State
Ij Assessment:
IEF i
Testin
Accommodation: m SchooIgID I_L,
SES: m ¥ Auto-Assign Locker by Grade Level
Locker:
Section 504: I 'l I 'l
504 < Include In m, - P
Accommodation: I_—, Class Rank:
conun2r [ Academic 5]
Homeless: - Graduation g -
[E Roquirement. |2010-2014 High School =
Career Tech Ed: I 'l ;I
Readina 1st =1 Metes: i
1 1

© 2001-2013 Common Goals Systems, Inc.




90 Admin Basic Setup

15.5 Edit Student

Modify existing information for a chosen student.

Main > Students - Multi View > Edit
Main > Students - Single View > Edit Student

Edit Student 2
Sa\rel Bacl-(l
Basic Info Mailing Address | Physical Address (if different)

*First Mame: |I‘u"|and3-r Addrt: |1234 Elm Street Addr1: |

| Adarz: | Addr2: |
Preferred
Mame: 7 Use Preferred Name Addra: I Addra: I

instead of First Name
Middle Name: | city  |Watertown aty: |
* ast Mame: l.Jones State: L = State: I 'l
Student = 7IP: 60666 zZP: |

5876
Mumber: I v =

vl
Gender: IF Yl Forms IY 'l
Home:

Janua | |1 =] |1999 ~
*Birthdate: I_J v J I J I J
Phone: [556-123-1234
SSN: |

Picture:

Change Student Picture

Clear Student Picture -
4| | B

Modify student information, update their Basic Info, Yearly Enrollment Info, Enroliment Details,
Demographics, and/or other Misc Info and Custom Fields.

Note: You can also choose to update home phone number and address for contacts and siblings in
the student's family.

Change a student's picture, or clear a picture if a replacement doesn't exist.

Note: Use Promote/Transfer Students > Promote when the student moves to the next academic
year.

Update a student's enroliment information to change their active/inactive status. See the "Enroliment"
section for more details.

Add multiple enroliments for students attending a different serving school. See the "Multiple
Enrolliments" section for more details.
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15.6

15.6.1

Promote/Transfer Students

Manage student enroliment for many students at once. Promote students to the next grade level.

Transfer students to another school.

Main > Students - Multi View > Promote/Transfer Students

Promote/Transfer Students ]
Current School: First School Academic Year: | 2011-12 j
™ Promote/Retain students within a building J

Type of Maove: " Promote students to a different building

' Transfer students to a different building in the current year
« I _'IJ

Promote/Retain students within a building: At the end of an academic year, promote students to
the next grade level. Also use this to enroll students in summer school and to retain students who will
not be advancing a grade level.

Promote students to a different building: Promote students to the next grade level and
simultaneously move them to another school. For example, promote 5th graders into their middle
school or promote 8th graders into their high school within your district.

Transfer students to a different building in the current year: Move students from one school to
another after the start of a school year. Update student enroliment data with unique exit/entry dates.
Note: This can also be done for an individual student from Main > Students - Single View > Transfer
Student and Main > Students - Multi View > transfer.

Promote Students

Each year, admins will promote students to the next grade level. This can be easily done for all
students at one time.

Main > Students - Multi View > Promote/Transfer Students

>

Promote/Transfer Students

Current School: First School Academic Year: | 2011-12 j

™ Promote/Retain students within a building

|

Type of Move: " Promote students to a different building

" Transfer students to a different building in the current year

al I

B

Two options are provided for promoting students. Promote students within the same school, or
promote them to another school within your district.

"Promote students within a building" is primarily used to promote students to the next grade level for
the upcoming school year. For example, promote the 3rd graders to 4th grade. It can also be used to
enroll students in summer school or retain students that are not advancing a grade level.

See the following section "Promote Within Building" for more details.

Promote students to a different building" is also used to promote students to the next grade level,
however, in this case, students are moving to a different school. For example, 5th graders moving to
middle school.
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See the following section "Promote to Different Building" for more details.

15.6.1.1 Promote Within Building

Promote students to the next grade level within the same school. Promote all students at the school,
or promote by grade level, as needed. Make sure to have the current academic year and appropriate
grade level(s) selected. Also use this to enroll students in summer school and to retain students that
aren't advancing a grade level. Note: For students who are graduating, don’t promote them to the
later academic year. In this way their data will be preserved, but they won't be active in the later
academic years. If they'll be enrolling in another school in your district, use "Promote to Different
Building" to promote and move them to their new school.

Main > Students - Multi View > Promote/Transfer Students
Type of Move: Promote/Retain students within a building

Promote/Transfer Students -l
Current School: Lincoln Schoal Current Academic Year: |2010-11 j
Current Grade Level: |AII | Home School: |Self j

Promote Studentsl Elackl

% Promote/Retain students within a huilding

 Promote students to a different kuilding
Type of Move:
© Transfer students to a different building in the current vear

Enrollment Data for the New Academic Year

:f:ﬁ.ﬁ.cademm [2011-12 =l ¥ Allow promote to any existing academic year

Mext Grade Level: |In|:rement by 1 Grade Level x|

Homeroom IT'_-.-|:e here to search for an instructor

Instructor:

Advisar IT'_-.-|:e here ta search for an instructor

Exit Date for [— 3

Current Year:

Exit Type for -
Current Year: I J

Entry Date for 3

Mext Year:

Entry Type for -
Mext Year I J

*Length of Day: IFuII Day =

Copy Bus Route ) . . . s . .

Py o [T Wote: Bus information will only copy if the stops exist in the Next Academic Year.
Infermation? -
1 | B

Current Academic Year: Current academic year, from which the student will be promoted.

Current Grade Level: Grade level of the student in the current academic year.
Home School: Select the students current home school.

Enrollment Data for the New Academic Year:

Next Academic Year: Year for the updated enrollment data. This is usually the next academic

© 2001-2013 Common Goals Systems, Inc.



Students - Multi View 93

year, however you can also promote to any year if needed. Note: You need to allow promote to
any year in order to promote students to a summer academic year.

Next Grade Level: Choose to increment by 1 grade level or keep student at current level. Note:
For summer school you'll probably want to keep them at the same grade level.

Homeroom Instructor: Assign student to a homeroom for the next academic year.
Advisor: Assign student to an advisor for the next academic year.

Exit Date for Current Year: Default is blank for the current academic year. Select a date, as
needed.

Exit Type for Current Year: Default is blank, select an exit type for the current year, as needed.

Entry Date for Next Year: Default is blank for the new academic year. Select a date, as
needed.

Entry Type for Next Year: Default is blank, select an entry type for the next academic year, as
needed.

Length of Day: Specify full or half school day for the chosen students.

Copy Bus Route Info: Bus route/stop information will be copied if stops exist for the next
academic year.

Reset Values of the Following Fields {Unchecked Fields will be Copied) =l

[T Acquire Use and [ Addressing Needs Related to
Knowledge Skills Domestic Violence

[T 504 Accommodation [ Academic Track

[T assistance with

I Aquire Use and Knowledge [T Before-School, After-Schaal,

IV Advisor it an in SERa
Skills E?:;;'Tﬁgj” in School IMentoring, Summer Programs
[T Career Tech Ed I century 21 [T Claimable for State Aid I Class Periods Provided Per
Week
[T Clothing to Meet a School r Content Area Tutoring [ Coordination between r Counseling

Requirement Schools and Agencies

Check which fields to have reset during the promote. Checked fields are reset to null/blank.
Unchecked fields will have their values copied to the next academic year.

Click the =I after choosing reset fields to save setting preferences for additional promotes. Note:
This will also update the "Reset Values" field on the Configure Student Data page.
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Reset Values of the Following Fields (Unchecked Fields will be Copied) il

V' Save “Fields to Reset preferences?

Students to Promote
Promote?
2 Grchllg—rfgiel Hame 2 Student Humber | Active
W 12 Arncught, Adam 10001 true
W~ 12 Austin, Jane 1072 true
Already 4 Austing Tom 1070 true
Fromaoted
W~ 12 Baker, Bob B. 1074 true
[ 12 Bradey, Bill 10322 true

Promote?: Select individual students to promote, or select all at the top of the column.
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15.6.1.2 Promote to Different Building

Sometimes admins will need to promote students to the next grade level into a different school. For
example, 5th graders moving to middle school. This can be done for one or many students. Make
sure to have the current academic year and grade level selected.

Main > Students - Multi View > Promote/Transfer Students
Type of Move: Promote students to a different building

Promote/Transfer Students [
Current School: Lincoln School Current Academic Year: |201U-11 j
Current Grade Level: Iﬁ.ll j Home School: |Self j

Promote Studentsl Elackl

" Promote/Retain students within a huilding

% Promote students to a different kuilding
Type of Move:

™ Transfer students to a different building in the current vear

Enrollment Data for the New Academic Year
Mext School: IGradeschDDI j ' Promate te any school
Mext Academic Year: |2U11—12 j ¥ Allow promote to any existing academic year
Mext Grade Level: |In|:rement by 1 Grade Level j
Homeroom Instructor IT'_-.-|:e here to search for an instructor
Advisor IT'_-.-|:s here to search for an instructor
Exit Date for Current Year: I H
Exit Type for Current Year: | j
Entry Date for Mext Year: I i
Entry Type for Mext Year: | j
*Length of Day: IFuII Day vl
Copy Bus Route Information? [T Note: Bus Information will only copy ifthe stops existin the Next Academic Year -
1| | _’l_l

Current Academic Year: Current academic year, from which the student will be promoted.
Current Grade Level: Grade level of the student in the current academic year.
Home School: Select the students current home school.

Enrollment Data for the New Academic Year:

Next School: Select the school in your district to promote students into. Admins can promote
students to schools with promotion permissions. Promotion permissions can be assigned by
either the receiving school or by the district at Main > Options. District Admins have the additional
option to allow promotion to any school in the district.

Next Academic Year: Year for the updated enroliment data. This is usually the next academic
year, however you can also promote to any year if needed.
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Next Grade Level: Choose to increment by 1 grade level or keep student at current level.
Homeroom Instructor: Assign student to a homeroom for the next academic year.
Advisor: Assign student to an advisor for the next academic year.

Exit Date for Current Year: Default is blank for the current academic year. Select a date, as
needed.

Exit Type for Current Year: Default is blank, select an exit type for the current year, as needed.

Entry Date for Next Year: Default is blank for the new academic year. Select a date, as
needed.

Entry Type for Next Year: Default is blank, select an entry type for the next academic year, as
needed.

Length of Day: Allows you to specify full or half school days.

Copy Bus Route Info: Bus route/stop information will be copied if stops exist for the next
academic year.

Reset Values of the Following Fields (Unchecked Fields will be Copied) ;I

™ 504 Accommadation ™ scademic Track [T acquire Use and [T addressing Meeds Related to
Knowledge Skills Domestic Violence
B Advisor [T Aquire Use and Knowledge I Assistance with [ Before-School, After-Schaal,

Faricipation in School

Skills Mentaring, Summer Programs
Frograms
[ Career Tech Ed I Century 21 [T Claimable for State Aid I_ Elass Periods Provided Per
Week
- Clothing to Meet a School I Content Area Tutoring [T Coordination between I Counseling

Requirement Schools and Agencies

Check which fields to have reset during the promote. Checked fields are reset to null/blank.
Unchecked fields will have their values copied to the next academic year.

Click the = after choosing reset fields to save setting preferences for additional promotes. Note:
This will also update the "Reset Values" field on the Configure Student Data page.

Note: If a student is also moving to another school, some fields may not be copied.
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Reset Values of the Following Fields (Unchecked Fields will be Copied) il

V' Save “Fields to Reset preferences?

Students to Promote
Promote?
2 Grchllgr—er;el Hame 2 Student Humber | Active
W 12 Arncught, Adam 10001 true
W~ 12 Austin, Jane 1072 true
Already 4 Austing Tom 1070 true
Fromaoted
W~ 12 Baker, Bob B. 1074 true
[ 12 Bradey, Bill 10322 true

Promote?: Select individual students to promote, or select all at the top of the column.

15.6.2 Transfer Students

Easily transfer one or more students from one school to another in the current school year.

Main > Students - Multi View > Promote/Transfer Students

|

Promote/Transfer Students

Current School: First School Academic Year: |2011-12 j

[

" Promote/Retain students within a building
Type of Move: { Promote students to a different building

" Transfer students to a different building in the current year

1 |

B

"Transfer students to a different building" allows you to easily move students from one school to
another in the current academic year.
See the following section "Transfer to Different Building" for more details.

15.6.2.1 Transfer to Different Building

Easily move students from one school to another in the current academic year. Transfer students to a
different school and close their existing enrollment.

Main > Students - Multi View > Promote/Transfer Students
Type of Move: Transfer students to a different building in the current year
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Promote/Transfer Students [
Current School: First School Academic Year: |2[]11.12 j
Current Grade Level: |E - Eighth Grade j Home School: |Se|f j
Transferlﬂl

 Promote/Retain students within a building
Type of Move:  Promote students to a different building

% Transfer students to a different building in the current year

*Destination School |Munteray Academyj

*Exit Date for Current School: W it

Exit Type for Current School: | j

*Entry Date for Mext Schoaol: I— et

Entry Type for Mext Schoaol: | j L

*Length of Day: IFuII Day "'l

Students to Move
M{I}EE? Grg:gEg:rel Name Student Humber
I~ 2 Adams, Amy 1000
I g Chen, Jessie 0oog
I il 8 Gonzales, Roberto “Robby” 1036 I _|;|
4 3

Current Academic Year: Current academic year, from which the student will be promoted.
Current Grade Level: Grade level of the student in the current academic year.

Home School: Select the students current home school.

Destination School: Select the school for the student(s) transfer.

Provide exit date/type for the current school and entry date/type for the destination school. Entry/exit
dates do not have to match.

Length of Day: Specify full or half school day for the students being transferred.
Move?: Select individual students to transfer, or select all at the top of the column.

15.7 Mass Edit

To easily assign information or fix mistakes on large numbers of students at a time, you can use the
“Mass Edit” page. Note: Use the "Clear existing value" checkbox to create blank values for the
items/students selected.

Main > Students - Multi View > Mass Edit
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Mass Edit

School: Lincaln School

Academic Year: IEUUB-US vl

Grade Level: |A|| =l
Save | Back |
Data to Edit Data to Edit

Active:
Grade Level:
Homeroom:
Advisor:

Entry Type:

Entry Date:

(first day at school)
Exit Type:

Exit Date:
(last day at schoal)

Enrollment Type:

| Tuitinn Paid tn Annther
4

Claimahble for State Aid:

| =

| &
Serving School:l 'I
[

| ——

Race:

Disabled:
Disability:

Low Income:

Lunch Program:

English
Proficiency:

Primary Home
Language:

Migrant:
Has IEP:
IEF

Accommodation:

SES:

]ﬂ_ﬂ]

Note: Only students with no existing lunch
program will be updated.

ﬂﬂﬂﬂ]_

4

Set the entry date, grade level, homeroom teacher, etc. for large blocks of students. It's also useful
when setting the exit type for each year.

Note: Since Schoollnsight separates students by academic year, when promoting students use the
“Promote Students” page and NOT the “Mass Edit" page.
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15.8 Merge Students

Any data entry inconsistencies can be “cleaned-up” with the “merge” link located next to a student’s
name. For instance, if the same student has multiple entries (John Smith and John M. Smith) the
data files can be merged into a single student. If you wanted to merge the “John Smith” student into
the information contained in “John M. Smith,” you would click the merge button for John Smith and
then select John M. Smith as the “Student to receive data.”

Main > Students - Multi View > merge

Merge Duplicate Students B
Student to merge: Austing Jane (Student Mumber: 123)
Student to receive data: | j

Mergel Eiacl{l -
< | _'l_l

Note: Use with caution. Once student data is merged, it cannot be separated.
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Modify contact information for a chosen student. Update names, phone numbers, relationship details,
etc., as needed. Note: Update email addresses at Main > Email Addresses.

Main > Students - Multi View > Edit Contacts

Edit Contacts =
Student: Austin, Jane
Contacts
Relationship: |l'.~'|nther j |Father j |Other.f'Unknm'-m j
First Mame: If‘u‘lelissa I'I'cnn‘g.r ISteve
Last Name: [ustin Jaustin fiazan
HomePhone:  [555-555-5555 |555-555-5555 |
WWork Phaone: | | |
Cell Phone: I I I
Other Phane: | | |
Address 1; [123 Way [123 Way |
Address Z: I I I
City; [Aurara fsurora |
State: L = L = [ =l
Zip: [0134 [50134 |
Emplover; [PreSchoal [Havester Inc. |
Motes: | ill | ill | ill
Relationship details for Austin, Jane
Custodial Status: |Custc|dial F'arent.f'Guardianj |Cusmdial F'arent.f'Guardianj |Other j
Frevent All Contact; v
Web Access: I 7 i
Receives Mail: v ¥
Receives Email: I v
gtauruljg ;?:kup v v -]
1| | i
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15.10

Contacts/Family

If your school has purchased Core Student Management, you can link family members/contacts and
update their common information once. Assign contacts for a chosen student. Specify relationships,
such as, parent, guardian, doctor, emergency contact, etc. Manage contact's custodial status,
relationship and web/mail access. Add more students to link family members, contacts and assign
relationship/custodial status details. Assign student properties to all family members, as appropriate.

Main > Students - Multi View > Contacts/Family

Family Student Properties ﬂ
Student Contact Mame: Jane Austin (11)
Jane Austin {11} Melissa Austin GO I 13[30.':;3;1 60134 RS LT
Tony Austin : :
Sibling(s): Email: jaustin@au.com edit email delete email logins
gis) Steve Mason -
Ally Austin {3} Student Portal Enaglish
. . - BETA
Tammi Austin (4)  Emergency Contact Only: Language:

Tom Austin(€) | pelanie Smith

Edit Properties | Merge Contacts

Add Student | Add Contact

All contacts related to Jane Austin

R L Name | Phone Numbers | Address | Employer Options
Relationship
Custodial Parent/Guardian Melissa Austin (h) 555-555-55585 123 Way |PreSchool Web/Records Access
IMother (C) 555-123-4567 Aurcra Receives Mail
maustin@au.com IL. 50134 Receives Email !
Can Pickup edit delete merge
Lives With

Disciplinary Contact
Custedial Parent/Guardian Tony Austin (h) 555-555-5555 123 Way |HavesterInc. |\Web/Records Access

Father (c) 555-123-9876 Aurora Receives Mail
taustin@au.com I, 60134 Receives Email "
Can Pickup edit delete merge
Lives With

Disciplinary Contact

Hong Steve Mascn edit delete merge
Lnzle &l Celele merge
Emergency Contact Only  Melanie Smith (h) 555-555-1234 Can Pickup

edit delete merge

Grandmaother -
< | »

Click on any Student or Contact name in the upper, left box to view their corresponding information in
the "Properties” box to the right. Modify their information, as needed. Additionally, contact details are
shown for students, relationship details are shown for contacts in the table below their properties.
Note: You can click on any name in the table to view their properties.

Note: Siblings from other schools in your district can also be viewed. Their address and home phone
can be updated when changing student data for a sibling at your school.

Add Student

Add another student to the family. Note: At least one contact, with a custodial status of either
"Custodial Parent/Guardian” or "Non-Custodial Parent", must exist before adding siblings to the
family.
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Add Contact

Add a contact to the family. Note: Once a contact has been created, a link to edit contacts will
appear on the "Students" page. Note: Email addresses for parent/contacts can be added here or at
Main > Email Addresses.

Edit Properties
Modify student or contact data, based on which person is selected. Change phone, address,

relationship details. Apply changes to other family members for common information.

Add/Edit/Delete Email

Create a new email account for the student or contact with an initial password. A different parent
portal language can be set for each individual email address, as needed. You may choose to send a
welcome email containing login and password information. Edit or delete an existing email for the
chosen student or contact. Edit email to merge two email accounts. For more details see the "Merge
Accounts" section.

Note: Email addresses can be also be managed at Main > Email Addresses.

Logins
View a history of successful/failed logins for a chosen student or contact. For more details see the "
Login History" section under "Login".

Edit

Modify either student or contact data, based on which person is selected. Also, update phone and
address changes for siblings/contacts. Note: You can also modify personal information for contacts
from Main > Students > Edit Contacts.

Delete

Remove a relationship for the chosen student. Note: This only removes the relationship between the
contact and the chosen student. It does not remove the contact from the family until they are deleted
from all students in the family.

Note: Removing all contact relationships for a student removes the student from the "Family".

Merge
Combine duplicate contacts into one. Note: Use caution when merging as this cannot be undone.
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15.10.1 Add Contact

Assign contacts for the chosen student for a chosen academic year. Choose from existing contacts
or create new. Specify parents, guardian, doctor, emergency contact, etc. Assign custodial status
and relationship details for the student and this contact.

Main > Students - Multi View > Contacts/Family > Add Contact

Add Contact to Family =
© Find an existing contact
% Create a new contact
Contact Properties
| =] Firstiame: | Last
Address 1 I
Address 2 |
City, State Zi|:|:| I j I
Home Phone I Work Phone: I
Other Phone: I Cell Fhone: I
Employer: I
|
Motes: LI
Add this contact to students
Prevent Primary
Add | student Custodial Relationship Con_lact Web/Records Recel_ves Recen_res _Can Ll\r_es Disciplinary Care
Status with Access IMail Email Pickup | With Contact =
Provider
Student

Jacquelyn
v lay II'-lune j Iﬁ.um j [} O O O I r r r

Jones {)
Addl Cancel

Create a new contact or add an existing contact to the family. Add address, phone when creating a
contact, or later edit student properties and automatically update common information. Note: Add
contact email addresses at Main > Email Addresses or from the "View Family" page.

Assign custodial status/relationship details between this student and the contact.

Check boxes to allow contact's access to the student and their information. Note: If "Prevent Contact
with Student" is checked, "Prevent Contact" will be shown on the Students pages in red.

Note: Once a contact has been created for this student, additional students can be added to the
family from Main > Students > Family/Contacts.

Note: Once a contact has been created, a link to edit contacts will appear on the "Students - Multi
View" page.
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15.10.2 Add Student
Add another student to the family. Assign student relationships for existing contacts.
Main > Students - Multi View > Contacts/Family > Add Student
Add Student to Family x|
Add Student to Family
SQarch;rI'-_-;pe here to search for a student |7
Add this student to contacts
Prevent Pamity
Custodial . . Contact | Web/Records | Receives | Receives | Can | Lives | Disciplinary
Auct{Contat Status HETEL) with | Access Mail | Email |Pickup| With | Contact | Car®
Student
I3 E;‘f;it?nsa | Custodial Parent/Guardian »| |Father -l 2 |2 |2 2 O = O
I3 Iggrm [ Custodial Parent/Guardian »| [Father =l 2 |2 |2 2 O = O
2 E‘It::zn | Other =] |uncle - F
2 g‘lsﬂlﬁgie | Emergency Contact Only ~| |Grandmother =l 2

Save | Cancel |

Search for a student to add to this family.

Check the contacts to add to this student. Assign the custodial status, relationship and access to the
student and their information. Note: Details can be different for each student/contact combination.

Note: Only existing students can be added to the family. To add a new student, first create the

student.
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15.10.3 Edit Student Data

Add or modify student address and phone. Apply the information to other family members as
appropriate. Modify custodial status, relationship details, web access, for the student's contacts.

Main > Students - Multi View > Contacts/Family > [select student] > Edit Properties

Edit Student Data

Student Properties

Mame:

Address 1:

Address 2:

City, State Zip: JAurora

Home Phone: [§55-655-5555

Also Update Address and Home Phone for:

Students

¥ Jane Austin

[ Tom Austin
Contacts

[T Melissa Austin
[T Tony Austin

[T Steve Mason

Contact

Custodial
Status

Relationship

Prevent Contact
with Student

Tony Austin

Melissa Austin ICustodiaI F'arenthuardianj |M0ther

ICustodiaI F'arenthuardianj |Father

Steve Mason | Other

j | Other/Unknown

Melanie Smith IEmergencw,.r Contact Only j IGrandmother

BN B

Check other family members to apply the same address/phone changes.

Make necessary changes to the custodial status/relationship/web access for the chosen student using

the dropdown or check boxes.

Note: Options for the check boxes change based on the chosen custodial status.
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15.10.4 Edit Contact Data

Modify contact data, custodial status/relationship/web access details for a chosen contact. Also,
update address and phone for siblings/contacts.

Main > Students - Multi View > Contacts/Family > [select contact] > Edit Properties

Edit Contact Data x|
Contact Properties Also Update Address and Home
- - Phone for:
[ | First Name: [Melissa Last [Austin
Address 1 |123 Way S
I™ Ally Austin
Address 2: |
|A | J | " Jane Austin
City, State Zip; fAurora IL | |60134
™ Tammi Austin
- [555-555-6555 \ :
Home Phone: I Work Phone: I ™ Torm Austin
Other Phone: | Cell Phone: |555'123455? Contacts
Employer.  |PreSchool ¥ Melissa Austin
| [T Tony Austin
MNotes:
= [T steve Mason
Prevent Primary
Student Custodial Relationship Con_lact Web/Records Rece|_ves Rece\\fes pan Lives | Disciplinary Care
Status with Access Mail Email Pickup | With Contact X
Provider
Student
Jane - -
Austin |Cu9t0d|a| F'arent.quardmnj |M0ther j I I I I v v [l
(1z)
Iﬂgm ® | Custodial Parent/Guardian =| |Father = 2 2 2 I3 O I O
Savel Cancell

Make necessary changes to the custodial status/relationship/web access for the contact's student(s)
using the dropdown or check boxes.

Check other family members to apply the same address/phone changes.

Note: Options for the check boxes change based on the chosen custodial status.
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15.11

Student's Rosters

View all classes for which a student is on a roster. Add the student to additional rosters and/or
transfer them between classes, as needed.

Main > Students - Multi View > Rosters

Student's Rosters N
Student: Austin, Jane
Academic Year: 2002-10

Add Student to Rosters | Transfer Averages | Copy Schedulel Elackl
Instructor Title E;id;gg Schedule Options
Geometry Q1 (active) Weight 1
) Course Num: 211 Q2 (activel |4 oot edit delete
Birdman J Section: 1 Q3 (active) 1 MTWTHF Take Attendance transfer
Subject Area: Mathematics Qi (active)
Biology Q1 (active) Weight: 1
. Course Mum: 127 Q2 (activel | |- v o D iy af edit delete
Birdman J Section: 1 Q3 (active) Inactive on Roster Take Attendance transfer
Subject Area: Science Qi (active) e
Health Q1 (active) Weight: 1
Course Mum: 215 Q2 (active) Q1.3 MTWTHF = edit delete
ChaseB  cottion: 1 Q3 (active) Q2 3MTWTHF | ore AEndance oo orer
Subject Area: Health / Physical Education . Q4 (active)
Chemistry Lab Q1 (active) Weight 1
Course Mum: 101-L Q2 (activel |, et edit delete
Jones K Section: 1 Q3 (active) 4 MTWTHF Take Attendance transfer
Subject Area: Science Qi (active)
Chemistry Q1 (active) Weight 1
((Rutnerford & course Hum. 101 Q2 (acthvel |5 pmyTHE Tale Atendance edit [',EIEIEEI
1 »

Manage individual student rosters from this page, or manage class rosters from "Main > Classes >
Roster".

Add Student to Rosters
Add the chosen student to existing class roster(s).

Transfer Averages
Modify student's averages and/or weights for transferred classes. Values chosen will affect the
student's overall grade.

Copy Schedule
Copy one student's schedule to other students.

Clear Schedule

Remove a student from one/many class roster(s) in the chosen academic year. Note: Must be done
prior to start of the academic year or prior to the first day of the student's enrollment in the class. Use
caution as this cannot be undone.

Edit
Modify the student's enrollment information. For more details see the Classes "Edit Roster" section.

Delete
Delete students from a chosen class roster. Note: Scores and comments will also be deleted.
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Instead, you may want to update their enroliment details to have them marked "inactive" which
preserves their records.

Transfer
Move a chosen student between existing classes. Transfer their grades with them. Note: The class

grading scale must calculate averages in order to transfer students. View more details on transferring
students in the "Transfer Student” section.
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15.11.1 Edit Student's Roster

Update a student's enrollment information for a chosen class.
Note: Student roster enrollment, active/inactive, is calculated based on the student's entry/exit dates.

Main > Students - Multi View > Rosters > Edit

Edit Roster Al

Student: Allen, Tom
Class: 2012-13 Social Studies (Section 1, M. Million)

Roster Mumber: |2

Ent Date:l H h . _
i sl Choose Grading Periodd

Roster Enrollment; [?] Exit Date: I EH

Current Status: Active

Transferred Out: Mo -

Motes:
Ok | Cancel |

Hote: Click here to edit general student info (name, student number, phone, etc.).

Savel Eiackl _lﬂ
3

1| |

Roster Number: Provide a roster number for the student used for tracking and sorting rosters.

Roster Enroliment

Student current status on rosters is determined by the entry/exit dates. Enter dates or choose grading
periods. Future dates can also be entered. Set dates in the future for roster changes that will then
take effect automatically on the chosen date. Note: Entry/exit dates default to the first/last day of the
academic year when no dates are entered.

e Entry Date: Indicate when the student started in the class.

o Exit Date: Indicate when the student left the class. Note: If the student was transferred out of this
class, their transfer date will appear as the exit date.

e Choose GP: Choose grading periods to have dates filled in automatically. The "First Date" of the
earliest chosen grading period and the "Last Date" of the last chosen grading period will be entered
respectively as the Entry/Exit dates.

Current Status: Active, Inactive, or Future, based on roster enroliment entry/exit dates.

Transferred Out: Indicates if the student transferred out of this class. When transferred is yes,
students are marked inactive and the transfer date is shown as the "Exit Date". Note: If transfer is
yes, student's grades will not appear on progress reports, report cards or transcripts for the class they
transferred from. If needed, grades must be manually entered, or to view existing grades, change
"Transferred Out" to "No". The student will then appear on the Instructor's "Scores/Comments" page
for both classes. Use these steps to also "undo" a transfer. Once the student is active again, delete
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them from the roster of the class they transferred to.
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15.11.2 Copy Schedule

Copy a student's schedule/rosters to one or more students. This is useful when many students share

the same schedule.

Main > Students - Multi View > Rosters > Copy Schedule

Copy Student Schedule -l
Student: Austin, Jane - 10 Search:[Jane Austin {ex: 7 j smith) [7] Academic Year: | 2003-10 =l
Current Schedule/Rosters
W Instructor Class Schedule

v Lunch 2, Section 2 g MTWTHF
W  Birdman Jay Geometry, Section 1 1 MTWTHF
[T Birdman Jay Biclogy, Section 1
¥  Chase Brian Health, Section 1 Q1-02: 3 MTWTHF
¥  Chase Brian Fhys Ed, Section 4 - Baskethall & Tennis Q3-04: 3 MTWTHF
W Jones Karen Chemistry Lak, Section 1 4 MTWTHF
W  Rutherford Ann Chemistry, Section 1 2 MTWTHF
W  Rutherford Ann Study Hall, Section 1 7 MTWTHF
¥ Smith Matt English, Section 1 G MTWTHF
[ Smith Matt Fhys Ed, Section 1
Grade Level: | 10 - Tenth Grade j Homeroom: |AII j

-

Copy to Student{s)

" Baker, Bob B.
W Jones, Hector
[ Long, WMichael
W Wanning, Fred

V¥ WMartin, Emily
™ Moore, Emma
¥ Moore, Melissa

[ sanders, Susan

¥ Smith, Amanda
[ Wade, RoberttR

[ Woodman, Tammara

Elau:kl

4]

Student: Search for a student whose schedule you wish to copy.

Academic Year: Choose a year to view/copy the student's schedule. Note: Schedules cannot be
copied when using automated scheduling in a future year.

Current Schedule/Rosters: Select which classes on the student’s schedule/rosters to copy. Note:
Classes for which the student is ‘inactive on the roster' still appear, but their schedule information is

blank.

Copy To Student(s): Select to which students the schedule will be copied. Narrow student selection
by grade level and/or homeroom, as needed. Note: Chosen classes will be copied to all grading
periods for selected students.
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15.11.3 Transfer Student

Easily move students between classes. Transfer students out of a class for which they're currently on
the roster. Add them to the roster of a new class. Transfer gradebook averages to the new class.
Note: Classes must have the same grading scale and grading periods in order to transfer students.
If your school uses report cards, the classes must also use the same assessment list.

Note: Transfer student only transfers a grading period average score. To move a student to another
class roster and copy their grades for matching assignments, use Main > Classes > Roster > Copy.

Main > Students - Multi View > Rosters > Transfer
_OR_
Main > Classes/Sections > Roster > Transfer

Transfer Student -]

Student: Austin, Jane
Class: 2008-09 127-Biology, Section 1, Birdman

6/19/2009
Gradebook Data Report Card Data Transfer Date
Weightin | Copy [ Transferreportcard "LastDay | [December =|[19 =|[2008 =]

Grading Average New Progress grades {inald -

Period Class Report " Transfer report card class) J

= Comments comments First Day
l_ I_ {in new 1/5/2009
o1 2 100 ~ class):

Qz IQE 67 IEIO ™
o] | | r
Q4 I— I— -
Transferl Elackl
Transfer Student to: Details
{ 2008-09 fth Grade English, Section 3 Different Report Card Grading Scales
- Student Already Enralled

= 2008- Secti ' 4 )

2008-09 Lunch 1, Section 1 Different Report Card Grading Scales
{ 2008-09 Reading
¢ 2008-02 127-Biclogy, Section 2, Birdman

| = 20NR-N4 fith Grade Fnnlish Sertion 1 Rirdman | _ILI
4 »

Grading Period / Grade / Weight:

The current gradebook average(s), per grading period, will be displayed. For closed grading periods,
a weight of 100% will automatically be entered. For active grading periods, you'll need to enter a
weight. The weight should be chosen to most accurately reflect the student's current performance in

the class.

For example: If the transfer is happening at the middle of the grading period, and roughly half of the
class grades are entered, you'll probably want to use a weight of 50%. The student's average will
then be transferred to the new class and count for 50% of the total grade for the remainder of the
grading period.

Initially, the student's average will transfer over exactly. Then, once other assignments get graded,
their Total grade will be calculated by applying the transfer weight to the transfer average, and the
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remaining weight to all post-transfer scores. For more details on transfer average calculations, see
the "Transfer Average Explanation" section.

Transferred averages will appear on the Instructor > Scores/Comments page for the grading periods
in which the transfers were made. The transfer average will also show on progress reports.
To view the transferred grade details go to Main > Students > Rosters > Transfer Averages.

Report Card Data:
If the subject is on a report card, choose to also transfer report cards grades and/or comments.

Transfer Dates: Enter the last day the student will be in the class. The first day in the new class will
be automatically calculated using the school's academic calendar.

Transfer
Transfer students from one class section to another section of the same class: (ex: Biology, section 1
to Biology, section 2) or from one class to a similar class: (ex: Algebra to 8th Grade Math)

- Transfer the student and the gradebook average from one class to another.
- Assign weights to maintain the student's class performance in the new class.

Note: Students will continue to show as "enrolled” in transferred classes to preserve their enrollment
history.

Note: The student and class roster pages will show the transfer information. However, on other
pages, you will NOT see the student for the classes they've transferred from. (Attendance, Scores/
Comments, Progress Reports, etc).

Certain conditions may exist that will not allow for student to transfers between classes:
- Grading Scale Mode Does Not Match: Percentages vs Points
- Different Grading Periods: Q1-Q4 to Fall-Spring: Grading periods must, at a minimum,
contain the same periods, however, additional periods are allowed.
- Different Report Card Grading Scales: Classes must use the same grading scale. If the
class grading scale is used on the report card, the scale grades and min % or points must be
the same for both classes.
- Different Report Card Assessment Lists: Scores and Comments vs any other
- Student Already Enrolled: Student on the class roster, even if previously transferred out

Note: If you can't transfer to the desired class, go to Students > Rosters > Edit and manually transfer
the student by setting the "Transferred Out" field.

Note: To move a student from one class to a completely different kind of class: (ex: Chemistry to
Painting - basically add/drop), go to Classes > Rosters > Copy. Copy the student to the new class,
then edit their roster enrollment details to have them marked "inactive" in the old class while
preserving their grade.
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15.11.4 Transfer Averages by Student

Modify transfer averages and weights for the chosen student. View current transfer averages/weights
for all classes from the student's roster. Change averages and/or weights, as needed, to accurately
reflect student's performance in class(es).

Main > Students - Multi View > Rosters > Transfer Averages

Transfer Averages -

Student: Austin, Jane
Academic Year; 2008-09

Savel Eiacl-{l
Grading Weight
Class Period Average 21
Q1 | |
Lunch az I I -
Section: 1 a3 I |
Q4 | |
Q1 92 [100
Biology a2 [96.67 90
Section: 2
Instructor: Jay Birdman Q3 | |
Q4 | |
Q1 | |
Spanish Exploratory Q2 | | Ad
4 | 2

Updates will appear in the "Transfer Average" column on the Instructor's "Scores/Comments" page.
The student's total score will be recalculated to reflect the change(s).

Note: The Transfer Average only shows on the "transfer to" class for the grading period(s) in which
the student transferred.
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15.11.5 Transfer Averages Explanation

The "Transfer Average" column on the "Scores/Comments" page shows the averages transferred
from the previous class, along with the transfer weight, for each transferred student.

0 =
& S
= v
=
(-] - = f-nh
= = = =] -
- & S, = =
e | & m | |7 -
£, ~ v - 3 =
N o 5 w9 E g
W t 3 = ] @ il
-t = —
(TR R TR B = o
Date Due 1157 | 1273 12417
Fossible Pts 50 100 100
Average @ g a1 93,3 02, 55%. =4
Andrews, Todd & 47 5 a7 213 | z50 85 .2%=h
Austin, Jane it a7 97 | 100 | 96.67(90%) 96.7%=4
Cruz, Maria il 93 95 194 | 200 92(25%) 95.75% ="~

Initially, the transfer average will be the only score for the student.
As grades for assignments in the class are entered, the student's total score will reflect the
combination of those assignment scores and transferred average, based on the transfer weight.

For example:

Jane Austin, above, has a transfer average of 96.67, with a weight of 90%.

She got a 97 on her final exam in the new class. That score will carry the weight of the remaining
10%.

Her Total score is calculated as follows:
96.67 x .90 = 87
97.0 x.10=9.7
87.0 + 9.7 = Total score of 96.7

For any assignments graded in the new class, the Points Scored is divided by the Points Possible and
then multiplied by the remaining % weight.

The result is then added to the Transfer Average, after it's multiplied by the transfer weight, for the
Total score.

In another example:

For Maria Cruz, above, who transferred sooner, her average of 92 carries a weight of only 25%.

She completed two assignments in the new class for a total of 194 points scored out of 200 possible.
Those scores will carry the weight of the remaining 75%.

Her Total score is calculated as follows:

194 /200 =97
97.0x.75=72.75
92.0x.25=23

23 + 72.75 = Total score of 95.75
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When using categories for your assignments, the calculation is a little more complex, but follows the
same pattern.

L]
3 o 0 M 3
=] = = - =]
= = o & =
o = =2 =t o
Iy = T o] =5 = -
o = = -7
= o |4 | B w I |3
0] o = o o o 2 | =
= |3 - = " = - = =
O N R - - 3 &
o b =4 o = = -4 |2 |2
=T} o = — f—
W[ B b gl | | 5 (x| =
Date Due 11414 11421 12/3 | 1/8 1/8
Categary Hormewno,,| Test | Test |Partic..Homewao,,
Possible Pts 10 50 | 100 | 25 10 B0% |20%[20%
Average il 42.78|F 20 §2.3 | 82.5| 90 75 |B24420.5] 90
bl s il 938 (a7 43 | 93 | 25 8 95 | 75 |100
Jones, Maureen | 73.9 |C 7 35 | 74 20 7 72.67| 70 | 80 [74(75%)

Maureen Jones, above, has a transfer average of 74, with a weight of 75%. Assignments completed
for the rest of the class will carry the weight of the remaining 25%.

Each category score is calculated using their corresponding weight. The sum of all categories is then
weighted by the remaining 25%.

Her Total score is calculated as follows:

First the category calculations are completed:
Category "Test": 72.67 X .6 = 43.6
Category "Homework": 70 X .2 =14
Category "Participation™: 80 x .2 =16
Sum of all categories: 43.6 + 14 + 16 = 73.6

Then, the remaining weight (25% for this example) is applied to that score:
73.6x.25=184

Then, the transfer average is calculated using the transfer weight (75% for this example):
74 X .75=55.5

Finally, the two are added together for the Total score:
18.4 +55.5=73.9
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Transfer averages for points based grading scales are calculated similarly.

Transfer
Letter
TutElIﬂ Grade | Book 2 1 Vocabulary 2 (1 ALH'E
Date Due 148 1/a
Wireight 1 1
Average il 5.3 54 3 3.5
Baker, Mandy ﬂ 36 E 3 4 A(20%:)
Connor, Ralph ﬂ 3 S+ 3 3

Mandy Baker, above, has a transfer average of 4, with a weight of 20%.
the rest of the class will carry the weight of the remaining 80%.

Her Total score is calculated as follows:
Transfer average: 4x .2 =.8
New assignment scores: (3+4)/(1+1)x.8=2.8

Total Score: .8 + 2.8 = Total score of 3.6

Assignments completed for
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16

Grading Periods

View/manage grading periods for a chosen academic year. Student grades/attendance are entered
into active grading periods. Manage grade/attendance entry by marking grading periods "Active" or
"Closed".

Note: If your school also uses the "Grade Reporting" module to generate report cards, admins need
to manage report card grading periods; mark active, closed or complete, in addition to the school
grading periods. This is done at Main > Grade Reporting > Define Report Cards > Mark Active/
Closed.

Main > Grading Periods

Grading Periods -
Academic Year: | 2010-11 j
Grading First Last ) )
Year Period Date Date Active VWeight External ID
201011 Q1 8/25/2010  10/20/2010  closed 25 edit delete
add to classes
201011 Q2 1MR2010  1H42011 cosed 25 edit delete
add to classes
2010-11  Sem #1 closed edit delete
add to classes
201011 Q3 11812011 3252011 cosed 25 edit delete
add to classes
201011 Q4 32812011 6312014 acive 25 edit delete
add to classes
2010-11  Sem #2 closed edit delete
add to classes =
Create Grading Period | Back to Main | -
4| | pI

A recommended approach to managing grading periods would be:

¢ Near the beginning of a new grading period, mark the new grading period active. Also mark this
grading period active in each of the instructors’ classes.

o Follow-up 2 weeks later and close the old grading period. (See the "Edit Grading Period" section
for more details.) This will close any “stragglers” that teachers did not already close. Typically,
teachers have finished, but did not remember to close the grading period. This also has the
advantage of cleaning up the parent view so they will not see old grading periods by default.

e See "Start a New Grading Period" for more details on managing grading periods.

Create Grading Period

Create new grading periods for a chosen academic year. Two methods for creating grading periods
are provided, automated and manual.

o Automatically create all grading periods for a new academic year using the grading period wizard.
e Manually create grading periods when previously grading period(s) exist for an academic year.

Edit
Modify an existing grading period, mark them active/closed. Also updates corresponding status of
classes for the chosen grading period.

Delete
Remove an unused grading period. Note: You cannot delete a grading period once it's been used.
Mark it "closed" instead.
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Add to Classes

Add the chosen grading period to one/many classes. Note: Only classes missing the grading period

will be shown.
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16.1

Grading Period Wizard

The grading period wizard will lead you through creating grading periods for your school. This option
is automatically provided when no grading periods exist for an academic year. After grading periods
are created, add classes to them using the "Add to Classes" link on the "Grading Periods" page.

Main > Grading Periods > Create Grading Period

Select the grading periods that are most applicable to your school. Note: If the periods shown don't
meet your needs, select "Other" to manually select and create grading periods.

Create Grading Periods B

| Final Grades || Exams || Dates & VWeights |

What types of grading periods do you use?

' Quarters (21, G2, Q3, Q4)
' Trimesters (T1, T2, T3)

' B-Week Terms (M1, T2, T3, T4, T5, TG)
Other

== Freyious | Mext ==| Save| Cancel -
4| | 3

Semester or final grades are used by schools that record a separate grade at mid/end of year.
Corresponding summary grading period(s) will be created based on your choice. For more details
see the section below on "Summary Grading Periods". Note: There must be a summary grading
period defined for the academic year in order to calculate yearly GPAs on report cards.

Create Grading Periods B

M| Exams || Dates & VWeights |

Do you give semester or final grades?

' Mo
" Final Grade Only

" Semester Grades (Sem 1, Sem 2)

1] |

<= Previous || Mext ==| Save | Cancel _ILI
3
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Exam grading periods are used by schools that want a separate record of exam grades. Select
exams that have grades calculated/recorded separately from other student grades. Corresponding
exam grading periods will be created based on your choices. For more details see the section below
on "Exam Grading Periods". Note: Choices differ based on final grades chosen above.

Create Grading Periods B

Periods || Final Grades || Dates & VWeights |

Do you give semester or final exams?

Do you give semester ar final

[T Midterm Exam

[ Final Exam [T Semester 1 Exam

[T Semester 2 Exam

<< Previous || Mext »>| Save | Cancel -
d | o

The wizard will initialize your grading periods based on the data provided and the start/end of your
school year. Finalize the dates for each grading period. Assign weights based on how your grades
factor into students' overall grades.

Periods Final Grades Exams
Enter start dates, end dates, and weights for your grading periods.
Orading Start End Weight
a1 [pr26r2010 [F | B ||
Q2 | sl = |
Midterm Exam Mo date required Mo date required I
Q3 I H I H I
Q4 | T izt
Final Exam Mo date required Mo date required I e
<< Pravious | [ext == || Save| Cancel -
1| | _’l_l

Weight: (optional) Weighting for grading periods is optional, but can be useful when calculating
overall grades, especially when summary/exam grading periods are in use. A weighted average of
the grades for each grading period will be calculated. For more details see Main > Grading Periods >
Enter Summary Grades.
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16.2 Manually Create Grading Period

Manually create grading periods when previous grading period(s) exist for an academic year. New
grading periods can also be added to existing classes. Note: The default for new grading periods is
“closed". Mark the current grading period "Active" to allow instructors to create rosters, enter grades,
etc.

Note: Itis recommended that high schools, generating transcripts, use either "Sem#1 and Sem #2"
OR "Final" summary grading periods.

Main > Grading Periods > Create Grading Period

Create Grading Period B

Academic‘reanlzﬂﬂﬁ-ﬂg *I

Grading Period to Create

*Grading Period |I"u'1idterm Exam j

First Date | v| s
Last Date I vI s

*Active?: Mo =

*Sorting: |Eletween 22 and Q3 j
Weight —

External ID |

*required field

Add New Grading Period to the Classes
Add?

v Classes

I 2003-09 6th Grade Enaglish, Section 3
r 2008-09 Lunch, Section 1

[+ 2008-09 Reading

v

2008-09 127-Biology, Section 1 _|;|
4| | b

Academic Year: Choose the academic year for creating the grading period. If classes are already
defined for that year, you may choose to add the new grading period to the classes.

Grading Period: Select the grading periods that are most applicable to your school. For instance, if
your school has four quarters in an academic year, then it will make sense to designate Q1, Q2, Q3,
and Q4 as the grading periods.
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e Special Grading Periods: Define special grading periods for exams, semester and year end,
when needed. For more details see the sections below on "Summary Grading Periods" and "
Exam Grading Periods". Note: There must be a summary grading period defined for the
academic year in order to calculate yearly GPAs on report cards.

First Date/Last Date: The start and end dates are used to separate attendance data into the
appropriate grading periods. Note: First/last dates cannot be set for Exam or Summary grading
periods.

Active?: Manage grade entry for each grading period by marking them active/closed. Teachers can
create rosters, enter scores/comments into “active” grading periods only. Teachers can view but not
modify “closed” grading periods — these periods are saved for posterity. Parents and students will see
“active” grading periods only by default.

New grading periods default to "closed", so to get started, mark the first grading period active.

Note: Teachers can override the active grading period for their individual classes. This allows them
the flexibility to get started early or finish late. This way the admin does not need to worry about
locking out individual teachers — they can always get into their classes’ grading periods individually.

Sorting: Determines where in the list to place the new grading period.

Weight: (optional) The weighting scale for grading periods is optional, but can be useful when
calculating overall grades, especially when summary grading periods are in use. A weighted average
of the grades for each grading period will be calculated. For more details see Main > Grading Periods
> Enter Summary Grades.

External ID: (optional) This feature is to be used if you plan to import data.

Add new grading periods to classes: Create the grading period in chosen classes. In addition to
the school’s grading periods, each teachers’ class is also divided into grading periods. This allows
teachers to give separate grades for each grading period.
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16.3

Edit Grading Period

Modify an existing grading period. Open/close grading periods throughout the year to manage entry
of grades, attendance, etc. For more details on managing grading periods throughout the year see
the "Start a New Grading Period" section.

Main > Grading Periods > Edit

Edit Grading Period

Year: 201314

*Grading Period: |Q1 vI
First Date: Ia_.f21_.f2|j13 H
Last Date: |1Uf11_f2[]13 i

Yeg =

H

*Active: ¥ Update active status of classes/sections too

¥ Create news feed item for instructors

Weight: I 1

*Sorting: |T|:|p of list (before Q2) j

ExternallD: |

Save| Back| _|;|
3

1 |

Grading Period: Select a grading period from the dropdown list.

accordingly.

add/remove them on teachers' working lists.

feeds.

First/Last Date: Modify grading period start/end dates, as needed. Note: Use caution when

changing grading period dates once they're in use. Dates do not apply to Exam and Summary
grading periods.
¢ When changing existing dates an option is provided to also update student roster entries

125

Sorting: Modify the grading period sort order for the year.

External ID: (optional) Add/modify the external id used when importing data.

Active: Teachers enter assignments, grades, attendance in active grading periods. Close grading
periods to prevent data entry and preserve historical data.
e Update active status of classes/sections too: Push active/closed status to classes/sections to

o Create news feed item for instructors: Show grading periods modifications on teacher news
Weight: Add a default weight for grade calculations. This is most often used when exam and/or

summary grading periods are also in use. For more details see Main > Grading Periods > Enter
Summary Grades.

© 2001-2013 Common Goals Systems, Inc.




126 Admin Basic Setup

16.4 Summary Grading Periods

Use special grading periods for exams, semester and year end, when needed. Schools can use any
combination of regular, exam and summary grading periods to meet their grade reporting needs.

Summary grading periods are used most often by schools that calculate GPAs and generate student
report cards. They provide an easy way to separate grade calculations at the end of each semester
and the year.

Note: There must be a summary grading period defined for the academic year in order to calculate
yearly GPAs on report cards.

Note: It is recommended that high schools, generating transcripts, use either "Sem#1 and Sem #2"
OR "Final" summary grading periods.

Sem #1, #2 Grading Periods: For schools that provide a summary grade at the end of each
semester, in addition to quarterly grades.

Final Grading Periods: For schools that provide a single, final grade for the entire year.

Admins manage summary grading periods, mark active/closed, the same as regular grading periods
to allow teachers to enter coinciding grades. Additionally, admins enter weights for each grading
period to assure proper grade calculations. This can be done throughout the year, as weighting may
change as the year progresses.

For semester or year end grading periods, instructor's grade entry is somewhat modified. Instead of
importing grades from their gradebook, the grades are calculated from previous grading periods using
assigned weights.

For more details see the following section "Enter Summary Grades".
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16.4.1 Enter Summary Grades

At the end of each summary grading period, admins need to perform some maintenance operations to
allow instructors to calculate/enter summary grades. Summary grading periods are Sem #1, Sem #2,
and/or Final.

Activate Grading Periods: About two weeks before the end of the summary grading period, edit it to
make it active. This allows teachers to calculate/enter summary grades.

Note: The regular (Q2 or Q4) grading period should already be active for grade entry, if not, mark it
active.

Note: If your school also uses exam grading periods, the corresponding Exam Grading Period must
also be marked active.

Main > Grading Periods > Edit

Note: You'll want to check “Update active status of classes/sections too”, this makes the
teachers’ classes active too.

Set Default Weights: Edit each grading period that will be used in the summary grade calculation
and set a default weight to the appropriate percentage. If you're using separate "Exam" grading
periods, you'll want to also include them in the weighting. Setting the defaults here will initialize the
values for instructors when they calculate/enter the summary grades. Grading periods not used in the
calculation can be left blank or set to zero.

In the example below, Q1 and Q2 each will be 40% of the Sem #1 grade, with the exam comprising
another 20%:

Year %r:g{;r:jg E';?; IE}Z?; Active Weight
2009-10 Q1 8/1/2009 10/16/2008 closed 40
2009-10 Q2 10192008 121812009 active 40
2009-10 Sem #1 Exam active 20
2009-10 Sem #1 active

Calculating Final Summary Grades:

Final summary grades can be calculated in one of two ways. Set the default weights based on how

final grades will be calculated at your school:

1. Calculate grades using grades from previous regular grading periods. For example: Set all 4
quarters to 25 to weigh them equally in the Final calculation.
Note: All previous grading periods must have grade entry complete prior to calculating summary
grades, including Exam grading periods, when used.

2. Calculate grades based on previous summary grading periods (Sem #1, #2). For example: Set
Sem #1, #2 each to a 50 percent weight for the Final calculation.
Note: All semester summary grades must be calculated prior to calculating the final summary
grades.

Instructors Generate Grades:

Once the weights have been set up, teachers run the "Overall Grades" report to generate semester/
final grades. Details on instructor summary grade entry is covered in the Gradebook Guide and
Online Help at Instructor Main > Report Cards > Overall Grades.

Close Old Grading Periods: After all grade entry is finalized close each old grading period.

Main > Grading Periods > Edit
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Note: You'll want to check “Update active status of classes/sections too” to remove classes from
teachers' active/working list.

Note: Teachers can calculate summary grades in their gradebook if the corresponding option is set.
This option is set for the entire school. For school's that don't use the Grade Reporting module,
contact TeacherEase support to allow this option. Otherwise, see Admin Main > Grade Reporting >
Options for more details.

16.5 Exam Grading Periods
Use special grading periods for semester/midterm/final exams, when needed.
Exam grading periods are used by schools that want a separate record of exam grades.

Sem #1, Sem #2 Exam Grading Periods: For schools that calculate semester exam grades
separately from other student grades. For example: Use the “Sem #1 Exam” if grades are weighted
Q1-40%, Q2-40% and Sem Exam-20%. On the other hand if the Sem Exam is averaged into Q2, it
would not need its own grading period.

Midterm, Final Exam Grading Periods: For schools that record these exam grades separately from
all other grading periods. For example: Use the “Midterm Exam” if grades are weighted Q1-40%,
Q2-40% and Midterm-20%. On the other hand if the Midterm Exam is averaged into Q2, it would not
need its own grading period.

Exam grading periods are managed, marked active/closed, the same as regular grading periods to
allow teachers to enter coinciding grades. Additionally, admins enter weights for the grading periods
to assure proper grade calculations. This can be done throughout the year, as weighting most likely
will change as the year progresses. For more details see Main > Grading Periods > Enter Summary
Grades.

Teachers create a coinciding exam assignment for exam grading periods, enter exam grades in their
gradebooks and then import the grades into report cards, if used. This process is the same as for
regular grading periods.
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16.6

Start a New Grading Period

At the beginning of each grading period, the Schoollnsight admin needs to perform some
maintenance operations.

Note: Grades and attendance can only be entered in "Active" grading periods.
Activate New Grading Period: About two weeks before the start of a new grading period, edit it to
make it active. This allows teachers to enter grades, attendance, etc.

Main > Grading Periods > Edit

Note: You'll want to check “Update active status of classes/sections too”, this makes the
teachers’ classes active too.

Turn on Report Cards: At the end of the grading period, activate report cards so teachers can enter
report card grades.
Note: This step is only needed if your school uses the Schoollnsight Grade Reporting module.

Main > Grade Reporting > Define Report Cards > Mark Active/Closed

Close Old Grading Period: After all grade entry is finalized, and report cards have been generated,
close the old grading period. Also, mark the report card grading period "Complete”. This prevents
grades from being changed and allows parents to view the information on the parent portal.

Main > Grading Periods > Edit

Note: Check "Update active status of classes/sections too" to remove classes from teachers'
active/working list.

Main > Grade Reporting > Define Report Cards > Mark Active/Closed
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17

Grading Scales

View/manage grading scales for your school. Teachers give grades based on grading scale(s)
assigned to their classes. Create grading scale(s) from provided templates, then edit the details to
meet your school's specific grading needs. Create as many grading scales as required. Once
defined, assign scales to courses and/or classes.

Note: Grading scales do not automatically default to courses/classes. Assign grading scales to
courses to automatically populate their corresponding classes/sections with the same scale. Grading
scales can also be assigned to individual classes/sections, as needed. See the "Course Catalog"
section for more details.

Note: Some districts may choose to define and manage grading scales at the district level only.
District scales cannot be modified by schools. Schools may not have permissions to create additional
grading scales.

Main > Grading Scales

Grading Scales ]
Title Scale
A, B, C,D0O,F (District Scale} view refresh
: ! Letter | ,.. . Standard ; _—
Mode: Percentage s Min % | GPA Notes Skill Level Passing
Calculate Average: Yes
Used For GPA: Yes A a0 4 Excellent 4 Yes
Round: Yes - Round above B a0 3 Very Good 3 Yes
0.5 P - = :
Show on Repart C 70 2 |Average 2 Yes
CardMTranscript Yes 0] 60 1 Below Average 1 Yes
F 0 0 Failure ] Mo
50,B view edit delete
: Letter : Standard - e
[Mode: Points ) s Points | GPA Notes Skill Level Passing refresh
Calculate Average: Yes
Used For GPA: Yes 3 3 3 Secure 3 Yes
Round: Yes - Round at mid D 2 2 Developing 2 Yes
paint A 5
Show on Repart B 1 1 Beginning 1 Yes
CardiTranscript Yes
Mote: Special qrade codes may he used to provide report card grades not on the class’ grading scale (e.g. | for Incomplete).

¥ Hide Inactive Grading Scales

Create Grading Scalel Elac:kl -
1 | D

Mode: Each grading scale is either percentage or points based. For more details see the "Grading
Scale Modes" section that follows.

Edit

Modify existing grading scales. Change the letter grade, points/percentages values, GPA, notes.
Designate values for standard skill levels, as needed. Note: Once used, the "Scale" values cannot be
modified. Mark scales active/inactive. Note: Teachers cannot use inactive grading scales.

Delete
Remove the grading scale from your school. Note: Once used, a grading scale cannot be deleted.

Refresh
If your school options allow instructors the ability to modify their classes’ grading scales, the “refresh”
link will overwrite individual changes and set the scales to match new saved settings. Note: This
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17.1

option is set at Main > Options.

Note: If your school uses Grade Reporting, you may want to use the provided link to create "Special
Grade Codes" for use on Report Cards.

Grading Scale Modes
Teachers often grade differently. To support this variation, Schoollnsight supports two different

grading scale modes: points and percentages. Depending on the mode, each letter grade will be
represented either as a minimum percentage or point.

POINTS PERCENTAGES
I&?_Et;g Points MNotes I(‘;?_;t;; Min %o Notes
s 3 Secure & 0% Excellent
) 2 Ceveloping | B 80% Yery Good
B 1 Beginning z 70%. Average
] A0 Below Average
F 0% Failure

Points Mode: The points scale is often used at the elementary level, and to assess conduct,
participation, etc.

When the grading scale mode is set to points, students' averages are shown as a point value (i.e.
Mary's final average in English is 3, so she receives an S, which =3, for Secure). Points mode is
useful when teachers don't give "letter grades." It's also useful when grading according to standards.
Note: When the mode is set to points, once a letter grade is used to enter students' scores, you
won't be allowed to change that letter grade or its points.

If the mode is points, each letter grade will be given a point value. When teachers enter scores, they
can enter either points or letter grades. When calculating a final letter grade, Schoollnsight averages
the scores together and chooses the nearest letter grade.

For example, if the grading scale is:
S = 3 (secure)
D = 2 (developing)
B = 1 (beginning)
and the assignments are weighted equally with scores:
Assignment 1 =S (3)
Assignment 2 =D (2)
Assignment 3 =D (2)
the average would be 2.33=D.

Percentage Mode: The percentage scale is often used at the middle and high school level.

When the grading scale mode is set to percentage, students' averages will be shown as a percentage
(i.e. John's final average in Math is 94%, he earns an A). This is the grading scale mode that was
traditionally used when today's adults were in school (although the percentages varied widely).

An example of a percentage based grading scale would be:

A >=90%
B >=80%
C>=70%
D >=60%
F >=0%
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If the mode is percentage, the student must score at least the minimum percentage to achieve a
particular letter grade. For instance if the minimum percentage for an A is 90%, the student would
need to score 90% or higher to get an A. Rounding may also affect the grade, when in use.

17.2 Create Grading Scale

Create a new grading scale for your school. Then, assign scales to courses/classes/sections.

Note: Some districts may choose to define and manage grading scales at the district level only.
Schools may not have permissions to create additional grading scales.

Main > Grading Scale > Create Grading Scale

Create Grading Scale =]
Points-based Grading Scales Percentage-based Grading Scales
E‘:‘;ﬁf Points | Notes Ef;tgé Min % Notes
s 3 Secure A 90%  Excellent
n] 2 Developing B a0%  Very Good
B 1 Beginning C T0%  Average
D G60% |Below Average
E‘:‘;ﬁf Points Notes F 0% Failure
@ ; ; E‘ZZEE'I'EM Ef;t;; Min%| Hotes Ef;‘;‘; Min%| Notes
3- Z Satisfactory At 97%  Excellent C T3%  Average
I 1 Meeds Improvement A 93% |Excellent C- 70%  Average
oA 90%  Excellent D+ G7% Below Average
B+ a7% VeryGood |D G3%  Below Average
B a83%  VeryGood |D- G0%  Below Average
B- 30%  Very Good F 0% Failure
C+ T7%  Average =

Elan:kl _lj
3

1 |

Select a grading scale from predefined templates. Select the scale that is most similar to your
school's scale. Once saved, customize the details to match your school grading scale at Main >
Grading Scales > Edit.

Some schools need multiple grading scales. Create as many different scales/types of scales as
required.
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17.3 Edit Grading Scale

Modify an existing grading scale. Change the title and values, as needed. Align standards-based
scales with grading scale values.

Main > Grading Scales > Edit

Edit Grading Scale B
Title: JA. B. C. .
bevon | poms | G =
FFE | F  [poden | [Ves o]
o e — | [Ves ]
- F F e | [Vesl
I — T | [Ves
F 1 [1 [Failure | No =
‘ I| [ | | [ e [, B ﬂj

Modify an existing grading scale: Use the *| to add more rows to define additional grades for the
scale, as needed.

- Change the grading scale title.

- Change the letter grade, points or minimum percentages.

- Designate values for calculating GPA.

- Modify the notes associated with the letter grade.

- Align the Standards-based Scale skill levels with the grading scale values, letter grade/percentage/
points. Note: First create your standards-based scales at Main > Standards/Planning >
Standards Scales.

- Set which grades are passing or failing.
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Choose additional options for the grading scale: Note: Options differ for percentage/points grading
scales.

Options
Active: v
Calculate Average: ¥

Ilsed for Calculating GFA and Credits Earned: ~

(Classes Will 2how on Transcript)
# Round Lp far scares higher than I':' 6

' Round Lip far scares within |: 6

Rounding:
' Round Lp scores at the mid paoint
' Do not round

Print Zcale on Report Cards/Transcripts: v

External 1T |

Active: Mark the grading scale active/inactive.
Calculate Average: Have the average automatically calculated for you. This is the default.

Used for Calculating GPA and Credits Earned: Scale is used as indicated. Classes/sections
assigned the scale are included on student transcripts.

Rounding: Set the rounding option for scores: Examples below are based on a 1,2,3,4 points scale.
- Round Up for Scores Higher Than: Rounds up to the next score for all scores at or above the
value entered. Note: For percentage based scales, uncheck to disallow rounding. Example: For
value of 0.6, points score of 3.5 will not round, score of 3.6 or higher rounds to 4.0.

Additional Rounding Options are available for Points-based scales:
- Round Up for Scores Within: Rounds up all scores within X (value entered) of the next point
scale value. Example: When value = 0.2, points score of 3.8 will be rounded to 4.0.
- Round Up Scores at the Mid Point: Rounds up all scores that are at or above the midpoint.
Example: Points scores 3.5 through 3.9 will round to 4.0.
- Do Not Round: Do not allow any score rounding.

Print Scale on Report Cards/Transcripts: Show scale when printing student report cards and/or
transcripts.

© 2001-2013 Common Goals Systems, Inc.



Course Catalog

18

Course Catalog

135

Schools define courses of study. A course is a topic of study such as 5th Grade English. Classes/

sections can later be defined using courses (e.g. 5th Grade English, Period 1). Courses can be

aligned with standard items, standards-based scales and curriculum maps. Use courses to create
classes/sections, align standards and create curriculum.

Note: Grading scales do not automatically default to courses/classes. Assign grading scales to

courses to automatically populate corresponding classes/sections with the same scale. To add the
same grading scale to many courses at once, use "Course Mass Edit". If a course grading scale is
not assigned, classes/sections must be individually assigned a scale.

Main > Course Catalog

4]

Course Catalog

[

School: |F~.II School and District Cnursesj

Showy: |ElDth Active and Inactive Cu:uursesj

Grade Level: |AII j
Subject Area: IAII j
SILEE Credits|  Options
Subject - Grade Level - Number - Title
Art Counts for GPA  view edit delete
Subject Art 1 standards curriculum sections

Grade Level: 4
Physical Education

Subject Health / Physical Education

4th Gracle Math
Suhject Mathematics
Grade Level: 4

4th Grade Reading
Suhject Reading
Grade Level: 4

Biology
Suhject Science
Grade Level: 8

Social Studies

Subject Social Studies

Grade Level: 8

Count: &

Counts for GPA

Counts for GPA

Counts far GPA

Counts far GPA

Counts far GPA

view edit delete

standards curriculum

sections

view edit delete
standards curriculum

sections

view edit delete
standards curriculum

sections

view edit delete

standards curriculum

sections

view edit delete
standards curriculum

sections

Create Course | Mass Editl Elackl

Grade Level: Narrow course selection by grade level.

Subject Area: Narrow course selection by subject area.

School: Select courses for your school, or include district defined courses.

Show: View courses that are active/inactive or both.

Subject - Grade Level - Number - Title: Click heading to sort courses by selected topic.
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Create Course
Create a new course for your school and align it to standards.

Mass Edit
Make the same changes to many courses at the same time.

View
View the course parameters, add standards and define curriculum maps.

Edit

Modify course parameters. Mark a course "inactive" if you don't want to use it now, but preserve it for
future use. Note: Modified standards-based scales will automatically be pushed to edited course(s)
classes for existing class standards-based scales with the same number of scale items. Note: Itis
highly recommended that once courses are in use, that you refrain from changing them. Doing so
may cause confusion on reports and other references to the course.

Delete
Remove a course from use if no classes are using it.

Standards
View standards covered by the course, import additional or delete standard items.

Curriculum
View a curriculum map for a course. Curriculum map details are covered in the "Lesson Plans &
Curriculum Mapping Guide".

Sections
View and manage class sections for a chosen course. See more details at Main > Classes/Sections.
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Create Course

Main > Course Catalog > Create Course

General Tab: Enter overall details for the course:

137

Define courses for your school. Courses can be aligned with standards and standards-based scales.
Class sections can be created from the course. Later, define curriculum maps for courses. Note:
Create special courses, such as, "Preparatory Period" with zero credits. Then, create classes to add
prep periods to instructor schedules. Note: If your school/district has purchased the Scheduling
portion of Schoollnsight, a "Scheduling” tab will be provided when you create/edit courses. For more
details see the "Course Catalog" section of the Scheduling Help/Guide.

Create Course

IR | staterieas || misc |

“Title: l

Zourse Mumber: I

Credits: |1.[] ¥ Counts for GPA

Subject Area: | =]

Course Level: | =]

Grading Scale: |—;[

Standards-based Scale: | =]

Grade Level: Min | =] x| =l

Grading Periods

Create a single full year course
Create 2 courses, 1 for each semester

Create a single semester course

i e e Be

Create a single grading period course

Other

]

Special GPS: [T Has exam grading periods

™ Has summary grading pericds

State Fields

* required field
Save | Save & Create Another| Save & Add Standardsl Backl

Title: Descriptive title of the course.

Course Number: Course number, if applicable.
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Credits: Number of credits earned upon course completion. Check "Counts for GPA" to include this
course and it's classes when calculating student GPAs.

Subject Area: Select a subject area from the dropdown box.

Course Level: Academic level for the course. Note: Define course levels at Main > Options >
Course Levels.

Grading Scale: Select a grading scale for the course. Note: The chosen grading scale will
automatically be applied to all corresponding classes/sections.

Standards-based Scale: Select the standards-base scale to be used for the course, if used. Note:
The chosen scale will automatically be applied to all corresponding classes/sections.

Grade Level: Assign specific grade levels to the course, if desired.

Grading Periods: Enter grading period details to guide when/where courses are created:
Note: Additional options are provided based on the type of course. See the "Course Grading Periods
" section for details.

o Create full year, semester or quarterly courses.
e Select additional details, as required. See the "Course Grading Periods" section.
e Select if the course uses exam and or summary grading periods.

Save & Create Another
Saves the course and opens a page to create a new course.

Save & Add Standards
Saves the course and allows you to import standard items for the course.

State Fields Tab: Assign state required information to the course:
Note: Available fields vary by state.

General State Fields | Misc

State Mumber: I

Ariculated Credit:

| jv
Dual Credit: I_L,
|

Course Setting:

General Misc
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Misc Tab: Assign miscellaneous details to the course:

General | | State Fields | m
Course Fee: [7] EI—
Motes: ﬂ

State Fields

Course Fee: Add a fee for this course. Manage course fees at Main > Tuition/Fees.

Notes: Enter additional course details, as needed.
18.1.1 Course Grading Periods

Schoollnsight provides the flexibility to create courses for various timeframes, such as, whole year or
single semester courses. While defining the course, also select special grading periods that apply to
the course. More details on special grading periods can be found at Main > Grading Periods >
Summary Grading Periods and Main > Grading Periods > Exam Grading Periods.

Single full year course: Create a single course that is taught for the entire year, all grading periods.

Grading Periods

o)

Create a single full vear course

Create 2 courses, 1 for each semester
Create a single semester course
Create a single grading period course

Cther

SIS TS TS

special GPs. [T Has exam grading periods

™ Has summary grading periods
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2 semester courses: Create two, one semester courses. Each course is automatically assigned the
corresponding number of semester grading periods.

The course titles for 2 semester courses can be entered in two different ways:

e Enter a single title and Schoollnsight will automatically populate the semester titles. Modify them,
as needed.

e Leave the single title blank and enter each semester course title manually.

Grading Periods

Create a single full year course

OS]

Create 2 courses, 1 for each semester
Create a single semester course

Create a single grading period course

DN

Other

Special GPE. [T Has exam grading periods

[~ Has summary grading periods

Course Specific Fields (For making 2 courses)
‘ Semester 1 ‘ Semester 2
“Title: | |
Course Mumber: I I
State Number: I I
*Credits: 05 05

Credits for 2 semester courses are initialized to be a half credit, each. Modify them, as needed.

Single semester or single grading period course: Create a single course that is one semester, or
one grading period in duration. Then select which semester(s) the course will be offered.

Grading Periods

Create a single full year course

Create 2 courses, 1 for each semester

O

Create a single semester course

]

Create a single grading period course

Cther

]

R -
Fossible Semester(s) @ Sam 1
V¥ sem?

Special GPs: [T Has exam grading periods

[T Has summary grading periods

Credits for single semester or single grading period courses are initialized to one full credit. Modify
them, as needed.

© 2001-2013 Common Goals Systems, Inc.



Course Catalog 141

Other: Create a single course with any chosen semester, grading period combination.

Grading Periods

' Create a single full year course

' Create 2 courses, 1 for each semester
' Create a single semester course

' Create a single grading period course

& Other

Possible Semester(s): F sem 1
M sem 2

FMumber of Grading Periods IE

Special GRs: ™ Has exam grading periods

™ Has summary grading pericds

The course credit is initialized to one full credit. Modify, as needed.
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18.2

Course Mass Edit

Make changes to many courses at the same time. Select data to modify from dropdown boxes.
Select the courses to change and save.

Note: Available "Data to Edit" varies based on which Schoollnsight modules are being used by your
school/district.

Main > Course Catalog > Mass Edit

Course Mass Edit |

Data to Edit

Suhject Area:
Credits:
Articulated Credit:
Dual Credit:

Counts for GPA:

Course Level:

Course Setting:

Grading Scale:

1] el |

Standards-based Scale:
Grade Level Win | =l wax] =

Active

% Eiac:kl

r Zhow Inactive Courses

o

Courses to Edit

v Courses

W art[4]- A

V¥ HealthiPE - Physical Education

| ¥ Mathermatice 14T Atk Rrade Math | _ILI
4 .3

Note: Grading Scales will be automatically assigned to all corresponding classes/sections.

Note: Standards-based scales will be automatically assigned to corresponding classes/sections for
existing class standards-based scales with the same number of scale items.
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18.3 Course Standard Items

Schools and districts can specify standards to be covered by courses. Collectively all the courses
should cover all standards. Import existing standards to create course standards.

Main > Course Catalog > Standards

Course Standard ltems -]

Course: English and Literature Grade 6, 6th Grade English

Import Standard ltems | Delete Standard ltems | Refresh Standard ltems | Back |
Number | Description |
3 Write to communicate for a variety of purposes. delete
3A Grammar, Spelling, Punctuation, and Capitalization delete
Grammar and Sentence Structure delete
3.6.01 Write complete sentences (e.g., avoid fragments and run-on sentences). delete
3602 LUise the correct form of regular and irregular verbs. delete
36.03 Write & variety of sentences (e.g., simple, compound and cormplex). delete
3604 Use correct subject-verb agreement. delete
3605 Write sentences with correct pronoun-antecedent agreement. delete
3608 Demonstrate grade-appropriate use of the various pars of speech. delete
36.07 Uise congistent verb tense. delete
Spelling delete
36.08 Spell grade-aporopriate words correctly. delete
Punctuation and Capitalization delete
3609 Capitalize words correctly (based on grade-appropriate rules). delete
3610 Use correct end punctuation. delete
3611 Uise grade-apporopriate connmas correctly. delete
3612 LUse grade-appropriate apostrophes comectly. delete
3613 Use guetation marks in direct guotations. delete
3B, 3C Compasition delete
Persuasive Compasition ':;fl‘.f"rti;ie;fgnal-lr;iansti'ae composition by taking a position on a topic and developing one side delete
| Darsiimsia fCarus] The clarity with which a compaosition presents and maintains a clear main idea or Tnlm: LI
4 b

Import Standard ltems
Create course standards by importing state/district standard items.

Delete Standard Items
Remove one or many standard items from a course. Note: The top level "goals" and "standards"
cannot be deleted while lower level items using them exist. Delete lower level items first.

Refresh Standard Items
Assign existing course standard items to existing class sections for the chosen course.
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18.4 Import Standard Items
Each course should cover a set of standard items. Set up course standards by importing common
core, state or district standards. Later, use reports to assess standards coverage by course
curriculum.

First, search for a standard based on entered criteria, such as, subject area, grade level, district, etc.
Select a standard and then choose which corresponding standards and sub-items to import.

Main > Course Catalog > Standards > Import Standard Items

Import Standard ltems B
Course: 6th Grade Math (Full-Year, 1, Mathematics)
Standard: |math g {ex: 7 math)

2011 IL Mathematics, (Grade K-12), Common Core State Standards
Humbe 2014 IL Mathematics, (Grade &), Common Core State Standards
Please se 2010 Common Core Mathematics, (Grade K-12), Common Core State Standards

2010 Common Core Mathematics, (Grade 6), Common Core State Standards

2010 Common Core Mathematics, (Grade 6}, Common Core State Standards
Baclk | 2004 IL Mathematics, (Grade §), Azsezzment Framework

2002 IL Mathematics, (Grade 4-5), Performance Descriptors

2002 IL Mathematics, (Grade 5-7), Performance Descriptors

Copyright Q 2002 IL Mathematics, (Grade §-8), Performance Descriptors
15857 IL Mathematiczs, (Grade 6-8), Learning Standards -

1 | 2

Search for a standard item, choose a standard, select items to import.

Import Standard Items -l
Course: 6th Grade Math (Full-Year, 1, Mathematics)
Standard: |2[]11 IL Mathematics, (Grade 6), Common Core State Standards j Search: |math 6 (ex: 7 math)
O ‘ Number ‘ Description Label
[T cc6.RPA Understand the concept of a ratio and use ratio language to describe a ratio relationship between two quantities. Standard
I CCERP2 Urﬂe_rstam the concept of a unit rate a/b associated with a ratio a:b with b is not equal to 0, and use rate language in the context of a ratio Standard
relationship.
CC.6.RP.3 Use ratio and rate reasoning to solve real-world and mathematical problems, e.g., by reasoning about tables of equivalent ratios, tape Standard
e diagrams, double number line diagrams, or equations.
F cogRp3a Maketables of equivalent ratios relating quantities with whole-number measurements, find missing values in the tables, and plotthe pairs of
T values on the coordinate plane. Use tables to compare ratios.
¥ CcCBRP.3b  Solve unitrate problems including those involving unit pricing and constant speed.
W CCERPIC Find a percent of a quantity as a rate per 100 (e.g., 30% of a quantity means 30100 times the quantity); sclve problems invalving finding the
T whaole, given a part and the percent.
¥ CCERP.3d  Use ratio reasoning to convert measurement units; manipulate and transform units appropriately when multiplying or dividing quantities.
I I CCBMNSA I'rrl:sil;?::e\tfnrfn??T&miﬂLft’liTtiorfj:?E't‘l'?:s',hanr:!ri?‘ll\’riword problems involving division of fractions by fractions, e.g., by using visual Stanﬂlam_lll
4 »

When choosing a standard item with associated sub-items, all items are automatically selected. De-
select items to remove them prior to importing.
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.
o
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Position additional items at the top/bottom of the list using the sort option at the bottom of the page.
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Classes/Sections

Classes are taught for each course. A class consists of teacher(s), roster, course title and sections.
Each course is typically taught many times and will have many class sections. View and manage
classes for the school. Assign multiple teachers to a single class for co-teaching situations.

Main > Classes/Sections

Classes/Sections =
Grade Level: IAII j View By: ISLIhject { Grade Levelj
Subject Area: IAII j Academic Year: |2U11—12 j
Grading Period: IAII vl
Create Classl Create Many Classesl Copy Classesl WMass Editl Mass Deletel Elackl
Title Grading ;
Instructor - Title - Grade Level - Subject Instructor Periods Options
Geography Million, M Q1 {active) Credits: 1 view roster edit delete
Grading Scale: School Default Q2 (closed) Take standards mark
Q3 (closed) Attendance active/close
Q4 (closed)
Physical Education Toto, D Q1 (active} Credits: 1 view roster edit delete
Section: 1 Million, M Q2 (closed) Take standards mark
Subject Area: Physical, Health and Safety Q3 (closed) Aftendance active/close
Education Q4 (closed)
Grading Scale: School Default
Social Studies Million, M | Q71 {active) Credits: 1 view roster edit delete
Grading Scale: School Default Q2 (closed) Take standards mark
Q3 (closed) Attendance active/close
Q4 (closed)
| |English Toto, D Q1 (active) Credits: 1 view roster edit delete
‘I I A

Narrow class selection by grade level, subject area and/or grading period.

View By: View classes/sections by instructor, course, or subject/grade level. Search for a specific
instructor or course.

Academic Year: View classes for the chosen academic year.

Instructor - Title - Grade Level - Subject: Sort classes by selected topic.

Create Class

Create new classes for your school. Initially, there will not be any classes defined. Once created, the
list of classes for each school year include, grading periods, instructor(s), class title, and chosen
options.

Create Many Classes
Quickly create many classes from courses. Assign them to instructors, grading periods and teams.
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Copy Classes
Copy existing classes from one year to another. Choose to also have grading periods created for the

new year.

Mass Edit
Change details for many classes at the same time. Modify instructor assignments. Note: Course
defined data cannot be changed when editing classes.

Mass Delete
Delete many classes at once from a future academic year. Note: This option is only available for
future academic years.

Roster

Manage class rosters, add or remove students. Instructors can also add students to their rosters.
Managing rosters is further defined in the Rosters section.

Change class details via the edit, delete, mark active/close links.

Standards
View class standards assigned to the chosen class. Generate a printable page.
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19.1

Create Class

Create a new class for the chosen academic year. Classes are created from active courses. Create
as many class sections as needed.

Note: Remember to cover special cases, such as, partial year classes and classes without students.
For a class that has new students each quarter, create 4 separate class sections for each
corresponding grading period. This makes it easy to assign students to the appropriate class section.
For classes without students, like teacher prep time, first create a "Preparatory" course with zero
credits. Then, create class sections to add prep periods for instructors, with no students assigned.

Main > Classes/Sections > Create Class

Create Class Al
Academic Year: |201U-11 j
Course: |S|:u:ial Studies [8] - Social Studies (1) show all sections

State Course Number:

Section: |
W o1
M a2
*(Grading Pericds: [ a3
W 4
Instructor | Primary Instructor | il

Instructor; I v| ¥ x|

*Grading Scale:

*Credits:
Take Attendance: i
Hide Fram Parents: (|

Hide From Searching: r

External ID: I

Motes about curriculum, d
expectations, etc:

{Hide some options)

* required field

| Save & Add Studentsl Save Onlyl Backl -
| | _"l_l

Choose an academic year for the new class, then search for the course to create the class from.
Assign grading periods for the class. Assign the instructor(s) and section now or add them later. Use

the | to add multiple instructors to a class, as needed.
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Choose a grading scale for the class. Note: Grading scales can be assigned to courses. Then,
corresponding classes/sections will be automatically populated with the course grading scale and
cannot be modified.

Note: If your school uses report cards and has multiple assessment lists defined, an option to select
the assessment list is provided.

Note: If your school uses the Lunch module, an option to "Take Lunch Count" is provided.
Note: If your school uses teams for scheduling, a "Team" option is provided.
Take Attendance: Check to have teachers take attendance in this class.

Hide From Parents: When checked, the class will not appear on the "Parent's" page or when
generating progress reports.

Hide From Searching: When checked, the class will not be included when searching for lesson
plans.

Save & Add Students
Save the class and add existing students to the roster.

Save Only
Save the class that has been created. If you “Save Only,” then a roster for the class will have to be

created separately.
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19.2

Rosters

View and manage class rosters. Add existing or new students to class rosters. Create individual
grading scales for special needs students.

Main > Classes/Sections > Roster

Rosters -l
Class: [2008-09 127-Biology, Section 1, Birdman il Academic Year: [2008-09 ¥
Grade Name & Student | Roster Other Info Notes
Level - Humber | Humber
9 Austin, Jane 1072 1 Has Alerts edit delete )
transfer grading scale
9 |Baker.BobB. 1074 2 Has Alerts edit delete
transfer grading scale
Exit Date: 10/1/2008
: Transferred In From: edit delete
9 Cruz, Mania 15795 3 Biclogy, Section 2, Birdman J transfer grading scale
Roster Status: Inactive
g9 Hernandez, Sofia 4 edit delete

transfer grading scale

Exit Date: 12/19/2008
9 Jones, Hector 1040 5 Transferred Out To:
Biology, Section 2, Birdman J

edit delete grading scale

9 | Wade, RobertR 10685 7 edit delete |
transfer grading scale
Seats
Available: 16720
Males: 2
Females: 2
Has IEP: 0 I
Add Existing Studentsl Create Studentl Copyl Reset Numbers | Mass Edit| Transfer Averagesl F’rintablel Bacl-cl -
1| I Il

Add Existing Students
Select existing students to add to the chosen class roster.

Create Student
Allows you to create a new student that can then be added to the class roster. View more details at
Main > Students > Create Student.

Copy
Copies students from one class roster to another. You can also copy grades for matching
assignments.

Reset Numbers
Changes the roster number based on chosen sort order.

Mass Edit
Modify class enrollment information for many students.
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Transfer Averages
Modify student's averages and/or weights for transferred classes. Values chosen will affect the
student's overall grade.

Edit
Modify the student's roster number. Update class roster enroliment entry/exit dates.

Delete

Delete students from a chosen class roster. Note: Scores and comments will also be deleted.
Instead, you may want to update their enroliment details to have them marked "inactive" which
preserves their records.

Transfer

Move a chosen student between existing classes. Transfer their grades with them. Note: The class
grading scale must calculate averages in order to transfer students.

View more details on transferring students at Main > Students > Student's Rosters > Transfer Student

Grading Scale
Modify the class grading scale values for a chosen student. Assign the individual grading scale to

one/many classes on a student's roster.
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19.2.1 Add Existing Students

Initially there won't be any students on the roster. To add existing students to the roster, click on the
"Add Existing Students" button on the Rosters page.

Main > Classes/Sections > Roster > Add Existing Students

Add Existing Students to Roster -

Class: 2008-09 127-Biology. Section 1. Birdman

Grade Level: IEI - Minth Grade j

Homeroom Instructor: Irﬂ.ll vI
s

Add to Roster? | grade A Class Enroliment Statistics
Hame Student Number

I Level Seats Available: 16120
A ; P - Males: 2
Already on Roster g Austin, Jane 1072 Females: 5
Already on Roster o Baker, Bok B. 1074 Has IEP: 0
Already on Roster o Cruz, Maria 157485 b
Already on Roster g Hernandez, Sofia
Already on Roster g Jones, Hector 1040

r 9 Long. Michael 1042

¥ 9  Sanders. Susan 1048

v g  Smith, Amanda 1053 .

4 | 2

Narrow choice by grade level/homeroom and select students to add to the class roster.

Note: If the class corresponds to a course with a fee, setup fees first at Main > Tuition/Fees. Once
set up, course fees will automatically be added to each student when they're added to the class
roster.
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19.2.2 Edit Roster

Update a student's enrollment information for a chosen class.

Note: A redesign took place during the summer of 2010 regarding the use of "Active" status.
Student's roster enrollment status is no longer manually entered. Active/inactive is calculated based
on the student's entry/exit dates.

Main > Classes/Sections > Roster > Edit

Edit Roster -]

Student: Allen, Tom
Class: 2012-13 Social Studies (Section 1, M. Million}

Roster Mumber: |2

Entry Date| 8] fon , .
i e _ S Choose Grading Periodd
Roster Enrollment; [2] Exit Date: I ]

Current Status: Active

Transferred Cut: Mo -

Motes:

QK | Cancel |

Hote: Click here to edit general student info (name, student number, phone, etc.).

Savel Eiacl-{l _|;|
»

1] |

Roster Number: Provide a roster number for the student used for tracking and sorting rosters.

Roster Enrollment

Student "active" status on rosters is determined by the entry/exit dates. This is usually the current
date, however, future dates can also be entered. Set dates in the future for roster changes that will
then take effect automatically on the chosen date. You no longer manually change the active/inactive
status.

Note: Entry/exit dates default to the first/last day of the academic year when no dates are entered.
Entry Date: Indicate when the student started in the class.

Exit Date: Indicate when the student left the class. Note: If the student was transferred out of this
class, their transfer date will appear as the exit date.

Current Status: Active, Inactive, or Future, based on roster enroliment entry/exit dates.

Transferred Out: Indicates if the student transferred out of this class. When transferred is yes,
students are marked inactive and the transfer date is shown as the "Exit Date". Note: If transfer is
yes, student's grades will not appear on progress reports, report cards or transcripts for the class they
transferred from. If needed, grades must be manually entered, or to view existing grades, change
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"Transferred Out" to "No". The student will then appear on the Instructor's "Scores/Comments" page
for both classes. Use these steps to also "undo" a transfer. Once the student is active again, delete
them from the roster of the class they transferred to.

19.2.3 Copy Roster

Copy students from a class roster to one or more classes. This is useful when blocks of students
move together throughout the day. Also, copy existing grades for matching assignments. This is
useful when moving students from one class to another during the year.

Main > Classes/Sections > Roster > Copy

Copy Students -
Class: 2009-10 127-Biology, Section 1, Birdman
Cnp‘_,.rl Elackl
Students to copy schedule for
Copy Hame Grade | Student Number
i Hame Grade | Student Number
¥ Baker, Bob 10 1074
IV Austin, Jane 10 1072 F Moore, Melissa | 10 1043
[V Jones Hector | 10 1040 W Smith, Amanda 10 1053
W Sanders, Susan 10 1048
W Wade, Robert 10 1065
~|
4| | i

Select students to copy to other class roster(s).
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Narrow "copy to" class selection by instructor, as needed.

Instructor: |Jay Birdman j

Copy Students to:

Instructor

Class

Schedule

CUNIE N R

RS R R R -

-
-

Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman
Jay Birdman

Jay Birdman

Biology, Section 1

Biology Lah, Section 1
Geometry, Section 1
Biology, Section 2

Gth Grade English, Section 1
Gth Grade English, Section 2
Gth Grade Math, Section 1

Gth Grade Math, Section 2

Freparatory period, Section 1

Science

[1ath

Gth Grade English, Section 10

2 MTWTHF
[complex]
1 MTWTHF

[complex]

¥ Copy grades too (for assignments that match exactly)?

Cnpyl Backl

1]

il
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When moving students from one class to another during the school year, you can also choose to copy
their existing grades. Note: Grades can only be copied when assignments match exactly. They
must have the same grading period, title, date and possible points.

If assignments don't match, use the "Transfer" function to move a student to another class. Transfer a

grading period average score with the student. Note: The class grading scale must calculate

averages in order to transfer students. View more details on transferring students at Main > Students
> Student's Rosters > Transfer Student.
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19.2.4 Transfer Student

Easily move students between classes. Transfer students out of a class for which they're currently on
the roster. Add them to the roster of a new class. Transfer gradebook averages to the new class.
Note: Classes must have the same grading scale and grading periods in order to transfer students.

If your school uses report cards, the classes must also use the same assessment list.

Note: Transfer student only transfers a grading period average score. To move a student to another
class roster and copy their grades for matching assignments, use Main > Classes > Roster > Copy.

Main > Students - Multi View > Rosters > Transfer

-OR-

Main > Classes/Sections > Roster > Transfer

Transfer Student

Student: Austin, Jane
Class: 2008-09 127-Biology, Section 1, Birdman

G/19/2008
Gradebook Data Report Card Data Transfer Date
Weightin | Copy [ Transferreportcard "LastDay | [December =|[19 =|[2008 =]
Grading Average New Progress grades {inald -
Period Class Report Transfer report card class) J
J | Comments comments First Day
l_ I_ {in new 1/5/2009
o1 2 100 ~ class):
Qz IQE 67 IEI(] ™
o] | | r
Q4 I— I— -
Transferl Elackl
Transfer Student to: Details
{ 2008-09 fth Grade English, Section 3 Different Report Card Grading Scales
- Student Already Enralled

= 2008- Secti ' 4 )

2008-09 Lunch 1, Section 1 Different Report Card Grading Scales
{ 2008-09 Reading
¢ 2008-02 127-Biclogy, Section 2, Birdman
= 20NR-N4 fith Grade Fnnlish Sertion 1 Rirdman

4]

il

Grading Period / Grade / Weight:
The current gradebook average(s), per grading period, will be displayed. For closed grading periods,
a weight of 100% will automatically be entered. For active grading periods, you'll need to enter a

weight. The weight should be chosen to most accurately reflect the student's current performance in

the class.

For example: If the transfer is happening at the middle of the grading period, and roughly half of the
class grades are entered, you'll probably want to use a weight of 50%. The student's average will
then be transferred to the new class and count for 50% of the total grade for the remainder of the
grading period.

Initially, the student's average will transfer over exactly. Then, once other assignments get graded,
their Total grade will be calculated by applying the transfer weight to the transfer average, and the
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remaining weight to all post-transfer scores. For more details on transfer average calculations, see
the "Transfer Average Explanation" section.

Transferred averages will appear on the Instructor > Scores/Comments page for the grading periods
in which the transfers were made. The transfer average will also show on progress reports.
To view the transferred grade details go to Main > Students > Rosters > Transfer Averages.

Report Card Data:
If the subject is on a report card, choose to also transfer report cards grades and/or comments.

Transfer Dates: Enter the last day the student will be in the class. The first day in the new class will
be automatically calculated using the school's academic calendar.

Transfer
Transfer students from one class section to another section of the same class: (ex: Biology, section 1
to Biology, section 2) or from one class to a similar class: (ex: Algebra to 8th Grade Math)

- Transfer the student and the gradebook average from one class to another.
- Assign weights to maintain the student's class performance in the new class.

Note: Students will continue to show as "enrolled” in transferred classes to preserve their enrollment
history.

Note: The student and class roster pages will show the transfer information. However, on other
pages, you will NOT see the student for the classes they've transferred from. (Attendance, Scores/
Comments, Progress Reports, etc).

Certain conditions may exist that will not allow for student to transfers between classes:
- Grading Scale Mode Does Not Match: Percentages vs Points
- Different Grading Periods: Q1-Q4 to Fall-Spring: Grading periods must, at a minimum,
contain the same periods, however, additional periods are allowed.
- Different Report Card Grading Scales: Classes must use the same grading scale. If the
class grading scale is used on the report card, the scale grades and min % or points must be
the same for both classes.
- Different Report Card Assessment Lists: Scores and Comments vs any other
- Student Already Enrolled: Student on the class roster, even if previously transferred out

Note: If you can't transfer to the desired class, go to Students > Rosters > Edit and manually transfer
the student by setting the "Transferred Out" field.

Note: To move a student from one class to a completely different kind of class: (ex: Chemistry to
Painting - basically add/drop), go to Classes > Rosters > Copy. Copy the student to the new class,
then edit their roster enrollment details to have them marked "inactive" in the old class while
preserving their grade.
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19.2.5 Transfer Averages by Class

Modify transfer averages and weights for students in the chosen class. View current transfer
averages/weights for all students from the class roster. Change averages and/or weights as needed

to accurately reflect student's performance in class(es).

Main > Classes/Sections > Roster > Transfer Averages

=

Transfer Averages
Class: 2008-08 127-Biology, Section 2, Birdman
Grading Weight
Student Period Average 21
Q1 a2 [100
Q2 [96.67 |90
Austing Jane
Q3 | |
as [ |
Qi [96.67  [100
Q2 90 25
Cruz, Maria
ok | |
Q4 | |

ﬂ Eiacl{l

1]

il

Updates will appear in the "Transfer Average" column on the Instructor's "Scores/Comments" page.
The student's total score will be recalculated to reflect the change(s).

Note: The Transfer Average only shows on the "transfer to" class for the grading period(s) in which
the student transferred.

© 2001-2013 Common Goals Systems, Inc.



Classes/Sections 159

19.2.6 Transfer Averages Explanation

The "Transfer Average" column on the "Scores/Comments" page shows the averages transferred
from the previous class, along with the transfer weight, for each transferred student.

0 =
& S
= v
=
(-] - = f-nh
= = = =] -
- & S, = =
e | & m | |7 -
£, ~ v - 3 =
N o 5 w9 E g
W t 3 = ] @ il
-t = —
(TR R TR B = o
Date Due 1157 | 1273 12417
Fossible Pts 50 100 100
Average @ g a1 93,3 02, 55%. =4
Andrews, Todd & 47 5 a7 213 | z50 85 .2%=h
Austin, Jane it a7 97 | 100 | 96.67(90%) 96.7%=4
Cruz, Maria il 93 95 194 | 200 92(25%) 95.75% ="~

Initially, the transfer average will be the only score for the student.
As grades for assignments in the class are entered, the student's total score will reflect the
combination of those assignment scores and transferred average, based on the transfer weight.

For example:

Jane Austin, above, has a transfer average of 96.67, with a weight of 90%.

She got a 97 on her final exam in the new class. That score will carry the weight of the remaining
10%.

Her Total score is calculated as follows:
96.67 x .90 = 87
97.0 x.10=9.7
87.0 + 9.7 = Total score of 96.7

For any assignments graded in the new class, the Points Scored is divided by the Points Possible and
then multiplied by the remaining % weight.

The result is then added to the Transfer Average, after it's multiplied by the transfer weight, for the
Total score.

In another example:

For Maria Cruz, above, who transferred sooner, her average of 92 carries a weight of only 25%.

She completed two assignments in the new class for a total of 194 points scored out of 200 possible.
Those scores will carry the weight of the remaining 75%.

Her Total score is calculated as follows:

194 /200 =97
97.0x.75=72.75
92.0x.25=23

23 + 72.75 = Total score of 95.75
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When using categories for your assignments, the calculation is a little more complex, but follows the
same pattern.

L]
3 o 0 M 3
=] = = - =]
= = o & =
o = =2 =t o
Iy = T o] =5 = -
o = = -7
= o |4 | B w I |3
0] o = o o o 2 | =
= |3 - = " = - = =
O N R - - 3 &
o b =4 o = = -4 |2 |2
=T} o = — f—
W[ B b gl | | 5 (x| =
Date Due 11414 11421 12/3 | 1/8 1/8
Categary Hormewno,,| Test | Test |Partic..Homewao,,
Possible Pts 10 50 | 100 | 25 10 B0% |20%[20%
Average il 42.78|F 20 §2.3 | 82.5| 90 75 |B24420.5] 90
bl s il 938 (a7 43 | 93 | 25 8 95 | 75 |100
Jones, Maureen | 73.9 |C 7 35 | 74 20 7 72.67| 70 | 80 [74(75%)

Maureen Jones, above, has a transfer average of 74, with a weight of 75%. Assignments completed
for the rest of the class will carry the weight of the remaining 25%.

Each category score is calculated using their corresponding weight. The sum of all categories is then
weighted by the remaining 25%.

Her Total score is calculated as follows:

First the category calculations are completed:
Category "Test": 72.67 X .6 = 43.6
Category "Homework": 70 X .2 =14
Category "Participation™: 80 x .2 =16
Sum of all categories: 43.6 + 14 + 16 = 73.6

Then, the remaining weight (25% for this example) is applied to that score:
73.6x.25=184

Then, the transfer average is calculated using the transfer weight (75% for this example):
74 X .75=55.5

Finally, the two are added together for the Total score:
18.4 +55.5=73.9
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Transfer averages for points based grading scales are calculated similarly.

Transfer
Letter
TutElIﬂ Grade | Book 2 1 Vocabulary 2 (1 ALH'E
Date Due 148 1/a
Wireight 1 1
Average il 5.3 54 3 3.5
Baker, Mandy ﬂ 36 E 3 4 A(20%:)
Connor, Ralph ﬂ 3 S+ 3 3

Mandy Baker, above, has a transfer average of 4, with a weight of 20%. Assignments completed for
the rest of the class will carry the weight of the remaining 80%.

Her Total score is calculated as follows:
Transfer average: 4x .2 =.8
New assignment scores: (3+4)/(1+1)x.8=2.8
Total Score: .8 + 2.8 = Total score of 3.6

19.2.7 Individual Grading Scale

View/modify class grading scale values for a chosen student. Assign the individual grading scale to
classes on the student's roster. This can be useful for special needs students and those with an IEP.

Main > Classes/Sections > Roster > Grading Scale

Individual Grading Scale B
Class: 2009-10 Fhys Ed, Section 1 - Freshman, Chase
Student: Moore, Emma

Letter Grade Min %

a0
70
60
40
]

Round up scores above 0.5 -

Set Grading Scalel Elackl -
4 | _'l_l

MmO ¢ Mmoo
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View a student's existing scale or set a new individual grading scale for one or more classes.

Main > Classes/Sections > Roster > Grading Scale > Set Grading Scale

Set Individual Grading Scale -l
Class: 2009-10 100-Keyboarding, Section 25
Student: Moore, Emma

LeﬂerGrade| Min % Round Up ¥

A 0 Round Scares Above IU.S

B 0

0

11171

Refresh? Class
' Instructor Class Scale Student Scale Hotes
Letter .. .
Gradeﬂ'lm1 .
A 90 .
W WinklerE Keyboarding, Section 1 B gp Mo orading
scale
C 70
n] &0
F ]
Letter,,. .. Letter,. .
Grademm f Grademm 1
. : A 90 A a0
W ChaseB EPE-*:hlEﬁéfw'Dm B 80 B 70
C 70 |C 60
D G0 D 40
F ] F 0 et
Letter,.. .
Grizideﬂ'q”'1
A 90 .
™ BradleyB Algebra, Section 1 B go Mo agrading
scale
C 70
D g0
F 0
Letter
(érade Na aradin This class uses a grading scale with
| Birdman J Geometry, Section 1 S+ scalge g different
o letter grades and cant be refreshed.
M Ll
4| | B

Note: If a completely different type of grading scale is needed, create a new class with the needed
scale and assign special needs students to those class rosters.
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20

Email Addresses

Each user logs into Schoollnsight using their email address and a password. When they login
Schoollnsight verifies their password and routes them to the correct area of Schoollnsight. This is
true for all users: admins, instructors, students, parents, etc.

For students and parents, Schoollnsight access is enabled on the “Email Addresses” page. You can
also view login statistics to see when and how often parent/students are accessing Schoollnsight.
Note: A different parent portal language (Spanish) can be set for each individual email address, as
needed.

Main > Email Addresses

Email Addresses ]
Grade Level: |T - Seventh Grade j Academic Year: | 2010-11 j
Mass Resendl Searchl Bacl-cl
L Name & Email Address Login Stats
Level e
Count: 0
Last: Mewver
) toma@au.com First: Mever edit delete email resend
7 Austin, Tom student email address Created: create parent details logins
8ME/2010
Welcome: Sent
Count: 0
Last: Mewver
7 Creston, Daniel C. dc_test@dc.com E'rrs;tgde_uer edit delete email resend
Danny student email address 1512008 create parent details logins
Welcome: Mot
Sent
Mom Creston add parent email
7 Jacobs, Harry create parent add student email
Count: 1
maryj@mj.com Last 11/5/2007
Mary Jacobs P3rent email address First 11552007 | o5t delete email details logins
Undeliverable: Address does not | Created: -
exist 10/19/2007 Rd|
1] [ ;)

Select the academic year and grade level(s) to view students, parents and email addresses, if
entered. Note: Email addresses resulting in delivery failures are noted in red.

Search

Search all of Schoollnsight for an existing email address. Once found, edit/delete/merge the email
address or resend a welcome message. Note: Admins can only manage email addresses that
belong to students/parent at their school. For more details see the "Email Address Search" section
under Email/Announcements.

Add Student Email
Create an email account for this student with an initial password. You may choose to send a welcome
email containing login and password information.

Create Parent
Create a contact for this student. You can enter an email address for the contact now or later using
the "add parent email" link.

Add Parent Email
Add an email address for the selected contact/parent. An initial password will be provided. Send a
welcome email to the contact with their login and password information. If your school uses Family/
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Contacts, this contact's relationship with students will be provided and can be modified as needed.

Edit

Modify the chosen student/contact email address and/or password. Send a welcome email to the
contact with their login and password information. Merge two email accounts together. For more
details see the "Merge Accounts" section.

Delete Email
Remove an email address from the chosen student/contact.

Resend
Automatically resend a welcome email with login and password information to the chosen email
account. This is helpful for students/parents who've misplaced their password.

Details
View which school(s) use the email address. If your school uses Family/Contacts, details for parents
will show which students are linked to the parent.

Logins
View a history of successful/failed logins for a chosen student or contact. For more details see the "
Login History" section under "Login".

Mass Resend

Send/resend a welcome email to parents and students, and notify them of their email addressess.
Parents and students who haven't logged in or had an initial message sent will be pre-populated.
Note: If your email address resulted in delivery failures you must update your account before sending
email. Staff email addresses resulting in delivery failures are blocked and must be corrected.

20.1 Edit Email Address

Modify the chosen student/contact email address. Reset password and send a welcome email, as
needed. Merge two existing email accounts.

Main > Email Addresses > Edit

Edit Email Address ]
Contact: [Maria Jones
Email: '11ariaj@mj.cnm

Parent Portal Language: ISPEﬂiSh "I

*Reset Password: I

Send Welcome Email? IYBS "I

All students this contact may have online access to (includes past years)

Student | Custodial Status | Relationship |Web.-'Records Access | Receives Email

Hector Jones |CL|stc|diaI F'arent.-"Guardianj |l'u'||3ther j v v

* indicates optional field

Elackl -
“ | | Ll_l

When editing a contact's email address, you can also modify their student's relationship and access
status.
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20.2

Email: Modify the existing email address. Note: Enter another existing email to merge two email
accounts. For more details see the "Merge Accounts” section.

Parent Portal Language: Choose another language for this email address. When this person logs
in, the Parent Portal will be displayed in the chosen language.

Reset Password: Reset a contact's password.
Send Welcome Email? Choose to send email to contact with login and password information.

If your school uses Family/Contacts, this contact's custodial status, relationship and web access, per
student, can be modified.

Undeliverable Email:

. . . . " . " e
This email address is not working properly and has been marked as "undeliverable”, —I
Emails previously sent from 5Schoollnsight have been returned to us with an error., _|

Reason; Address not found

Please update this email address to one that functions correctly.
Upon saving, Schoolinsight will send an email to verify whether this address can receive properly. | _
>|

1| |

If emails sent to this address result in delivery failures, access to the email address will be blocked
and a warning generated. If Schoollnsight can determine the reason the send failed, it will be
highlighted in red on the Email Addresses page. Email addresses must be corrected in order to send/
receive emails.

Correct your own account at Main > Update Account. Note: Admins with modify permissions can
correct email for other Admins (Main > Admins > Edit) and/or Instructors (Main > Instructors > Edit).
(Set admin permissions when assigning permission templates at Main > Admins > Create/Edit.)

Email Delivery Failures

Schoollnsight will automatically disable any email address in the system that results in a delivery
failure.

This will prevent emails from being sent to or from erroneous email addresses, addresses blocking TE
email, full mailboxes, etc.

The email address must be fixed before the user can send or receive emails.

For undeliverable student/contact email:
- An error message will appear at the top of their Parent Main page when they log in.
- If it can be determined, the cause of the error will also be displayed.
- The Student/Contact can correct their email address from Parent Main > Update Email/
Password.
- Instructors and Admins will see an error message for the student/contact on Instructor Main
> Email Addresses.
- Instructors and Admins can correct the email address from Instructor or Admin Main > Email
Addresses > Edit.

For undeliverable instructor email:
- An error message will appear when the instructor tries to send email from Schoollnsight.
- If it can be determined, the cause of the error will also be displayed.
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- The Instructor can correct their email address from Instructor Main > Update Account.
- Admins with modify instructor permissions can correct the email address from Admin Main >

Instructors > Edit.

For undeliverable admin email:

- An error message will appear when the admin tries to send email from Schoollnsight.

- If it can be determined, the cause of the error will also be displayed.

- The Admin can correct their email address from Admin Main > Update Account.

- Admins with modify admin permissions can correct the email address from Admin Main >

Admins > Edit.

For undeliverable school district admin email:

- An error message will appear when the admin tries to send email from Schoollnsight.
- If it can be determined, the cause of the error will also be displayed.
- The SD Admin can correct their email address from School District Admin Main > Update

Account.

- SD Admins can correct the email address from School District Admin Main > District Admins

> Edit.
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20.3

Merge Email Accounts

School Admins, Instructors and Parents/Students can merge existing email accounts when updating
email addresses. The result is one email address for the merged person's accounts.

Caution: Use care when merging accounts as this cannot be undone. Once email accounts are
merged, the email address for both person's accounts will always be the same. If separate emails are
required later, you'll need to delete one person's email and then add a new email address for them.

¢ Admins can merge accounts when editing parent/student emails at Main > Email Addresses > Edit
or when editing student's email at Main > Students - Multi View > Contacts/Family.

¢ Instructors can merge accounts from Instructor Main > Email Addresses > Edit.

e Parents can merge accounts from Parent Main > Update Email/Password. Note: For security
reasons, parents must know the password to both account email addresses to complete a merge.

To merge two account emails together, edit the current email address on one of the pages noted
above. This will be the email that once merged, will no longer exist. Then, enter a second email
address that also exists in Schoollnsight and click "Save". You'll be automatically directed to the
"Confirm Account Merge" page to confirm that you want both account emails merged. The current
email address will be merged into the second email address for both accounts. Once merged, users
will be able to access both accounts with a single email address.

Merge Accounts:

Confirm Account Merge [

Current Account

Email: =bjb@ip.com=
Student(s): Baker. Boh B.
Baker, Mandy

Second Account
{will hold all information after the merge)

Email: =rmb@ip.coms=
Student(s): Baker. Boh B.
Baker, Mandy i
Merge | Cancel | -
a | _'l_l
Merge

Confirm that you want to merge the "Current Account" into the "Second Account". Once merged, only
the "Second Account” email address will exist in Schoollnsight, however, all data associated with both
accounts will be preserved.

A confirmation of the merge will be shown once completed:

<rmb@ip.com> successfully merged into <bjb@ip.com>
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21

Reports

Student and academic reports can be generated for your school.
Note: Available reports differ depending on which Schoollnsight modules have been purchased.

Main > Reports

Reports |
Student Info Academics Planning Attendance Staff
Custom Reports Progress Report State Standards Coverage Overall Statistics Employee Details
Custom Form Gradebook - Eligibility Course Standards Coverage  Individual Student Details  Teacher Quality
Enrollment\Withdrawal Report Card - Class Rank Class Standards Coverage Details for VWeek/Month Class Quality
Subgroups Report Card - Honor Roll Standards Coverage Charts Truancy
Homeroom Lists Report Card - Yearly GPA Perfect Attendance
Class Lists Report Card - Failing/Low Tardy Students
Entry Codes Grades Details for Day
Promotion/Graduation ~ Gradebook - Failing Subgroups Missing/Problems
Transportation Report ~ Gradebook - Grades
Bus Report
Birthday Lists
ID Cards hd|

The Basic Setup Admin Guide covers the basic "Student Info"and "Staff" reports and the State
Standards Coverage report.

See the Grade Reporting Admin Guide for details on Report Card Academics reports.

See the Lesson Plans & Curriculum Mapping Admin Guide for details on Planning reports.
See the Attendance Admin Guide for details on Attendance reports.

© 2001-2013 Common Goals Systems, Inc.



Reports 169

21.1

Custom Reports

Custom reports gives you the flexibility to create, save and generate complex, highly customized
reports without the need for programming skills. Use the "Query Builder" to guide you through
creating/modifying custom reports. Choose from detailed or summary reports. Filter report output
using student data fields, including custom fields. Query contact information. Easily generate many
types of output including email, printable letters, mailing labels, etc. Note: Available filters and data
fields vary depending on which Schoollnsight modules have been purchased.

Main > Reports > Custom Reports

Custom Reports -l
Academic Year: |201U—11 j
Report | Type ‘ Format Created By ‘
2008-09 9th grade studentsicontacts Details Mormal Web Page Adam Admin run edit delete
2009-10 10th Graders Details Mormal Web Page Adam Admin run edit delete
Gender by Grade Level Summary  Mormal Weh Page Adam Admin run edit delete
Active 2008-10 10th Graders Details Mormal Web Page Brenda Bradley run edit delete
Active 8th Graders Details Printable Page Brenda Bradley run edit delete
Bus Route Details Email Brenda Bradley run edit delete
contact list without prevent all contact Details Mormal Web Page Brenda Bradley run edit delete
Subtotals with Graph Summary  MNormal Web Page Brenda Bradley run edit delete
Verify Information Details Printable Letter Brenda Bradley run edit delete

W Show reports saved by other admins

Create a Mew Report - Query Builderl Eiackl -
Al | |

Saved reports are available for all academic years. Once saved, reports can be modified as needed
using the query builder. Jump to any tab to make modifications. For example, to produce the same
report in a different output format; edit the report and click the "Output” tab in the query builder, select
an output type and generate the report in a different format.

Academic Year: Select the academic year to use when creating/generating new/existing reports.
Data from that year is included in the report output when "Fields to Filter" = "Current Year".

Create a New Report - Query Builder
Use the query builder to select details for generating a new custom report.

Run

Generate an existing report using the query builder. Generate reports in the saved format or choose
a new format. Note: Reports that existed prior to the "Custom Reports" redesign have been
converted to the new format.

Edit

Modify an existing, saved report using the query builder. This will take you through the same steps
used when creating a new report. Save changes to update the existing report, or save them as a
different report, under a new name. Note: Other admin's reports can be edited and saved. When
saved, the report is assigned to you ("Created By") and does NOT change the original report.

Show reports by other admins: View, generate reports saved by other admins. Save the report "as
is" or with modifications to create your own copy. Note: The report can be saved with the same
name since your own copy is saved, the original is left untouched.

Delete
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Remove a saved report from the system. Note: Use caution when deleting reports as this cannot be
undone. Note: Reports can be deleted only by the admin that saved them.

21.1.1 Query Builder

Use the query builder to create new or modify/run existing custom reports. Use the New Report -
Query Builder to create new customized reports. Select information under each tab to define report
details. Save reports to run again.

Two basic types of reports are provided, detailed and summary:

¢ Detailed reports provide a powerful way to use all of the student information stored in Schoollnsight
and generate numerous types of output.

e Summary reports are useful when you need to look at overall numbers of students fitting into
specified demographics, often used for state reporting. Choose to show subtotals to further
breakdown student data. Additionally, graphs can be generated for summary reports.

Main > Reports > Custom Reports > Query Builder

Create a Report - Query Builder =l

| Filters || Data || Sorting || Output |

Choose the type of report to run.

Data to Query [7] @ Details Report [7]
|7 Students First Mame | Last Mame | Grade Lewvel | Gender | Phone Number
|- Contacts Susan Adams 2z F
Jans Do= 1 F
[ Discipline Incidents Jchn Des 2 T
Joz Smith 1 M
7 Fees

" summary Report {Pivot Table) [7]
¥ Show Subtotals

Gender

Grade Level

Male | Female | Total

First Grade 23 0 43
Second Grade IT 24

Third Grade |25 3 2]
Total 73 T3 150

Generatel Save As... | Back to Custom Reports -
| 3

4]

First, determine the type of report to create/generate and select the data to query. Available tabs/
options vary based on report type, however, "Filters" are common to both types.

Generate
Generate a report. Generate the report at any time to check that it contains needed data and is
properly formatted.

Save As
Save the report with a descriptive name. Save a new report, save an existing report with the same or
a new name.

Back to Custom Reports
Return to the "Custom Reports" page to create/edit/run reports.
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21.1.1.1 Datato Query

Enable other information to be queried when building reports. Note: Student data is always queried.

Contacts
Enable contact data to be queried in order to use contact related filters and include contact
information on the generated report.

|Cnnta|:t Receives Mail = [==] [ves =] +| clear

I Only send one letter per contact (useful for parents with multiple children)

¥ For mail, identify multiple contacts with the same mailing address
(useful for sending one letter to two parents in the same household)

|Cuntact Custodial Status j |=j |Custodia| F'arenthuardianj +#| clear

Generate only one report (letter) per contact and/or per parent to eliminate duplicates for parents at
the same address and/or with multiple students.
Choose additional contact filters for the generated report, e.g. custodial status, relationship, etc.

Discipline Incidents

Enable discipline incident data to be queried. Generate details or summary reports to review
discipline incident data. Commonly used reports are provided with default settings. Modify settings to
meet your reporting needs.

Summary reports are initialized with 4 different choices of data to calculate:

Count of Incidents - Number of unique incidents per month and grade level
Count of Actions - Total number of actions assigned to incidents

Sum of Length of Actions - Total duration of all incidents

Count of Distinct Students - Number of unique students involved in incidents

The "Grouping" tab is initialize to generate reports showing incident information per month/year for
each grade level:

Incident Date (by Month/Year) | Grade Level{1) | Grade Level{2) | Total

Incident Date (by MonthiYear)(1)
Incident Date (by Maonth/ear)(2)

Fees
Enable fee data to be queried. Generate details or summary reports to review fee data. Commonly
used reports are provided with default settings. Modify settings to meet your reporting needs.

Summary reports are initialized with 2 different choices of data to calculate, showing charges and/or
payments:

¢ Sum of Amounts - Net sum total of all account charges and/or payments
e Count of Fees - Total number of fees for charges and/or payments

The "Grouping" tab is initialized to generate reports showing fee totals per category for each account:
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Account | Category | Total

Account(1) Category(1)
Category(2)
Account(2) Category(1)
Category(2)

21.1.1.2 Filters

Filters are common to both the details and summary reports. Use filters to create powerful search
combinations for generating custom reports. Filter criteria details are listed at the top of the each
generated report.

Main > Reports > Custom Reports > Query Builder > Filters

Fields to Filter | Possible Values
IAcademic Year | |=j ICurrent Year v OR Clear

[= =] |2010-11 x| or
[z =] |2007-08 x|
|Cnntact Receives Mail j |=j IYes j | clear

I Only send ane letter per contact (useful for parents with multiple children)

¥ For mail, identify multiple contacts with the same mailing address
{useful for sending one letter to two parents in the same household)

IHDmEFDUm =l I#j I[ND value entered] = | ki clear

| Contact Email | [contains =] |@schoaldist.org [l | clear

IEnrDIIment Status j :IActive j x| clear
Effective Date: I— H

Add Another Filter [T Sortfields alphabetically

Fields to Filter:

- Filter report output using student data fields, including custom fields. Filter by year, school,
enrollment status, demographics, etc. Only data that matches the filter will be included. (See
Student Search for more details on searching for a specific student.)

- Fields can be chosen multiple times. This is useful when using multiple functions for a range of data
(<, >, etc).

- Add multiple "Fields to Filter" to search for "AND" combinations - match all instances, i.e. this and
that and ...

Possible Values:

- Use various functions (=, <, >, contains, etc.) with data field values to create numerous
combinations.

- Certain fields can use the "contains" function with a possible value, such as "Email". This provides
an easy way to find persons with common email addresses, such as, all parents with district email.

- Find fields that are empty using "= [No value entered]"

- Add multiple "Possible Values" for a field to search for "OR" combinations - find any instances that
match, i.e. this or that or ...

- For values that include an "Effective Date", if left blank, the default is "today's" date.

Note: To filter a field using all possible values, leave the "Possible Values" box blank.
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Add Another Filter
Enter another field to filter with possible values.

Clear
Remove the field to filter and all possible values.

Sort fields alphabetically: Available fields are defaulted to appear in common data groupings. If
you prefer to view them in an alphabetical list, select this option. Enter a letter/phrase to quickly find a
field.

Report Example:

A simple report to generate would be a report of students in a single grade level. Add "Grade Level"
as a field to filter, then select a grade level from the ‘Possible Values’ dropdown menu with the "="
function. All students in the chosen grade level will be matched for the current academic year.

Another common field to filter, student enrollment status, formerly "Active", has been redesigned.
Student enrollment status is determined by entry/exit dates. Status can be active, inactive or future.
To only find active students in the example above, add the field to filter "Enroliment Status" = "Active"
and select an effective date, if needed. The effective date defaults to today's date if left blank.

Use "Enrollment Status" to find students that are currently inactive, find all active students and/or find
students that are enrolled for a future date. Students with dates in the future will automatically
become active on their "Entry Date".

Below is an example of a details report using the example outlined above:

Student Full Hame | Grade Level | Enrollment Status | Entry Date | Exit Date
Adam Arnought 11 Inactive B3125/2010
Tom Austin ] Active 212512010
Jane Austin 1 Active 281252010
Bob B. Baker il Active 2r25/2010
Bill Bradey 11 Inactive 10052010
Bill Bradey 11 Inactive 132011
Bill Bradey 11 Future 10052010
Bill Bradey 11 Future 132011
Tom Chen 5 Future 1312011
Danny C. Creston a Active B125/2010
Harry Jacobs a Active 21252010
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21.1.1.3 Details Report

Generate highly customized, detailed reports using student demographic data. Filter on student data,
including custom data. Narrow student list using filters, such as, enrollment status, grade level, class,
homeroom, advisor, etc. Select data to show on report. Sort results by chosen field(s). Generate
multiple outputs.

Main > Reports > Custom Reports > Query Builder > Details Report

Create a Report - Query Builder =l
Report Type | Data | | Sorting | | Output |
Define filter criteria to find specific students (ie - 7th graders with IEPs}. [?]
Fields to Filter | Possible Values ‘
|Academic Year j |=j |CL|rrentYearj [ clear
| Enroliment Status (Active) =] = [Active =] =+ Clear
Effective Date: [8/25/2010 ]
|Grade Lavel = Igj IEighth Grade | [ clear
|Grade Level = |:_= =] |Sixth Grade = e | clear
Add Another Filter [ Sortfields alphabetically
Report Type Data
Generatel Save As...| Back to Custom Reports -
1| | _'H

Use the query builder to define information for a generated report. Follow the arrows to move through
the query builder or click the tabs at the top to jump to an area. Generate and save the report to run
again. Go back to the custom reports main page to start over.

Filters: Filter report output using student data fields, including custom fields. Only data that matches
the filter will be included. (See Student Search for more details on searching for a specific student.)
For more details on using filters see the "Filters" section of the query builder for custom reports.

Sort fields alphabetically: Available fields are defaulted to appear in common data groupings. If
you prefer to view them in an alphabetical list, select this option. Enter a letter/phrase to quickly find a
field.
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Below is an example of a printable report for active 9th grade students with custodial parent/

guardians, sorted by last name:

21.1.1.3.1 Data

Choose data fields to show on the generated report and their order of appearance.

Details > Data

| Report Type || Filters |M| Sorting || Churtpourk |

Available Fields:

Chaose which columns to show, and in which order they appear on the repo.

|Gender

[T Sortfields alphabetically

Fields to Show:

Student Full Mame
Mailing Address All Fields
Gender

Filters

Femove

Move Up

Maove Down

il

Custom Student Report e
p
Academic Year: 2008 - 2005
Contact Custodial Status: Custodial Parent/Guardian
Grade Level: 5 - Ninth Grade
Student Last Student First Grade Contact Last | Contact First Contact Contact Home
Name Name Level Name Name Relationship Phone
Austin Jane =] Austin Meliszz Maother 555-555-5555
EBaker Bob =] Bzker BEetty Mother 555-555-6665
Cruz Maria S Cruz Anna Mother 555-355-6721
Hernandez Sofia ] Josten Jennifer Stepmother 555-555-0789
Jones Hector S Jones Maria Mother 555-355-3635
Lang Michael ] Harvay Amanda Foster Parent 555-555-9021
Smith Amanda ] Smith Robert Father 555-555-9876
Wictor Ronald ] Riady Matthaw Stepfather 555-555-7645
Wade Robert ] Wade Mary Mother 555-555-4562 e
Total: 3 j

=

Sorting

Select the fields that you want to be shown on the report using the "Add/Remove" buttons. These will
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be your column headings.

Use the "Move Up/Down" buttons to sort the order that the columns will appear on the generated
report.

21.1.1.3.2 Sorting

Select the sort order for the generated output.

Details > Sorting

| Report Type || Filters || Data |M| Output

Define the sort arder of the results.
Available Fields:
~| Add |
Sort by:
Student Last Mame
Gender
F{emnuel
Move Llpl
Maowve Down
Descending
Data Ourtpurt

Sort generated report alphabetically or by data groups.

© 2001-2013 Common Goals Systems, Inc.



Reports

21.1.1.3.3 Details Output

Select a report output type and corresponding options.

Details > Output

Report Type || Filters || Data || Sorting |m

Define the format of the report.

-

-

Marmal Weh FPage
Frintakle Page

[Mailing Lakels
Envelopes

Comma Delimited (C3Y)

Frintable Letter
Template: IEIus Foute Infu:urmatinnj

[ Print School Header

¥ Letters Per Page |3

V Show anly students lacking contacts with email addresses

Email

Sorting

177

Select which output type to generate, web, label, letter, email, etc. Additional options are shown for
each type once selected.

Use letter templates for printed letters and email.
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21.1.1.4 Summary Report

Generate a custom summary report of overall student demographic counts. Quickly summarize and
analyze large amounts of data in table or graph format. View student counts in various ways, by
grade level, ethnicity, gender, etc. Customize output using groupings and filters. Generate graphs of
summary data. Choose to include subtotals to further breakdown student data. The summary report
also provides links to student details.

Main > Reports > Custom Reports > Query Builder > Summary Report

Create a Report - Query Builder

Report Type || Groupging || Graphs || Dinill Dovrn || Output |

Define filter criteria to find specific students (ie - 7th graders with IEPs). [?]

Fields to Filter | Possible Values ‘
[Academic Year =] [==] [current vaar =] *I clear
| Enroliment Status (Active) =l = [Active =] clear
Effective Date: [/25/2010 | 4]
| Grade Level A 5] #l  clear
| Gender H|CH| i

Add Another Filter [T sortfields alphabetically

Graphs Drill Down

Generate | Save As___| Back to Custom Reports

-
1| | »

Use the query builder to define information for a generated report. Follow the arrows to move through
the query builder or click the tabs at the top to jump to an area. Generate and save the report to run
again. Go back to the custom reports main page to start over.

Filters: Filter report output using student data fields, including custom fields. Only data that matches
the filter will be included. (See Student Search for more details on searching for a specific student.)
For more details on using filters see the "Filters" section of the query builder for custom reports.

Below is an example of a summary report with subtotals:

Race-Asian Race-Black or African American Race-White Race-Unassigned Race-Multiracial Total
Grade Level | Has P | Wale. |remale | ™™ | Tiaie | Fomete | T | Wole. | romele | | Wele. | remeie | | Mole. | remaie | | ‘Wale. | remale | ™!
5 -Fifth Grade No 2 2 4 13 10 23 137 165 302 (29 29 58 10 9 19 19 215 406
Yes 1 1 F 16 g 22 1 5 8 3 2 5 21 14 35
Sub-Total 2 2 4 14 n 25 153 i 324 30 34 64 13 11 24 212 229 441
G - Sixth Grade No 2 4 ] 8 13 21 132 151 283 26 23 49 7 T 14 475 198 373
Yes 1 1 1 1 13 13 26 8 [ 4 3 3 235 20 45
Sub-Total 2 K 7 £l 13 22 145 164 309 34 29 63 10 I 7 200 218 418
Total 4 I n 23 24 47 298 335 633 64 63 127 23 18 9 M2 47 859

Totals are shown at the bottom of each column.
Click a number link to view student details. Choose to save the details as a new report, as needed.
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Organize and group data to help find important trends. Choose to include subtotals to further
breakdown student data.
Summary Report > Grouping
| Report Type | | Graphs | | Filters | | Drill Dovn | | Output | :I
Define how the results are grouped. [¥]
Available Fields:
[Grade Level ~| AddRow | Add Column |
[T Sortfields alphabetically
Rows: Columns:
Grade Level Froperties w Froperties
Remaove Gender Remove
Move Up | Move Up |
Maove Down | Move Down |
Preview:
Race{1) Race(2) Total
Grade Level | Gender(1) | Gender(2) | Genderi1} | Gender{2) | Gender({1) | Gender|2)
Grade Level(1} ||
Grade Level(Z)
Report Type Graphs > |
4| | 2
Select rows and columns from available fields. Columns can have a maximum of 2 groupings. Rows

can have unlimited groupings.
Note: Available fields can only be chosen once.

Select the fields that you want to be shown on the report using the "Add/Remove" buttons. These will

be your column/row headings.
Note: To quickly find a field, type part/all of the field name.

Use the "Move Up/Down" buttons to sort the order that the columns/rows will appear on the report.

A preview is provided to show the generated report format.
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21.1.1.4.2 Graphing

Generate graphs of the summary report data.

Summary Report > Graphs

4]

| Report Type || Grouping |m| Filters || Drill Down || Output | :I

Graph the results to show a visual representation of the data. [7]

" Mo Graphs
Whatto Graph: ™ Graph each column

" Graph each row

Graph Type: Bar Chart j
' All columns in a single chart
Options: " Each Race in a separate chart

" Each column in a separate chart

Graph Size: IMedium v|

Grouping

Filters

| H

What to Graph: Graph by row or column, default is column for new reports.

Graph Type: Select from six different graph types to meet your reporting needs.

Options: View data in a single chart or separate each row or column into it's own chart.
When two or more fields are grouped in a row/column, additional graphing options are available.
Separate charts can be generated based on the first field in the column or row.

Note: When sub-totals are included on the summary report, generated charts will show each sub-
total and an overall total.
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Male

Female

36

(- 1 - First Grade [2 - Second Grade [ 3 - Third Grade [—14 - Fourth Grada)

21.1.1.4.3 Drill Down

Select drill down data to show for summary values.

Summary Report > Drill Down

o
4]

| Report Type | | Grouping | | Graphs | | Filters | Drill Down | Output | :I
Choose which fields to show when clicking on a summary total [2]
Available Fields:
|Grade Level j Addl
[T Sortfields alphabetically
Fields to Show:
Student Full Name
Gender
:Grade Level Properties
Remove
Move Up |
Move Dt}wnl
< Filters Output < Ll
| B

Choose which information is shown when viewing details on a generated summary report.

This is the data viewed when clicking a number link from the summary output.
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21.1.1.4.4 Summary Output

Determine the report output type:

Summary Report > Output

Report Type || Grouping || Graphs || Filters || Drill Down |m il

Define the format of the report. [2]

fe  Mormal Web Page

¢~ Frintable Page

Drill Down Ll

4| | i

Select the output type, web page or printable report.
Normal web page will generate a report that can be drilled down into details behind the totals.

21.2 Custom Form
Schoolinsight provides schools with the ability to create custom forms. These are useful for
requesting information from parents and students, such as annual school year registration. An initial
form is provided which can be modified using an interactive template. Customized forms can be
saved for repeated use and modification. When the forms are generated, student information from
Schoolinsight is automatically populated on the printable forms.

Main > Reports > Custom Form

The first step in using a custom form is to design a form to meet your specific needs.

Then, generate forms with student/contact information, and print them from your browser for
distribution.
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The first step in creating a custom form is to design the form for your specific needs. Start with the
existing preview or use a previously saved form. Design a form by adding/removing or moving fields,

modifying the overall layout and/or modifying field details (text). Once saved, the form can be

generated for students in a chosen academic year.

Main > Reports > Custom Form > [Preview]

Design Form

Available Fields:

Contact Relationship
Contact Home Phone
Contact Work Phone
Contact Cell Phone
Contact Address All Fields
Contact Can Pickup

Contact Email Address

-Comments- j
Add Field—>|
Selected Fields:

Contact Name &

Preview:

2008-200% Lincoln School Registration Form
Student Data

Please review and comect the student information below.

Student First Nams
Student Last Name

S8N

Grade Level

Race (Fleaze check aons)

[T asizn [ mack [ wiies

I_ Hispanic I_ American Indian

[ wwitirscial

Frimary Language

Student Middle Name
Entire Mailing Address
Birth Date

Gender

Disability

Student Email Address

Contacts Data

Pleaze review and corect the contact information below.

Contact Mame
Contact Home Phons
Contact Cell Phone

Contact Can Pickup

Contact Relstionship

Contact Work Phone

Contact Addrezs All Fizkds

Contact Email Address

Contact Name
Contact Hame Fhone

Contact Cell Phons

Contact Can Pickup

Contact Relstionship

Contact Wark Fhone

Contact Address All Fislds

Contact Email Address

W Save as: |08-E|9 registration

Generatel Bacl-tl
4

The preview area is an interactive template. To modify existing fields, choose fields either from the
"Selected Fields" dropdown or within the "Preview". Once selected, field properties are displayed to
the left of the preview and highlighted within the preview. Then, modify the field properties as needed.
The different types of fields and their properties, General Settings, Headers and Comments, Table
Fields are discussed in following sections.

Available Fields: Add new fields to the form.
- First, select the new field position by clicking an existing field either from the "Selected

Fields" dropdown or within the "Preview".

- Select the new field from the "Available Fields" dropdown.
- Click Add Field to add the new field after the selected existing field.
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Selected Fields: List of all fields that are currently being used on the form, in the order they appear

in the "Preview" displayed.

Save as: To save your form, check the box and give it a descriptive name, then "Generate" a form.

Generate

Saves a new form under the given name and generates a preview. See more details in the Generate

Form section.

21.2.1.1 General Settings

Modify properties that affect the overall layout of the form and it's title.

Main > Custom Form > [General Settings]

Design Form

Available Fields:

-Comments- j

Add Field—> |

Selected Fields:

-Show Blank Row-

-Header: Student Data. .

-Show Blank Row-

-Show Blank Row-

-Comments: Please review and co..
-Show Blank Row-

Student First Name hd|

General Settings: Xl

Preview:

2008-2008 Lincoln School Registration Form

Student Data

Please review and comect the stedent information below.

| v

Student First Mams
Student Last Name

58N

Grade Level

Race [Flesse check ans)

[ asisn [T Bk

[ wuttiracial

Primary Langusge

[T white

I- Hispanic I- American Indian

Studant Middle Names
Entire Mailing Address
Birth Date

Gender

Disability

Student Email Address

Contacts Data

Please review and comsct the contsct information below.

Title: IQUUS-QUUQ Lincoln School

Mumber of [T,
Ceolumns:

Contsct Name

Contact Relationship
Contact Work Phone
Contact Address All Figkis

Contact Email Address

Contsct Home Phons
Contsct Cell Phone

Contsct Can Pickup

Contsct Name
Contact Relationship
Contact Work Phons

Contact Address All Figkis

Contact Email Address

Contsct Home Phons
Contact Cell Phons

Contsct Can Pickup

1]

Select the "General Settings" field from the "Selected Fields" dropdown or click the form title in the

"Preview". The "Settings" will appear to the left of the "Preview".

General Settings: X - Closes the settings display.
Title: Title that appears at the top of the form. Edit to suit your needs.
Number of Columns: Set the number of columns you wish to have available across the

form.

Contact Settings:

Number of contacts to show: Select the number of student contact tables to include on the

form.
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Contacts who can pick up student: Include contact data on the generated form for
contacts that can/cannot pick up students.

21.2.1.2 Headers and Comments

Modify form headers and associated comments to meet your school's needs. Header and comments
fields can have their text details edited.

Main > Custom Form > [Header/Comment]

-
Design Form J
Available Fields: Preview:
-Comments- j a
: 2008-2009 Linceln School Registration Form I—
Add Field— | Student Datz

Flease review and corrsct the student information below.

Student First Mame Student Middle Name

Selected Fields:
- Student Last Mame Entire Mailing Address
Sender [ s8N Birth Date
D'aceb'r‘t Grade Level Gander
1saniir
Primary{anguage Race [Fleass check ons) Drisability
Student Email Address J I fen [T e T winie

-Header: Contacts Data...
—Comments: Please review and co...

I- Hispanic I- American Indian

[T wuitiracizl

Refresh Preuiewl

Contact Name |
Primary Languages Student Emsil Address
Contacts Data

Properties: ﬂ Please review and comect the contact information below.

Field: Comments Eantzct Namz
Contsct Relstionship Contact Home FPhone

p j j Caontact Work Phons Contact Call Phons

Remove Field I Contsct Address All Figlds Contsct Can Pickup

Contact Email Address.

Flease review and correct the d Contact Name

contact information below. Contact Relationship Contact Home Fhone
Caontact Work Phone Contact Cell Phone
Contact Address All Figkis | Contact Can Fickup _—
Contact Email Address

4

Select a "Header:" or "Comment:" to modify from the "Selected Fields" dropdown or click the field in
the "Preview". The field's "Properties" will appear to the left of the "Preview".

Properties: X - Closes properties.
Field: Shows the field type. This cannot be modified.
Move: Adjust where the field appears in the table using < > to move it to the right or left of its

current position.

Remove Field: Deletes the field from the table. Note: Add the field back by selecting it from

"Available Fields".

Details: Edit: To modify the Header or Comment text, click the "Edit" button, change the text
and "Save". The new header/comment appears in the preview.
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21.2.1.3 Table Fields

Modify fields within the Student and Contacts Data tables to meet your school's needs. Move fields
around within a table, adjust field column sizes and/or add/delete fields.

Main > Custom Form > [table field]

Design Form ;I

Available Fields:

-Comments- j

- 2008-200% Lincoln School Registration Form
Add Field-> | Student Data

Plesze review and comrsct the student information below.

Preview:

| »

. Student First Nams Student Middle Mame
Seleciod Pkt Student Last Mame Entire Mailing Address
Gender Al {lsew Birth Date
Race — -
N . Grade Level Gender

D|_sabll|ty Rape (Flease check ans) Disahility

Primary Language ] o

Student Email Address J I asen T mac T wnie

-Header: Contacts Data... | Hispanic [T american Indisn

-Comments: Please review and ¢

[T Muttiracial
Primary Language Student Email Address
Contacts Data
Properties: ﬂ Pleaze review and comrsct the contact information below.

Field: Contact Mame opaciiiape
Contact Relationship Contact Home Phone

Move: j j Contact Wark Fhone Contact Cell Phaone

: Contact Address All Figlds | Contact Can Fickup
Columns: z j j Contact Email Address.
Remove Field |

Contact Mame
Contact Relationship Contact Home Phone
Contact Wark Phone Contact Cell Phone -
Contact Address All Figlds | Contact Can Pickup b

Contact Email Address. -

4 I |
-

4| | ©

Select a field to modify from the "Selected Fields" dropdown or click the field in the "Preview". The
field's "Properties” will appear to the left of the "Preview".

Properties: X - Closes properties.
Field: Name of the table field. This cannot be modified.
Move: Adjust where the field appears in the table using < > to move it to the right or left of its
current position.
Columns: Change the number of columns in the form that the field uses. Example: If your
form uses 3 columns (General Settings), the field will use an entire line if also set to 3
columns.
Remove Field: Deletes the field from the table. Note: Add the field back by selecting it from
"Available Fields".

Note: Changes to a field in the "Contacts Data" table are applied to all instances.
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21.2.2 Generate Form

Use saved forms to generate printable output. Print blank forms or select students based on chosen
criteria. Student names and related data that's stored in Schoollnsight, such as addresses, contacts,
etc., will be automatically entered on the forms.

Main > Reports > Custom Form

Generate Forms -]
Academic Year: |2[]11-12 j

Run a Saved Form |

Form: 11-12 registration j delete

Show Which Students?

Mo Students - Print a Blank Form

T Single Student: IT;,-|:E here to search for a Student [clear]

All students in Grade Level:
6 - Sixth Grade

[ 7 - Seventh Grade
9 - Ninth Grade SIID

12 - Twelfth Grade

c|355;|211-1-Gecmetr;,- 1. Section 1 j

Homeroom: IJag,- Birdman vl
Advisor: IJa'_-.- Birdman vl
All students in school

hd|

< | B

D000 D

Academic Year: Choose the academic year from which to select students.

Form: Select a saved form to generate or modify. Choose forms that have been saved by yourself,
or by others in your district. You can delete an unused form, if needed.

Show Which Students?:
No Students - will print a blank form. This is a good way to preview what the form looks like
prior to generating for many students.
Search for a single student or generate forms for all students in a grade level, class,
homeroom, or for a chosen advisor, or all students in your school.
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Contact Options (if applicable) ;l
Mumber of contacts to show: IE
Custodial Status [ Any =l
Web/Records Access Any =

Receives Email Any =

Receives Mail Any =| M Donotsend duplicates to a contact

Can Pick Up Student Any >

Jadd

Prevent All Contact with Student Any =

I Hide students with no matching contacts

Sort Students By?

|Last Mame j
1 | B

Set contact options, as applicable. Determine a sort order for the generated forms.

Generate
Generate the form(s) based on chosen selections. Once generated, print the forms from your
browser.

Below is an example of a generated form with student and contact information automatically entered
from Schoollnsight data.
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2011-2012 Lincoln School Registration Form

Student Data

Please review and correct the student information below.

First Name: Bob

Middle Name: B.

Last Name: Baker

Mailing Address: 1224 Lane
Watertown, IL 65555

S5N: Birth Date: 2/1/1994
Grade Level: 10 Gender: M
Race (Please check one) Disability:

[T asian [ Black ¥ white [T Hispanic

[T american Indian [ Multiracial

Primary Languzage: English

Student Email Address: bbb@ip.com

Contacts Data

Please review and correct the contact information below.

Name: Betty Baker

Contact Relationship: Mother

Home Phone: 5355-355-6666

Work Phone:

Cell Phone:

Address: 1234 Lane
Watertown, IL 65555

Can Pick Up Student®: T

Emazil Address: bib@ip.com

Name: Robert Baker

Contact Relationship: Father

Home Phone: 555-555-6666

Work Phone:

Cell Phone:

Address: 1234 Lane
Watertown, IL 65555

Can Pick Up Student?: T

Email Address: rmb@ip.com
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21.3 Autodialer Report
Generate a report of student/contact phone numbers to use with an autodialer.

Main > Reports > Autodialer Report

Autodialer Report =l

Academic Year: | 2009-10 j

File Type: |A|ertNDw j

T - Seventh Grade

9 - Minth Grade

# Grade Level

Select f-\lll
Student(s); 11 - Eleventh Grade

12 - Twelfth Grade

& Homeroom

Student Last Name =] Student Full Mame
Grade Level Student Phone Number
Student Mumber Contact First Name E
State 1D Mumber Contact Home Phone
Student Email Address Add _>| Contact Cell Phone
Fields to Show: Contact Last Name
Contact Email Remaove <—|
Contact Relationship

Contact Other Phone
Contact Wark Phone =]

Move Up | Maove Down
Al | i

School: Select a school for the generated report or include "All".

File Type: Select which autodialer file type output to generate.

Students: Select students by grade level or homeroom. Narrow list as needed. Note: Only
students with an enrollment status of active/future, as of the current date, will be included.

Fields to Show: Select the fields that you want to be shown on the report using the "Add/Remove"
buttons. Use the "Move Up/Down" buttons to sort the order that the columns will appear on the

generated report. Note: Only contacts with "custodial parent/guardian” status will be included on the
report.
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Show all phone numbers on one line

) Hide inactive students
Options:
Hide rows with no phone numbers

U R Y

Show school name

Mormal Web Page

900

Printable Page
Where Shown?

o)

Comma Delimited (C3V)
¥ Show Header Row

Generate Reportl Backl

4]

Options: Select options to use when generating the report output.

Where Shown: Generate a normal web page, printable page, or create a .

importing numbers into an autodialer.

Below is an example of a generated report:

csv file to use for

Autodialer Report B
School Name: Lincaln School
Academic Year: 2009 - 10
Contact Custodial Status: Custodial Parent/Guardian
Grade Level: Tenth Grade
Enrollment Status: Active/Future as of 11/18/2010
Back |
Student Full Hame ‘ School Name Phone Contact First Name | Contact Home Phone | Contact Cell Phone
Jane Austin Lincoln School 555-555-5555 Melissa 555-555-5555 555-123-1234
Jane Austin Lincoln School 555-555-5555 Tony 555-555-5555 565-123-9876
Bob B. Baker Lincoln School 555-555-6666 Betty 555-555-6666
Bob B. Baker Lincoln School 555-555-6666 Robert 555-505-6G666 555-123-G487
Hector Jones Lincoln 3chool 555-555-4821 Maria 555-555-4821
Michael Long Lincoln School 555-555-9021 Amanda F55-555-9021 |
Amanda Smith Lincoln School 555-555-8876 Robert 555-505-9876 555-908-3598
Robert R Wade Lincoln School 555-555-4562 Mary 555-555-4562
Total: 8 -|
4 | 2
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21.4

Enrollment/Withdrawal

Generate a report showing student enroliment or withdrawal for a chosen timeframe. Note: You're
school must have purchased Core Student Management to use this report.

Main > Reports > Enrollment/Withdrawal

Enroliment Options

Academic Year: IEUUB-UEI TI

=]

* Enroliment

o - Eighth Grade
9 - Minth Grade

Mormal Ent

Transfer In
Enrallment Entry Codes:

Select All |

Repaort Type:
" Withdrawal
& vear
¥ Include Students With No Entry Code
Time Frame: " Grading Period I'T.'*l vI
0 Month | June 2009 =l
" Date Range Startl? 25/2008 I J End: |3 26/2008 I J
EC - Early Childhood
2 - Second Grade
Grade Level: B - Sixth Grade Select All

Sorting: |Last Mame j
W Hide Inactive Students
I Show Student ID Mumber
™ Show Address

Options: [T Show Date of Birth
I Show Gender
I Show Homeroom Teacher
" Printable

Generate Report| Back

1]

Select a report type, timeframe and grade level for the report.
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For report type of Enrollment:
- Choose to include students without entry codes in the report
- Select enroliment entry codes to include in the report
- Choose to hide inactive students

For report type of Withdrawal:
- Select enroliment exit codes to include in the report
- Choose to hide re-enrolled students

Below is an example of an enroliment report for all grade levels, all entry codes, including inactive
students:

Enroliment Report B
Academic Year: 2008-09
Grade Level: All

Entry Type Count
Mormal Entry 3 (75%)
Transfer In 1 (25%)
Total Enrollments | 4

Grade Student Entry Code | Entry Date | Exit Code | Exit Date | Status

g Baker, Doug Mormal Entry 8/25/2008  Dropped out 12192008 Inactive

3] Creston, Daniel €. "Danny” Mormal Entry 8/26/2008

g Fodrigues, Robert tMormal Entry 8/25/2008  Transfer Cut 10172008 Inactive

8 Winkler, Thomas Transferin  910/2008 -

Elat:kl _Ij
3

1] |

Below is an example of a withdrawal report for 9th grade, all exit codes, hiding re-enrolled students:

Withdrawal Report -]

Acacdemic Year: 2008-08
Grade Level; 9

Exit Type Count
Cropped out 1 (50%)
Transfer Cut 1 (50%)
Total Withdrawals 2

Grade Student Entry Code | Entry Date | Exit Code | Exit Date
g Baker, Doug Mormal Entry 8/25/2008  Dropped out 12M18/2008) |
g Rodrigues, Robert Mormal Entry 825/2008  Transfer Out 10M17/2008

Elat:kl _ILI
3

4 |
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21.5 Subgroups
Generate a report of student enrollment details based on subgroups. Subgroup data is entered in the
"Demographics" section on the "Student" pages. Note: You're school must have purchased Core
Student Management to use this report.

Main > Reports > Subgroups

Subgroups B
Academic Year: IEUUEI-H] vI
Grade Level: |AII j

W Exclude data for inactive students?

[T Printable?

Generate Report Backl -
< | _*|_I

Select an academic year and grade levels for the generated report.

Cptions:

Below is an example of a subgroup report:

Subgroups 2
Academic Year: IW

Grade | ny | asian | Black | White | Hispanic | 2MS0C80 | picapieg | L0 |1 ep | pale | Female | Migrant | H28 | mutiracial
Level Indian Income IEP
Koo ;145&1 _;83 6.36%) ;%5.45::01 tﬂ:ss.as::a] ;L_Us.45=:q] :?24.55%] 3(13.84%)
1 t11_gtlu::u1 [210.53:301 tls.zstul %35.84%] 5(31.58%) ?25.32::01 :?02.53%:.] f%—T.S?:Zu] 115.26%)
2 t11_800=:u1 t2_11.11::ul tiz?.?s::u] s sl s s ;1?05.5s::a1 2A11.11%)
3 1. 2020%)  4140%) | 3(30%) 4440%) 3(30%)  7(70%) 1010%)

4 t11_100=:u] tlg.ngi:u] 315.451:01 5(45.45%) t%s.xisi:ul f§54.55’103 315.45%]

3 t11_600=:a1 t16.25=:a] tlnt3.?5=:a] 8137.5%) 2805 12(75%) | 4(25%) 1(6.25%)
& oo Fia20%) B SE571%) Bsr1 7m0 D5 71%) e
1 | _:Sﬁ 1545 325.08% &5.15%1 ?51.54%] ?38.46%] 2015.38%)
g 1310¢1 _;55 T ;1‘.1-4.4-4:301 tzzz.zzm tlr?.?s::ul

Back -
— il

4]

Click any link to view corresponding details.
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21.6 Homeroom Lists
Generate a list of students by homeroom teacher. Note: Students must be assigned a homeroom
teacher. This is done on the "Student" pages in the "Yearly Enroliment Info" section. Note: You're
school must have purchased Core Student Management to use this report.

Main > Reports > Homeroom Lists

Homeroom Lists ]
Academic Year: |2011-12 j

Jay Birdman
Brenda Bradley
Brian Chase
John Fairchild
Karen Jones x|

Instructor:

Hide inactive students

Show grade level

Show student number

Show student phone number
Show student address

Options: ) -
Show locker information

XA« A

Show Gender Statistics
¥ Show school name

[™ Printable Page

' shaw blank columns: IU

Generate Reportl Backl -
4| | 3

Select an academic year and teacher(s) for the generated student list.
To generate lists for multiple instructors, hold down the left mouse button as you scroll or use Ctrl, left
click to select non-consecutive instructors.

Select options to include for the generated report. Add blank columns to the report to include
handwritten information.
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Below is an example of a printable homeroom list for a single teacher with 1 blank column:

Homeroom List [
School: First Schocl
Academic Year: 2003-10
Instructor: Nancy Kramer
GL:‘:I! Student ':::::::: Phone Address
8 James, Suzzn 1071 555-1234 ;gi‘;iﬂ: I
8 Moore, Mary 1077 555-0387 gg?k:i?:f;f
g Maare, Tim 1075 555-3876 g‘:ig’:jg'ﬁL
8 Patrick, Kim 1073 S07-3854 ngssip;'e??t'rt
g Smith, Sam 1078 555-3847 ﬁ::fai'g::slfri"'e
8 Tammond, Tim 1079 555-1010 g:rf';fd'::j"ﬁ —
Males: =
Females: =
Count: & LI
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21.7 Class Lists

Generate a report with student/contact information for chosen classes. Filter lists by daily period,
semester and/or instructor, as needed.

Main > Reports > Class Lists

Class Lists A
Academic Year: | 2010-11 j
Daily Period: All -
Semester: All -
Instructar: IT;,-|:E here to search for an instructor
123-1-Algebra 1, Section 1 -]
127-1L-Biclogy Lab 1, Section 1 [
127-1L-Biology Lab 1
201-1-Chemistry 1, Section 1
Classes: 124-1-English, Sem 1, Section 1 Select All |

Show Columns:

Options:

321-European Literature
210-F-Geography.Fall, Section 1
211-1-Geometry 1, Section 1
215-Health, Section 1
100-Keyboarding, Section 1

' Home School
' Grade Level

¥ student Mumber
M Phane

M Wailing Address
M contacts

I Blank Column

Column Title:

¥ Hide inactive students
V' show school name

™ Printable Page

[

Generate Repurtl Backl

|

il

To generate class lists for multiple classes, hold down the left mouse button as you scroll or use Ctrl,
left click to select non-consecutive classes.
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Below is an example of a single class/contact list.

Class/Contact List B
Class: 2010-11 215-Health, Section 1, Chase [Q1,02,04: 3 M-F]
LEiE Student S ETL Phone Contacts
Level Humber
11 Arnought, Adam Qo004
11 Baker, Bob B. 1074 555-555-6666 Betty Baker
(h) 555-555-6666
Fobert Baker
(h) 555-555-6666
(c) B55-123-6487
Maude Baker
(h) 555-555-1234
Fappy Baker
(h) 555-555-6666
11 Jones, Hector 1040 255-555-4821 Maria Jones
(h}) 555-555-4821
11 Long, Michael 1042 555-555-9021 Amanda Harvey
(h) 555-555-9021
11 Moare, Melissa 1043 AAG-987-2356
11 Sanders, Susan 1048
11 Smith, Amanda 1665 f555-555-9876 Robert Smith
(h) 555-555-9876 |—
(c) 555-908-3595
11 Wade, Robert R 1065 H55-555-4562 Mary Wade
(h) 555-555-4562
11 Woodman, Tammara 1069
Count: 9 -|
1| | [
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21.8 Entry Codes

Generate a report based on student entry codes. Find transfers, re-entries, etc. Subtotal by
subgroup to view entries by demographic.

Main > Reports > Entry Codes

Entry Code Summary B
Academic Year: |2EIEIEI-1[] j
Grade Level: |AII j

Subtotal By ISuhgrnup vI

[T Exclude data for inactive students?

[T Printable? .

Generate F{epnrtl Eackl -
4 | _'l_l

Generate a report for the chosen academic year.

Cptions:

Grade Level: Narrow students by grade level or include all.
Subtotal By: Choose to include a subtotal by grade level or subgroup, as needed.

Options: Exclude inactive students and/or generate a printable report.

Entry Code Summary -]
Academic Year: IEUUEI-H] j
Subgroup Ngg;; Normal Entry | InterDistrict Transfer | Re-Entry | Transfer In
All (i} 26 1 2 2
Asian 4 1
Black 4
Female 13 2 2
Hispanic 2 1 1 1
Low Income | 1 1
Male 4 13 1
Multiracial |1 1
White 5 14

Backl _ILI
3

4| |

199
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Click the number links to view student details:

f:ri? Hame 2 m Homeroom | Entry Code | Entry Date | Inactive?
10 Moore, Emma Transferin 10772009

10 Sanders, Susan 1048 Transfern  ©M1/2009

Count |2

21.9 Promotion/Graduation

Generate a report based on student exit codes. Find promotions, graduations, etc. Subtotal by
subgroup to view entries by demographic.

Main > Reports > Entry Codes

Promotion/Graduation Summary B
Academic Year: |2EIEIEI-1[] j
Grade Level: |AII j

Subtotal By: IGrade Level TI

¥ Exclude data for inactive students?

[T Printable? e

Zenerate Repnrtl Backl -
a | _'l_l

Generate a report for the chosen academic year.

Cptions:

Grade Level: Narrow students by grade level or include all.
Subtotal By: Choose to include a subtotal by grade level or subgroup, as needed.

Options: Exclude inactive students and/or generate a printable report.

Promotion/Graduation Summary B

Academic Year: IEUUH-H] j

- Promoted | Moved | Erroneus Enrollment
Code

4 26 1 1

Backl _ILI
3

1] |
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Click the number links to view student details:
f:ri? Name & % Homercom | Exit Code | Exit Date | Inactive?
10 Austin, Jane 1072 JBirdman  Promoted
7 Austin, Tam 1070 Framoted
10 Baker, Boh B. 1074 Fromoted
7 Creston, Daniel . "Danny 1076 Fromoted
7 Jacohs, Harry 10348 Fromoted
10 Janes, Hectar 1040 Framoted
7 Jones, Jacquelyn May “Jackie™ 1080 Fromoted

201
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21.10 Transportation Report

Generate a report of student transportation data. Narrow details by grade level, timeframe and
transportation code, as needed.

Main > Reports > Transportation Report

Transportation Report Al
Academic Year: IEUUH-W 'I

e

) 9 - Minth Grade

Grade Level: 10 - Tenth Grade Select All |

12 - Twelfth Grade

* Year

" Grading Period [Q1 =
Time Frame: ' Manth IHD'.EI'I'||:E|' 2009 j

C Week |L-'1nncla-_-,- 8/31/2009 =]

" Date Range Start]9/1/2009 M enaf6r2010 2] &
Transportation Code: |AII j
Group By: IStudent j

' Normal Page
Options:

" Printable Page L

Generate | Back -
1 | _*l_l

Choose an academic year for the generated report.

Grade Level: Choose grade level(s) to include on the report.
Time Frame: Select the timeframe for the report.
Transportation Code: Choose which codes to include on the report. Note: Student data

corresponds to transportation codes entered in the "Yearly Enroliment Info" section on "Student”
pages. Transportation Codes are defined at Main > Options > Transportation Codes.

Group By: Choose to view codes by student or transportation code.
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Below is an example of a report generated by student:

Transportation Report 4]

Academic Year: 2009
Grade Level: 7.8 10 12

Student Transportation Code Humber of Days
Alstin, Jane Takes hus, lives = 1.5mi away 180
Austing Tom Takes hus, lives = 1.omi away 1380
Janes, Joe YWalks ta school 180
Reddy, lan Walks to schaool 180

2mith, Amanda  Takes hus, lives = 1.5 mi away 180
Suchmare, Mary  Takes bus, lives = 1.5 mi away 180
YWade, Robert Takes hus, lives = 1.5mi away 180

Walks to school 360

Takes bus, lives < 1.5 mi away 360

Takes bus, lives > 1.5mi away 540
Total Students=7 Total 1260

Elackl _ILI
3

1 |
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21.11 Birthday Lists

Generate a report of student birthdays.

Main > Reports > Birthday Lists

Student Birthdays

School; Lincoln School

Academic Year: IEDUEI-m vI

Time Frame:

Whao:

Sart By:

Options:

& Year

¢ Month [November =]

O week |November ][4 ]
 Day |HD'—;EmI:Er jl-t =

% Al Students

" Grade Level I? - Seventh Grade j

" Class IZIJIJE!-1IJ Gth Grade English, Section 3

% Birth Date

" LastMame

" Grade Level, Last Mame
" Grade Level, Birth Date

¥ Hide Inactive Students
™ Printable
™ Show Header

| Generate Repnrtl Eiackl

4|

Select an academic year and timeframe for student birthday lists.

Narrow student choices by grade level or class, as needed.

Select sorting and options for the generated report.
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Below is an example of a birthday report for all tenth graders for the entire school year, showing a

header:

School; Lincoln School
Academic Year: 2008
Grade Level: Tenth Grade
Time Frame: Year

Student Birthdays

[Month Day Student

[March 1 Baker, Boh 10
13 2mith, Amanda 10

April 15 Alsting Jane 10
ay 20 Jones, Hector 10
Wade, Robert 10

September 2 Sanders, Susan 10
December 10 Long, Michael 10

Eiackl

1 |

Note: Student birthdays in the same month will show unique days and not repeat the month.

=

i

Students with the same birth date with appear sequentially and the date is not repeated, when "Sort

By" is "Birth Date".
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21.12 ID Cards

Generate student and/or employee id cards that can be printed and distributed. Id cards can be
printed with barcodes for use when purchasing meals. Pictures and other information can be included

on the card.
Note: To use unique student/employee humbers when generating barcodes, set the option at Main >

Lunch > Options.
Note: Barcodes are generated in the "Code 128" format.

Main > Reports > ID Cards

ID Cards =l
Academic Year: | 2009-10 j

[ IT'_-.-|:5 here to search for a student [l

T - Seventh Grade
9 - Minth Grade

Select Alll

' sStudents in Grade Level:
Users to Print: 12 - Twelfth Grade

" Students in Homergom: |Eii|':lman Jay j

' Emplaoyee; | Al j

¥ School Name
Fields to Show: ¥ Grade Level
(with barcode) ™ Homeroom Instructer

¥ student Picturs

¥ Include foed item on barcode?

Food ftems: Icmd Lunch w/Wilk

Sort: |Last lName j

Format Output Far: ICF!BU Card j -

Generatel Elackl -
4] | L|_I

Choose an academic year to print id cards.

Users to Print: Generate cards for all or select students or employees. Select from all active
students and employees in your school's system.

Note: For schools that don't use the "Lunch" module but have generated unique id numbers, an
option to choose which number to use on the id card will be available. Choose to use the generated
unigue number, or the internal id.

Fields to Show: Choose additional fields to print on id cards. Include pictures on cards, as needed.

Food Items: Choose to include the food item with the student/employee ID number on the barcode
to make scanning items quicker at time of purchase. Note: Food items must be defined for the
chosen academic year prior to generating cards with barcodes. Define food items at Main > Lunch >
Food Items.
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Format Output For: Select the option for printing that best meets your needs when generating id
cards. Note: You must have a compatible printer to use the "CR80 Card" option. This option
generates one id card per "page”. Select other label options, if needed. Then once generated, cut to
size for students/employees, apply to plastic cards for more durability.

Below is an example of an id card that includes school name, grade level, food item barcode and
student picture:

Lincoln School
Mandy Jones
Grade - 6

Hot Lunch w/Milk

802

S2329801F1
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21.13

Student Alerts

Generate a report of alerts for students. View contact, medical, and/or general alerts.

Main > Reports > Student Alerts

Student Alerts

[

Academic Year; |2010-11 j

' Grade Level

' Homeroom
Students:
' Group

& Al Students

W Contact Alerts
Alerts to Show: ¥ Wedical Alerts

¥ General Alerts

Sort By: |Last Mame j

¥ Hide students with no alerts

¥ Show homeroom instructor
Opticns:
¥ show school name

¥ Printable Page

Generate Repnrtl Elau:kl

al

ol

Students: Narrow report by grade level, homeroom, group, or view all students.

Alerts to Show: Select the alerts to include on the report. Note: Medical alerts are available for

schools using "Health Records".

Sort By: Select the sort order for the report.

Options: Choose additional options for the generated report.

Below is an example of a report viewing all alert types:
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Student Alerts =]
School: Lincoln School
Academic Year: 2010-11
Grade Level: 8 11
Hide students with no alerts: Yes
Prevent All -
Grade Medical ] General
Student lieved Cl:nn_tact Alerts Allergies Alerts
With
Austin, Jane hh Steve Mason  Highly allergic to bee stings. Epi-penin Wasp or Bee Stings - Epi-pen
nurses office. availahble
Baker, Bob B. 1 Allergy to Peanuts Feanuts
Austin, Tem g Steve Mason
Creston, Daniel 8 Feanuts
C. Tree Muts
Count: 4 |
4| | B

21.14 Progress Report

Generate progress reports for a specified grading period. Select options to customize reports to meet
your needs. Generate reports for one or many students. Also generate mailing labels and envelopes.

Main > Reports > Progress Report

Progress Report

Grading Period: | 2010 Q4

j Academic Year: | 2010-11

[

Report Title:

Message:

Student(s):

Show only students

‘Where Shown?

ol

with grades at or below:

Lincoln School
Progress Report

Theze are 4th gquarter grades only.
Final end of year grade= will be forthcoming.

Position: ITUp 'I

* Grade Level |8 - Eighth Grade

]

[~
" Homeroom

" Group

Austin, Tom J
Creston, Daniel C.
Jacohs, Harry

Jones, Jacquelyn May
Jones, Joe

Jones, Maureen Lynne
Preston, Fredrick

Select All |

[ Show inactive students
' Printable Page

" Mailing Labels

i Envelopes

[
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Grading Period: Select the grading period to be shown for the chosen academic year.
Report Title: The title of the progress report.
Message: Add a customized message to the top or bottom of the generated progress report.

Students: Generate a report by grade level, homeroom or group. Select one, many or all students in
the chosen category.

Show only students with grades at or below: Generate progress reports only for those students at
or below a chosen grade.

Where Shown?: Generate a printable report, mailing labels or envelopes. Several more
customizable options are available for printable reports as outlined below.

Show Summary: [Yes =l B

Show Progress

Report Comments: |N|:| - Do NOT show progress report comments j

?yhﬂor\::r Missing |Yes j
|Yes j
Show Assignment [ Only Show Assignments Since: Il‘v"larl:h j |1 j |2I_'I12j B
Details:
Sort Details By | Category j
Show Aftendance: |Yes j

Show Grading |Yes - Show Grading Scales Mext to Assignment Details j

Scale: " Show Grading Scale Notes

Shaow Behavior |Yes - Show any logs for student j
Logs: I~ onlyShow Logs Since: [March =] [1 =] [2012=] &

Sort Students By I Last Mame vI

¥ Show category subtotals

Show percentage
Show letter grade

Options: Show date for each assignment

I

v

[T Round class averages

v

¥ Dontshow classes hidden from parents
[T start each section on 3 new page

[ Show Parent Signature line

[T Show assignment notes

¥ Use Report Card class sort arder |

¥ Save Current Settings

Generate Reportl Back | -
3

ol

Show Summary: Show a class summary on the progress report.

Show Progress Report Comments: Determine if/where to include instructor's progress report
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comments on the generated report.
Show Missing Work: Include details about missing work on the progress report.
Show Assignment Details: Include details about assignments for each class.

Show Attendance: Include attendance details on the report. You can show daily or period
attendance.

Show Grading Scale: Show the grading scale used for the grading period.
Show Behavior Logs: Include details from behavior logs.

Options: The final set of display options control the generic display of information. Save current
settings for next time generating reports.
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Below is a generated progress report showing a summary, assignments and comments:

Lincoln School Progress Report

Student: Moore, Melissa

Grade: 10

Date: 12/21/2009

Summary
Term Class Instructor | Current Score
2009-10 $1 | Gecrmetry Birdrnan 1 88, 8%=b
2009-10 1 | Bialagy Birdman 1 | 92.86%=A
2009-10 91 | English Bradley B | 92,86%=a
200%-10 Q1 | Social Studies | Winkler E
Details for 2009-10 Q1 Geometry
Date . Possible Letter - .
Due Assignment Points Score Oy Crade Assignment Comments (optonal)
92172009 Chapter Quiz 25 22 22% B
i0/27/2009 Chapter Test 100 a9 S89% B
Total 125 111 B8.8%%0 B
Details for 2009-10 Q1 Biology
Date . Possible Letter . .
Due Assignmient Points Score o Crade Assignment Comments [optonal)
af11/2009 Quiz 1 20 17 285% B
afz4/ 2009 Azzignment 2 =] 45 2% A
10/z2e/2009 extra credit a 2 A
Total 7O 63 92.86%0 A
Details for 2009-10 Q1 English
Date - Possible Letter - .
Due Assignment Points Score O Crade Assignment Comments (optonal)
F15/2009 iz 1 20 17 85% B
i0/21/2009 First Paper S0 45 FE A Pleazure to have in daszs
Total 7O [ 5] 92.86%0 A
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21.15 Gradebook - Eligibility

Generate a report to indicate eligibility for extra-curricular activities based on a specified grade or GPA
threshold.

Main > Reports > Gradebook - Eligibility

Check Gradebook Eligibility -l
Academic Year: | 2010-11 j
' single grading period |Q1 vI [T Calculate Using GPA
Start:l-:ﬂ 'I
¢~ Running total for -
] multiple grading periodsE”d- |'~-'1 :I'
Timeframe:
[T UseWeights
Start:l vl
' Date Range
End: I 'I
& Grade Level [ Al j
' Homeroom
Who to Show:
o Group
C Al Students
Threshold: ID vI —
Sort By: |Grade Level j
¥ Hide inactive students
¥ Show school name
Options: [¥ Show classes
¥ Show grades
[¥ Show GPA -
4| | Lrl

Select an academic year and timeframe for the report.

Timeframe: Run the report for a single grading period, multiple grading periods or a chosen date
range.

- For a single grading period, choose to calculate eligibility using GPA. To use GPA instead of a
grade, check the GPA option box and then set the GPA threshold. Note: If your school uses the
Grade Reporting module, you can set an option to calculate unweighted GPA, if needed.

- Choose to use weights when viewing multiple grading periods, as needed. Note: Timeframes for
multiple grading periods or date ranges are only available if all grading periods have start and end
dates.

- Use a specified date range to calculate eligibility.

Who to Show: Narrow report by grade level, homeroom, group or include all students. Choices
appear once selection is made.

Threshold: Choose a grade or GPA threshold value.

Sort By: Sort the generated report by student name choices or grade level.
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Options: Exclude "Inactive" students, and show the school name on the generated report, as
needed. Choose to show classes and corresponding grades on the generated report. Choose to
show current GPA on the generated report when calculating using GPA.

Where Shown?

Marmal Web Page
Frintable Page
Mailing Labels

Envelopes

o e e TS T

Frintable Letter

o)

Email
Template: IFaiIing Grade 'I
M Contacts
M student
I Preview Only (Does not send email)
W Log Email

Generate Repnrtl Backl

|

el

Generate email or printable letters using letter templates, as needed. Additional options appear once
selection is made.

Below is an example of a report with a grade threshold of "D", showing classes and grades:

Check Gradebook Eligibility

Grading Period; 2008-09 &1
Grade Level: All

=

?_El? Student Class Instructor | Current Score
i] Smith, Sam Gth Grade Math Beth Whitman 56 43=F
i] Smith, Susan  Gth Grade Math Beth Whitman 67.14=D
i] Spector, Sally  6th Grade Math Beth Whitman 59 29=F
g Vade, Robert R Biology Jay Birdman  §1.33=D
Total=4 |

Back |

1]

Below is an example using a GPA threshold of "2";
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Check Gradebook Eligibility =/

Grading Period; 2009-10 &1
Grade Level: All

Grade
Level

Student

Current GPA

10
10
Total=2

Jones, Hector 2
Long, Michael 2

Eiaclcl

For either report type, click a student's name to view their details on "Parent Main".

il

215

© 2001-2013 Common Goals Systems, Inc.




216

Admin Basic Setup

21.16

Gradebook - Failing Subgroups

Find the percentage of students with grades at or below the threshold. Identify students who are
struggling, so they can get help before they fail standardized tests. Note: This report is only available
if your school has purchased Core Student Management.

Main > Reports > Gradebook - Failing Subgroups

Predict Failing Subgroups B
Academic‘r‘eanlzﬂﬂa-ﬂg "I

Grading Period: |2EIEIB-UEI Q1 j

Grade Level: |9 - Minth Grade j

Subgroup: |AII j

Subject: |I"u'15|thernatin::s j

Failure Prediction Threshaold: IE,

Options: " Printable? |

Generate Fiepcrrtl Eiackl -
« | _>I_I

View struggling students:

Identify Failing Students -l

Grading Period: 2008-09 Q1
Grade Level: 9 - Minth Grade
Subgroup: All

Subject Area: Science

Limited
Instructor Class Student Ethnicity | Disabled? I okl - English Current Score
ncome? !
Proficiency?
Birdman J Biology Rodrigues, Robert  Hispanic true 68.67=D
Birdman J Biology Wade, Robert R 61.33=D

Students ator below D 2 (28.6%)

Total Students 7 (100%)

Backl _ILI
»

1] |
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21.17 Gradebook - Grades

View gradebook grades for a chosen student. Generate a printable page, if needed.

Main > Reports > Gradebook - Grades

Gradebook Grades =
Student: |CFUZ- Maria (15735) - 9 i Search:IC {ex: 7 j smith) [?] Academic Year: |2011-12 "I
Class ‘ o | Q2 ‘ Q3 ‘ Q4

Algebra 1, Section 1 5% =A AT% =A

English, Sem 1, Section 1 100% =A 8% =A

Phys Ed 1, Section 1 88% =8B 87%=8

Social Studies Fall, Section 1 M%=A 89% =8

Printable Pagel Backl -
< | ;I_I

Select an academic year and student to view their current gradebook grades.
Click a grade link to view assignment details for the chosen grade.

Note: Grades shown are from the student's total grade currently in the teacher's gradebook.
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21.18 State Standards Coverage

Determine how well state or district defined standards are being covered by courses at your school.
Identify gaps and overlaps in coverage of standards by your curriculum.

Main > Reports > State Standards Coverage

State Standards Coverage B
AcademicYeanlEUUE-UE *I
Courses:
" Show coverage by course standards
" Show coverage by course curriculum maps
Report Type  classes:
¥ Show coverage by class standards
" Show coverage by class curriculum maps
= Show coverage by class lesson plans
Standard: Language Arts, Late Elementary, Learning Standards j
r;\- .
Threshold: Wiew all standards
" View standards covered by less than |1 class(es)
¥ show description for standard items
) ] ¥ Show curriculum map details
Cptions:
¥ sShow class description
™ Show printer-friendly page [

Generate Flepcrrtl Eiacl-cl -
4] | _’l_l

Report Type: Choose which type of report to generate:
Courses:
- Determine the number of course standards that cover a chosen state standard.
- Determine the number of course curriculum maps that cover a chosen state defined
standard.
Classes:
- Determine the number of class standards that cover a chosen state standard.
- Determine the number of class curriculum maps that cover a chosen state standard.
- Determine the number of class lesson plans that cover a chosen state standard.

Standard: Choose a standard for which to assess coverage. Standards shown are state and district
defined standards only.

Threshold: Choose to view all standards or select a threshold. To view only those standards without
coverage, select a threshold coverage of less than 1.

Options: Select items to show on report.
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Below is an example of a printer friendly report for standard coverage by course curriculum maps,
viewing all standards, and showing descriptions for standards, courses and curriculum maps. Overall
36 of the 57 standard items for this state standard are covered by at least 1 curriculum map.

State Standards Coverage by
Course Curriculum Map

State Standard: Language Arts, Middle/Junior High School (Grade 6-8), Learning Standards

Cwerall 36 out of 57 standard iterns covered.

Number Standard Coverage Course Descrption - Curriculum Map
1 Read with understanding and fluency. 0
1.4 u]

Apply word analysis and vocabulary skills to

cornprehend selections.

1.A.3a Apply knowledge of word origins and 3 Sixth Grade Language & - Writng, Gramnrnar,
derivations to cornprehend words used in Arts/English Et] T
Siwth Grade Language & - Writng, Grammrnar,
specific content areas (e.q., =cientific, Arts/English and Usage ITI
political, literary, ratheratical), Sixth Grade Language & - Writng, Grarmrmar,
ArtsfEnglish and Usage IV
1.A.3b Analyze the rmeaning of words and 2 Sixth Grade Language & - Writng, Grammar,
Arks/English du II1
phraszes in their context, =/Englis an bl
Sixth Grade Language & - Writng, Grarnrnar,
Arks/Englizh and Usage IV
1B Apply reading strategies to improve 0
understanding and fluency.
1.B.2a Praview reading materials, make B Sixth Grade Language & - Writng, Grammar,
o . Arkz/English and Usage II
predictions and relate reading to
Sixth Grade Language
information from other sources, Arks/Englizh & - Poetry

Sixth Grade Language
ArtsfEnglish

& - Fiction and Crama LI
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Below is an example of a printer friendly report for standard coverage by course standards, viewing all
standards, and showing descriptions for standards and courses. Overall 57 of the 57 standard items
for this state standard are covered by standards for at least 1 course.

-
State Standard: Language Arts, Middle/Junior High School (Grade 6-8), Learning Standards
Course
Number Standard Cowverage D rintion
1 Read with understanding and fluency. 1 124 - English
1.A Apply word analysis and vocabulary skills to comprehend selections. 1 124 - English
1.A.33 Apply knowledge of word origins and derivations to comprehend 1 124 - English
words used in specific content areas (e.g.. scientific, political,
literary, mathematical].
1.A.3b Analyze the meaning of words and phrases in their context. 1 124 - English
1.B Apply reading strategies to improve understanding and fluency. 1 124 - English
1.B.3a Preview reading materials, make predictions and relate reading ta | 1 124 - English
information from other sources.
1.B.3b Identify text structure and create a visual representation (e.g.. 1 124 - English
graphic organizer, ocutline, drawing) to use while reading.
1.B.3c Continuously check and clarify for understanding (e.g., in addition | 1 124 - English
to previous skills, draw comparisons to other readings).
1.B.2d Read age-appropriate material with fluency and accuracy. 1 124 - English ;I
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21.19 Employee Details

Generate customized reports for employees at your school. Many filtering options are provided to
meet your needs. Easily generate mailing labels and data files.

Main > Reports > Employee Details

Employee Details B

Show VWhich Employees

 single Emplnyee:l.ﬁ.zlmin Adam =l

& Al emplovees in school

Filter Employees

School District Admin

Schoolinsight School Admin
User Role Other Select All
Instructors
Active Any T
Hire Date |ﬁn1_-;j | jl jl 3 - |
Tenured Any T

Birthdate [Any =] ] 2 | | I =
Gender Iﬁn'_.; 'I

Ethnicity [ Any =
Faosition Type |Any j
Highest Degree |An‘_-,.f j

Sort Employees By

|Last Mame j -
a | _*|_I

Generate a report for one or many employees at your school.

Filter Employees: Generate report for employees matching chosen filters.

Sort Employees By: Choose the sort order for report data.
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Fields to Show

Available:

Active
Address 1
Address 2
Birthdate

Cell Phone
City
Ethnicity
First Mame
Gender
Highest Degree
Home Phone
Last Mame
Fosition Type

Add =

Remove <--

|

Selected:

Full Mame
Mailing Address All Fields
Hire Date

Move Up | Move Down

Where Shown?

Marmal Web Page

)

¢~ Printable Page
¢~ Mailing Labels
o

Comma Delimited (S5V)

Generate | Backl

1

| o

Fields to Show: Select the fields that you want to be shown on the report using the "Add/Remove”
buttons. These will be your column headings. Use the "Move Up/Down" buttons to sort the order that
the columns will appear on the report.

Where Shown?: Choose the type of report to generate. Additional available options are shown once

a selection is made.
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Below is an example of a report showing employee names, school and user role:

1]

Employee Details

=

Schoollnsight

Full Name School Hame User Role
Admin, Adam Lincoln School  School Admin
admin, test Lincoln School | School Admin
Birdman, Jay Lincoln School [ Instructor
Bradley. Brenda Lincoln School Instructor
Chase, Brian Lincoln School Instructor
Counselor, Guidance Lincoln School |Instructor
Jahnson, Joe Lincoln School | Other
Jones, Karen Lincoln School | Instructor
Murse, Mancy Lincoln School |School Admin
Frincipal, Betty Lincoln School School Admin
Futherford, Ann Lincoln School Instructor
2mith, Matt Lincoln School | Instructor
test, test Lincoln School Instructor
Whitman, Beth Lincoln School | Instructor
Winkler, Eric Lincoln School Instructor
Count=15

Backl
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21.20 Teacher/Class Quality

Generate a report that shows the number of "highly qualified" teachers in your school. Note: This

field is set when creating new or editing existing instructors.

Main > Reports > Teacher Quality

Teacher Quality

Status

Count

Highly Clualified Teachers

nclassified Teachers

1

MOT Highly Clualified Teachers 1

8

Eiacl{l

Main > Reports > Class Quality

=

s

Generate a report that shows the number of classes taught by "highly qualified" teachers. Note:
Classes must have "Subject Area" defined to be included.

Class Quality

Academic Year: 2008-09

Status

Count

Classes Taught by Highly Gualified Teachers 14
Classes Taught by MOT Highly Qualified Teachers 0

Classes Taught by Unclassified Teachers 24
Classes Mot in Selected Subject Areas

a7

Backl

a| |

i
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22

Email / Announcements

Schoollnsight makes it easy to share information with parents, students or staff. It also logs all email
sent to students for easy review.

Main > Email/Announcements

EmaillAnnouncements -]
Setup Daily Vifork Reports

Email Addresses Email Parents/Students Email Log Report
Email Address Search Email Staff

Email Signature Announcements

Back to Main | _ILI
3

4| |

Note: Email Addresses can also be accessed at Main > Email Addresses.
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22.1 Email Address Search

Search for an existing student or parent email address. Once found, edit/delete/merge the email
address or resend a welcome message.

Main > Email/Announcements > Email Address Search

Email Address Search =

Email: |hjh@ip com J

Search | Back -
1 _’l_l

Email: Enter an email address for the search. Note: Wildcards (%) are allowed for entries of 7
characters or more.

Search
Search all of Schoollnsight for an existing email address. Note: Admins can only manage email
addresses that belong to their school.

Below is an example of a search result:

Email Address Search -]

Email Address: taustin@au.com
Accounts in your district

Email Hame Role | Student(s) School(s)
Contact for:
Ally dustin o eschool

tausting@au.com Tony Austin Parent Jane Austin
Tammi Austin
Tom Austin

: edit delete resend
Linceln School — ——— —————

Count 1

Search Again | Elackl -
4| | _’l_l

The following links perform the same functions as on the "Email Addresses" page.

Edit

Modify the chosen student/contact email address and/or password. Send a welcome email to the
contact with their login and password information. Merge two email accounts together. For more
details on merging account email addresses see the "Merge Accounts" section.

Delete
Remove an email address from the chosen student/contact.

Resend
Automatically resend a welcome email with login and password information to the chosen email
account. This is helpful for students/parents who've misplaced their password.
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22.2 Email Signature
Create a “signature” to attach to the bottom of emails you send from Schoollnsight. This is a
convenient reminder to parents about how to contact you. To modify your signature, highlight the text
to change, type in the new information and "Save".

Main > Email Signature

Email Signature B

M=. Beth Bradley

Teacher

Lincoln School

[Walla, IL &5555

FPhone: 555-5555

Email: bradlev@teacherease.com

ﬂ Eiackl _
1 | LlJ
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22.3 Email Parents/Students
Communicate with parents and/or students via email.

Note: To include attachment references for an email, upload the attachment to your digital locker.

Once uploaded, parents/students have immediate access to the file(s). For more details on using
digital lockers goto Main > Digital Lockers.

Main > Email/Announcements > Email Parents/Students

Compose Email =l

Student: Austin, Jane (1072)- 11 Search:lJa”E Austin {(ex: 7jsmith)[?]1  Academic Year: |2010-11 j

™ Show students without email addresses?

FROM: "Bradley"<bbite.com>
TO: 2 "Jene Rustin"<jaustinfau.com>
W Melissa Austin"<mesustinfau. com>

v "Tony RAustin™<taustinfau.com>

SUBJECT: |

Ms. Beth Bradley

Teacher

Lincoln School

Walla, IL &055&

rhone: 555-5555

gmeil: bradleyfiteacherezse.com

¥You can find more information online at: http://www.teacherease.com

If you would rather NOT receiwve this email in the future,
update your account:
http:///www.teacherease. con/common,/UpdateFassword. aspx

¥ Save a copy of this email to Email Logs

Sendl Elackl _ILI
3

al |

Student: Search for a student by initial, name or and/or grade level. Use the [clear] link to do
another search. (See Student Search for more details.)

Select which persons will receive the email. Enter subject and email text. Choose to log a copy of the
sent email.

Note: If your email address resulted in delivery failures you must update your account before sending

email. Student/Contact email addresses resulting in delivery failures are blocked and must be
corrected.
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22.4 Email Staff
You can quickly send email to any/all instructors/administrators:

Main > Email/Announcements > Email Staff

Email Staff -

From: Brenda Bradley"=bb@te.com=

Instructors Administratars

Birdrman, Jay Admin, Adam
Counselor, Guidance principal. bob
Jones, Karen
To: Rutherford. Ann
Smith, Matt
Whitman, Beth
Winkler, Eric

™ selectall Instructers ™ Select all Admins
Subject |
IMs. Beth Bradley
Teacher
Lincaln School
Walla, IL 60555

phone: 955-55585
email: bhi@te.com

[T cCyourself an email

Sendl Backl _ILI
3

< |

Note: If your email address resulted in delivery failures you must update your account before sending
email. Staff email addresses resulting in delivery failures are blocked, will not appear in the list and
must be corrected in order to send/receive emails.
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22.5 Announcements

231

Announcements allow admins to communicate with large groups of parents/students. Announce
upcoming events, recruit volunteers, etc. Send email announcements to students and their contacts
for the entire school or a chosen grade level or group.

Main > Email/Announcements > Announcements

Send Annnuncementl Elau:kl

4]

Announcements -l
Mode: Iﬁ.ll 'I Academic Year: |2U12-13 =
patl Crade Level gy ‘ Sent To Subject |
Group

BMG2070 Bradley Group: Speech Team Speech team schedule of events delete
3512010 Bradley 7 - Seventh Grade 7th Grade Field Trip delete
3BIZ00 Bradley Entire School School Survey delete
11/3/2009 Bradley Entire Schoal School Announcement delete

o

Review sent announcements that were saved in Schoollnsight. Click the "Subject" link to view the
announcement details. Delete announcements that are no longer needed.

Send Announcement

Create an announcement to send to contacts and/or students. Send a copy to chosen staff.
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Main > Email/Announcements > Announcements > Send Announcement

Send Announcement A

Academic Year: 2012

Recipients: ¥ Contacts [ Students

© Grade Level
Send for Students In: o Group

& Al Students

[ School Admins

CC Staff.
[T Instructors

Subject: |

Ms. Beth Bradley

Teacher

Lincoln School

Walla, IL &0556&

phone: 555-5555

email: bradleyf@teacherease.con

If you would rather NOT receiwe this email in the future, update your account:
http://vwww.teacherease. con/common/ViewPassword. aspx

¥ Posta copy of this announcement to the Schoolinsight web-site

Backl -
1| | _’l—l

Recipients: Send the announcement to contacts, students or both.

Send for Students In: Select to send the announcement by grade level, group, or to all students. To
send announcements to groups, first create groups at Main > Groups. Note: To select non-sequential
grade levels/groups, click items while holding the ctrl key on your keyboard.

CC Staff: Send a copy of the announcement to your school admins and/or instructors.
Enter a subject line and then type in the announcement in the provided text box.
Post a copy of this announcement: Save a record of your announcement in Schoollnsight.

Note: If your email address resulted in delivery failures you must update your account before sending
email. Staff/Student/Contact email addresses resulting in delivery failures are blocked, will not
receive announcements and must be corrected. View failing email addresses on the Email
Addresses page.
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22.6 Email Log Report

Utilize the email log report to see a record of sent announcements and/or email messages. View
emails/announcements sent to a student, or view all emails/announcements sent to or by an
employee.

Main > Email/Announcements > Email Log Report

Email Log Report 5

Academic Year: | 2012-13 j

& gingle Student Type here to search for a student
Who To Show:

" Employee

V¥ Emails

What to Show:
¥ Announcements

Options: [~ Printable Page

Generate R&portl Eiacl{l -
« | _>IJ

Academic Year: Select an academic year to view email/announcements.

Who to Show: View emails/announcements either sent to a student or view those sent to or by an
employee.

What to Show: Choose to view emails, announcements, or both. Note: Announcements are
included that were sent at the corresponding level or where they are being viewed. For example, a
district announcement would not be included in the list generated at the school level.

Below is an example of emails and announcements sent to a student:

Announcements and Email Logs B

Academic Year: 2012-13
Student: Austin, Tom J

Date Type | From | Subject To ‘
T. Austin
710/2013 Email J. Test Reminder M. Austin delete
Birdman T. Austin
J. Birdman
Contacts and Student
Fist Day of Student Entire School
7/8i2013 | Announcement B. Bradley Attendance CC: School Admins, Instructors
[showw]
Email Count: 1.
Announcement Count: 1. |

Printable Page | Send Email | Backl
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Below is an example of emails sent by and announcements sent to an employee:

Announcements and Email Logs -]

Academic Year: 2012-13
Employee: Jay Birdman

Date Type | From | Subject To ‘
711012013 Email = Test Reminder Rl delete
Birdman J. Jones
T. Austin
71012013 Email i Test Reminder = delete
Birdman T. Austin
J. Birdman
Contacts and Student
Fist Day of Student Entire Schaal
e e e Attendance CC: 3chool Admins, Instructors
[shaw]
Email Count: 2
Announcement Count: 1 I

Printable Page | Send Email | Backl -
4| | i

Use the link in the "Subject" column to view the corresponding email/announcement contents.

Send Email

Compose an email and send it to student/parents. Choose to log the email, as needed. See Main >
Email/Announcements > Email Parents/Students for more details.

Delete
Remove the chosen email from the logs.
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23

Letter Templates

Use letter templates to communicate easily with students, parents and/or employees. Create a library
of letters for repeated use throughout the year. Customize letter templates for specific communication
to many persons. Letters can then be mailed and/or emailed when generating corresponding reports.

Main > Letter Templates

Letter Templates Al
School: Lincaln Schoal
Template Type | Description | Active?

General Finals Yes edit delete

Grades Failing Grade | Yes edit delete

Create Letter Template | Back | _ILI
b

4] |

Depending on what portion of Schoollnsight your school has purchased, some letter templates will be
initially provided for you. If no templates exist, you can create your own to communicate information
using the "General" and "Grades" template types. "General" types will appear for use on the "Custom
Student Report" at Main > Reports > Custom Report. "Grades" types will appear for use on the
"Check Grade book Eligibility" report at Main > Reports > Gradebook - Eligibility.

Create Letter Template
Create a new letter template to mail and/or email. Click the template "Description” to view the letter
template.

Edit
Modify the letter template details or change active state.

Delete
Remove the template. Note: Once deleted, the template cannot be recovered. You may want to
make it inactive instead.
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23.1 Create Letter Template

Create a new letter template to be mailed and/or emailed to students, parents and/or employees when
generating reports.

Main > Letter Templates > Create Letter Template

Create Letter Template -l

“Template Type: IGeneraI 'l

“Description: |

*Top Body _|
Repan Details Details determined by type of report letter was generated from.

=
*Bottom Body _|
Letter Signature EII
*Suhject: I
{email anly)
*Mumber Templates |1
Frintakle per Page:
Active: |Yes 'l L

* Required fields.

Back -
e | of

Template Type: Choose the type of letter template to create.

Note: You may only have the option to use "General" and "Grades" depending on what modules your
school has purchased.

"General" templates will appear for use on the "Custom Student Report" at Main > Reports > Custom
Report.

"Grades" templates will appear for use on the "Check Grade book Eligibility" report at Main > Reports
> Gradebook - Eligibility.

Note: for the following purchased modules:

- Lunch letter templates can also be accessed at Main > Lunch > Letter Templates and are used with
the "Account Balances" report.

- Discipline templates can also be accessed at Main > Discipline > Letter Templates and are used to
notify persons concerning a discipline incident at Main > Discipline > Discipline Incidents > Notify.

- Attendance templates can also be accessed at Main > Attendance > Letter Templates and are used
with the "Truancy" and "Perfect Attendance" reports.

- Grades templates for report cards are accessed by Main > Reports > Report Card - Honor Roll and
Report Card - Low Grades reports.

Description: Provide a descriptive title for your letter template. This will appear on the reports as an
available template in the dropdown box.

Top Body: Enter introductory text for the top body of the letter/email.
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Report Details: Differs based on the report. Contain details as to the purpose of the letter/email. For
example, for "Gradebook-Eligibility" it would contain details about low/failing grades.

Bottom Body: Enter closing text for the bottom body of the letter/email.
Letter Signature: Enter a closing salutation and signature for the letter/email.
Subject: Create a subject title to be used when generating emails.

Number of Templates Printable per Page: Determine the number of letters to print on a single
page when printing letters.

Active: Template is active or not. Default is "Yes".
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24

Groups

Create groups to manage special student teams at your school for clubs, sports, etc. Assign
instructors to manage groups. Send announcements and run reports by group. Note: Set
permissions to allow teachers to create/manage groups at Main > Options > Permissions.

Main > Groups

Groups -l
V¥ Show All Groups (including groups with instructors) Academic Year: |2009—10 j
Instructor: Iﬁ.ll j
Group Instructor
Math Club Birdman, Jay members edit delete

Science Club  Rutherford, Ann | members edit delete

Speech Team members edit delete

Yearbook Staff Chase, Brian members edit delete
Jones, Karen

Create Gruupl Elackl =
1| | 3

Show all groups: View/manage groups for your school, including those with instructors assigned.

Create groups for a chosen academic year. Assign students and/or instructors to groups.

Create Group
Create a new group for the chosen academic year. Assign instructor(s) and add students, as needed.

Note: Add instructor(s) to allow them to view/manage the group details. Note: Set permissions to
allow teachers to create/manage groups at Main > Options > Permissions.

Members
View/manage students for a chosen group.

Edit
Modify details (description, instructor) for a chosen group. Mark a group active/inactive.

Delete
Remove a group that doesn't have students assigned. You may want to mark it "inactive" instead.

© 2001-2013 Common Goals Systems, Inc.



Groups 239

24.1 Create Group
Create a new group for your school. Choose to assign instructor(s) to the group.

Main > Groups > Create Group

Create Group [

Academic Year 2009-10

Description: I

Instructor: | j ]

Save & Add Studentsl Save Dnlyl Elat:kl ﬁ|
4

Description: Name of the new group.

Instructor: Assign one or more instructor to manage the group. Use the *lto enter multiple
instructors. Once assigned, instructors can view/manage the group from Instructor Main. They can
perform the same functions as an admin; add/delete student members, assign additional teachers,
edit group details, etc. Note: Set permissions to allow teachers to create/manage groups at Main >
Options > Permissions. If permissions don't allow teachers to modify groups they will only be able to
view groups and their members.

Save & Add Students
Save the new group and add student members. Narrow student choices by grade level, as needed.
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24.2 Members

Manage student members for a chosen group. Add, delete, mass delete students.

Main > Groups > Members

Group Members B
Group: Math Club [Birdman, Jay] Academic Year: 2009-10
Student Grade Level Instructor(s)

Austin, Jane 10 delete Birdman, Jay

Baker, Bok B, 10 delete

Jones, Hector (10 delete

Maoore, Emma 10 delete

Smith, Amanda 10 delete

Count: 5 | |

Add Students to Group | Mass Deletel Elat:kl -
1| FI

Add Students to Group
Add one or more students to the group.

Delete
Remove a chosen student from the group.

Mass Delete

Remove multiple students from a group. Note: All students must be deleted from a group prior to
deleting the group.
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24.3 Add Students to Group

Add students to new or existing groups. Narrow student list by grade level, as needed. Note:

Students can be on multiple groups.

For new groups:

Main > Groups > Create Group > Save & Add Students

Add Students to Group

Group: Speech Team
Grade Level: |.7 - Seventh Grade j

Elackl

[

Academic Year: 2009-10

r Student r Student r Student [ | Student

[T Austin, Tom [T Jones, Jos [T Smith, Sam [T [Tank, Tim

¥ | Creston, Daniel C. [T Jones, Maureen Lynne M 2mith, Susan [T Time, Justin —
[T Jacohs, Harry ¥ Preston, Fredrick [T Spectaor, Sally

¥ Jones, Jacquelyn May| | T |Reddy, lan M Suchmare, Mary

4]
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For existing groups:

Main > Groups > Members > Add Students to Group

4]

Add Students to Group
Group: Math Club [Birdman, Jay]
Grade Level: IAII

[

Academic Year: 2009-10

Elackl

tudent tudent tudent tudent
r Stud r Stud r Stud r Stud
fi"gfﬁ{; Austin, Jane - 10 M Jones, Joe-7 r ?S”UEFS-S“%”' T Tank Tim-7
mwr U,
Jones, Maureen Lynne i i -
I Austin, Tom-7 o ’ [ smith, adam-12 | | [ Time. Justin-7
¥ Baker,Bob B.- 10 ™ Long, Michael - 10 ™ Smith, Adam-12 | | [ VWade RobertR-10
[T Creston, Daniel C.-7 [T HKanning. Fred-10 Already  Smith, Amanda - 2 winkler, Wendy - 11
in Group [10 Woodman, Tammara -
r Cruise, Mandy - 11 r [Aartin, Emily - 10 r Smith. Sam - 7 r 10
¥ [Fisher, Karen - 11 Trgfdf Moore Emma - 10 ™ Smith Susan-7
i1 oD
7 Jacobs, Harry-7 ™ Moore, Melissa - 10 I spector, Sally-7
Alread)
;Grocfo Jones. Hector - 10 [ Preston, Fredrick-7 M student new-9
r Jgnes. Jacguelyn May [T Reddylan-7 r ?uchmure. Mary -

[ ]
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25

Digital Lockers

School Admins and instructors can upload their own documents to an area of Schoollnsight called
"Digital Lockers". Once uploaded, files are shared electronically with parent/students who have
access to Schoollnsight from the parent portal. Use digital lockers for important parent/student
communication, such as, newsletters, forms, policy changes, etc. Instructors can also upload
assignment attachments for parents/students use. Note: Admins must be given permissions to view/
modify digital lockers. This is done when creating/editing admins at Main > Admins.

Each document file is virus scanned during the upload. Space usage is tracked and visible for each
user.

Main > Digital Lockers

Digital Lockers =
Academic Year: IZUUB—H] j
Date Description Attachment File Size |
1003002009 October School Mewsletter October Newsletter.pdf 0.19 MB edit delete
91412009 TestDates School Testing Dates.doc 0.02 MB edit delete
Q42009 State Report Card School State Report Card.pdf 0.19 ME  edit delete
Total Digital Locker 0.4 MB
Total Other Years 0.02 MB
Total Space Used 0.42 MB
Total Space Available 50 MB
Total Space Free 49,58 B (99.16%) -
Add File | Mass Delete Files | Back | .
4| | |

Each admin manages their own digital locker space and content, adding and removing documents as
needed.

Add File
Add a file to your digital locker. Note: All digital locker content is viewable from Parent Main. Note:
Once added, click an attachment name to open/save the file.

Mass Delete Files

Remove one/many files from a chosen academic year. Quickly delete all files from a previous school
year. Use caution as this cannot be undone. Note: Files used for "Online Registration" cannot be
deleted.

Edit
Modify the date, description and/or file name for a chosen file. Note: These changes affect the digital
locker file only, not the original uploaded file.

Delete
Remove a chosen file from your digital locker. Once removed the file cannot be recovered by

Schoollnsight. Note: Files used for "Online Registration" cannot be deleted.

Total Other Years
View digital locker space used per academic year. Choose to delete one/many files from a chosen
year. The delete functions the same as "Mass Delete Files", above.
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25.1 Add File

Add a file to your digital locker. All digital locker content is viewable from Parent Main. Once added,
your digital locker space will reflect the file size and remaining available space.

Main > Digital Lockers > Add File

Digital Locker - Add Files [
Academic Year: Igmg_m ,I
Date: | Friday 1/8/2010 =l

-
Description:

[~
File: | Browse... |

Sauel Elackl _ILI
3

4| |

Choose an academic year for the document file.
Date: Select a date for the added file. Default is today's date.
Description: Enter a description of the document, as needed.

File: Enter a file name or browse to find the file to add.
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26

Bus Routes

Manage school bus routes for your school. Create routes and corresponding stops for a chosen
academic year. Assign students and generate reports to view student's bus route and stop
information.

Note: During the fall of 2010 a redesign took place to allow students to be assigned to multiple bus
routes. Students can now be assigned separate morning and afternoon routes. If your school used
"Bus Routes" prior to the redesign, student's existing bus stops have been assigned to the "Morning
bus stop and their "Afternoon” bus stop will be blank. You will want to edit/mass edit students to
assign an afternoon stop. For more details on assigning students to bus stops see Main > Bus
Routes > Bus Stops > Assign Students to Stops.

You may also want to edit existing bus stops to add a drop off time. See Main > Bus Routes > Bus
Stops for more details.

Note: Your school must have purchased Core Student Management in order to use Bus Routes.
View existing or create new bus routes for a chosen academic year.

Main > Bus Routes

Bus Routes -l

Academic Year: IEUUB-UE vI

V¥ Hide Inactive Bus Routes

Description | Capacity

EastRoute 44 stops edit delete merge
Morth Route 44 stops edit delete merge
South Route 44 stops edit delete merge
West Route 44 stops edit delete merge

Count=4 Active=4

Create Bus Route | Run Bus Report | Printable Pagel Copy Bus Rnutesl Eiacl-cl -
4 | _’l_l

Initially, no bus routes will exist and you will be prompted to create one.

Create Bus Route
Create a new bus route for the chosen academic year.

Stops
View existing or create new bus stops for the chosen route.

Edit
Modify a chosen bus route name, capacity or mark active/inactive.

Delete
Remove the chosen bus route. Note: Routes with assigned stops cannot be deleted. Remove stops

first.
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Merge
Combine bus routes to remove duplicates. Existing bus stops for chosen routes will be combined.

Note: Use with caution. Once bus routes are merged, they cannot be separated.

Run Bus Report
Generate a report of student bus route assignments.

Printable Page
Generate a printable view of the bus routes page.

Copy Bus Routes
Copy bus routes from one academic year to another.

26.1 Create Bus Route

Create a bus route for the chosen academic year.

Main > Bus Routes > Create Bus Route

Create Bus Route N

Academic Year: IEUUB-UE TI

Description: l

Capacity: I
Active: IYES vI

Save & Create Stops | Save Onlyl Eiacl-cl _Id
3

4| |

Description: Enter a bus route description.

Capacity: Enter the route capacity, as needed. This would typically be the maximum number of
students able to occupy the bus.

Active: Mark the route active/inactive.

Save & Create Stops
Save the bus route and create stops for the route.
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26.2

Bus Stops

View existing or create new bus stops for the chosen bus route. Note: Once created, assign existing
students to bus stops at Main > Students - Multi View > Mass Edit. Assign a single student at Main >
Students - Multi View > Edit or Main Students - Single View > Edit Student.

Main > Bus Routes > Stops

Bus Stops |

Bus Route: IEast Route 'l Academic Year: 2009-10

¥ Hide Inactive Bus Stops
Bus Route | Description Pickup Time Dropoff Time | Hotes |
East Route 225 Angling Road 7.00am 330pm edit delete merge
East Route 112 Royce Road 7:05am 335pm edit delete merge
East Route 14 Elm Street 710am J340pm edit delete merge
Count=3 Active=3 ||
Create Bus Stop | Printable F’agel Backl -
4 | 3

Initially, no bus stops will exist and you will be prompted to create one.

Create Bus Stop
Create a new bus stop for the chosen bus route.

Printable Page
Generate a printable view of the bus stops page.

Edit

Modify a chosen bus stop hame, pickup/drop off time(s), notes or mark active/inactive.

Note: For bus stops that existed prior to the fall 2010 redesign, only a pickup time will be recorded.
You may want to edit the stops to add drop off times for completeness.

Delete
Remove the chosen bus stop.

Merge
Combine bus stops to remove duplicates. Existing student stop assignments for the chosen stops will

be combined. Note: Use with caution. Once bus stops are merged, they cannot be separated.
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26.2.1 Create Bus Stop

Create a bus stop for the chosen bus route.

Main > Bus Routes > Stops > Create Bus Stop

Create Bus Stop [
Bus Route: East Route

Description: I

Fickup Time: I
Dropoff Time: I

Motes: |

Active: I‘r’ea vI | |

Save Eiacl-cl -
a | _'l_l

Description: Enter a bus stop description. Generally, this would be the address where the bus will
stop and pick up students.

Note: Either the pickup or drop off time can be left blank. This means that the bus does not make a
stop for whichever timeframe is left blank.

Pickup Time: Enter the time when the bus will stop to pickup students in the morning.
Drop off Time: Enter the time when the bus will stop to drop off students in the afternoon.
Notes: Enter any additional information needed for this stop.

Active: Mark the stop active/inactive.
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26.2.2 Assign Students to Stops

Once bus stops are created for the bus routes, students can be added to stops. Students can be
added to the same or different stops for the morning and afternoon, as needed.

Note: During the fall of 2010 a redesign took place to allow students to be assigned to multiple bus
routes. Students can now be assigned separate morning and afternoon routes. If your school used
"Bus Routes" prior to the redesign, student's existing bus stops have been assigned to the "Morning
bus stop and their "Afternoon” bus stop will be blank. You will want to edit/mass edit students to
assign an afternoon stop.

Note: If a student only rides the bus one way, set the appropriate stop for either "Morning" or
"Afternoon”. Leave the other timeframe blank to indicate that they do not ride the bus in that
timeframe.

To add a single student to a stop, or to set their "Afternoon" bus stop, goto Main > Students - Single
View > Edit Student and scroll down to the "Yearly Enroliment Info" section. Choose the appropriate
stop from the dropdown box. Of course, bus stop information can also be entered when creating new
students.

You can set the afternoon stop to be the "same as morning" or you can select a different stop, when
needed.

Main > Students - Single View > Edit Student

Yearly Enrollment Info
Arcademic Year: 200810
*Grade Level: I 10 - Tenth Grade j

Homeroom Instructor: |Elrian Chase j

Advisor: |Karen Jones j
Team: |1Uth Grade Teamj
Transportation Effective
Code Date
Transporation Code: |Takes bus, lives > 1.5mi away | | | L
Morning: | South Route - 456 Pine (7:40am) |
Bus Stop:

Afternoon: |S|:|uth Route - 123 Maple (4:00pm} j

Graduation Date: I j I j I j H
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Mass edit students to assign the same bus stop(s) to many students.
If a student was assigned a bus route, prior to the redesign, their afternoon stop will be blank. You'll
want to mass edit students to set their afternoon bus stops. This is done at Main > Students - Multi
View > Mass Edit.
You can quickly set stops to be the same for the both morning and afternoon. Choose "same as
morning" from the "Afternoon" dropdown box, select appropriate students and "Save".
Main > Students - Multi View > Mass Edit
Marning: I j
Bus Stop: .
Afternoon: | same as morning =
26.3 Bus Report

Generate a report of student bus route and stop information.

Main > Bus Routes > Run Bus Report

Bus Report Options B
Academic Year: IEUUB-UE TI
& Al Bus Routes
Bus Route:
" Specific Bus Route: | East Route 7}
" Assigned Students Only
Show: " Unassigned Students Only
& Al Students
Sorting: |F'i|::kup Time j
) V¥ Hide inactive students (or not enrolled)
Options:
™ Printable -

Generate Report | Back | -
a | _'|_I

First, select an academic year for a generated bus report.

Bus Route:
- All Bus Routes: View details of student bus route/stop assignments. Note: To view all
students or unassigned students, use this option.
- Specific Bus Route: View students assigned to a chosen bus route, along with stop and
pickup times.

Show: Choose to view students assigned to a bus route, students with no bus route assignment or
both. Note: To view all students or unassigned students, specify the "All Bus Routes" option, above.

© 2001-2013 Common Goals Systems, Inc.



Bus Routes 251

Sorting: Choose report sort options.
Options: Decide to hide inactive students and/or create a printable version of the report.

Below is an example of a bus report for all routes and all students, sorted by last name:

Bus Report B
Bus Route: East Route
Student Bus Stop Pickup Time | Notes

Austin, Tom 14 Elm Street 710am
Creston, Daniel C. "Danny” 14 Elm Street T 10am
Jacobs, Harry 125 Angling Road  7:00am
Jones, Jacquelyn May "Jackie™ 125 Angling Road  7:00am
Jones, Joe 125 Angling Road  7:00am
Jones, Maureen Lynne 112 Royce Road 7.05am
Preston, Fredrick "Chip” 112 Royce Road 7.05am
Reddy, lan 112 Royce Road 7.05am
Smith, Sam 112 Royce Road 7.05am
Smith, Susan 112 Royce Road 7.05am
Student Count=10 Humber of Stops=3 Route Capacity=44
Bus Route: North Route

Student Bus Stop Pickup Time | Notes
Hernandez, Sofia 19 West Way 7.30am o
Jones, Hectar 19 West Way 7.30am
Long, Michael 19 West Way 7.30am
Rodrigues, Robert 19 West Way 7.30am
Winkler, Thomas 44 Peck Road T 15am
Student Count=5 MNumber of Stops=2 Route Capacity=44
Bus Route: South Route

Student Bus Stop Pickup Time | Notes
Spector, Sally 123 Forest 7:35am
Suchmaore, Mary 123 Forest 7:35am

| Tank Tirm 493 Enract r-tur.:.m _ILI
1 »
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26.4 Copy Bus Routes

Copy existing bus routes from one academic year to another. Note: All existing bus routes and
corresponding stops will be copied.

Main > Bus Routes > Copy Bus Routes

Copy Bus Routes [

Copy bus route information to another academic:

Current Academic Year: IEUUB-UEI vI

Bus Route Copy Options

Mew Academic Year: IEUUEI-1U TI

Coapy Bus Information to Students ¥

HNote: Bus Route Information will only be copied i
You may want to promote students prior to copy

Bus Routes to Copy

Copy?
r Description | Capacity | Inactive?

W EastRoute 44

W MorthRoute 44

¥ South Route

¥  WestRoute 44 o

Cupyl Cancel | -
4 | _'|_I

Current Academic Year: Copy bus route information from the selected academic year.

New Academic Year: Copy bus route information to the selected academic year.

Copy Bus Information to Students: Check to copy all student bus stop assignments from one
academic year to another. Note: Promote students to the new academic year first. Students must
exist in both years to be copied.

Copy?: Select which route(s) information to copy.
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27 Tutoring/Activity Logs

253

School Admins can track student's extracurricular activity hours by date. Define categories to track

different kinds of activities, such as tutoring, service, etc. Log details for one or many students.

Generate reports to view student activity details. Note: Your school must have purchased Core

Student Management in order to use Tutoring/Activity Logs.

Note: Set Admin permissions to view/modify Tutoring/Activity Logs at Main > Admins > Create/Edit.

Main > Tutoring/Activity Logs

Tutoring/Activity Log Main

Setup Daily Entry Reports
Cateqories Loqgs Log Details
Log Summary
Back to Main -
4| | _’l_l
Categories

Define categories for tracking tutoring/activity hours.

Logs
Enter hours for student's activities by date and category.

Log Details
Generate a report of tutoring/activity log details for one or many students.

Log Summary
Generate a summary report of hours logged for one or many students.
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27.1

Categories
Define tutoring/activity categories to track student hours by date.

Main > Tutoring/Activity Logs > Categories

Tutoring/Activity Categories B

Category | Active

Senvice Yes dit delete
Tutoring Yes dit delete

Create Categnr'_-,rl Elackl -
3

Initially, the 'Tutoring' category will be provided for you.

Create Category
Create additional categories to meet your school's needs. Enter a descriptive category name.

Edit
Modify the category name. Mark the category active/inactive.

Delete
Remove an unused category. Note: Once used in a log, a category cannot be deleted.
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27.2 Logs

Record/view student extracurricular hours for a chosen academic year. Filter logs by student, date, or
employee and category. Note: Individual student logs can also be viewed/managed from the
"Tutoring/Activity Logs" tab on the "Students - Single View" page.

Main > Tutoring/Activity Logs > Logs

Tutoring/Activity Logs -l

Academic Year: IEUUEI—W 'I Mode: IStudent vl

Student: Iﬁ.ustin Jane - 10 j Search:lﬁ Category: Iﬁ.ll 'I

Date ‘ Category ‘ Hours ‘ Employee | Date Modified | Comments

172912010 |Senvice 4 Karen Jones 2/2/2010 Community Service  edit delete

21212010 Tutoring 1 21212010 Peer Tutoring edit delete

Count. 2 Total: 5

Create Log | Mass Create Logs | Printable F'agel Elack.l -
4| | _’I_I

View tutoring/activity logs for a chosen academic year. Select "Mode" to view logs by student, date,
or employee. Narrow to view by single category or view all.

Create Log
Enter a new student activity log. The page will be pre-populated with corresponding student/date/

employee information based on the chosen 'Mode'.

Mass Create Logs
Log an activity for many students at the same time. Select an academic year and grade level. Enter
activity details. Select students for the created log.

Printable Page
View a printable version of the activity log page.

Edit
Modify details for a chosen log.

Delete
Remove a student activity log. Note: Use caution when deleting as this cannot be undone.
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27.2.1

Create Log

Create a new log of extracurricular hours for a student.

Main > Tutoring/Activity Logs > Logs > Create Log

Create Log B
Academic Year: IEUUH-W 'I
=Student: |AL|stin. Jana - 10 [clear] A |

‘Dt [2212010 =] 7
Category. [ ]
wows. [
Employee: | =

Comments:

* - Required Fields

Save | Save & Create Anutherl Elat:kl _ILI
3

L |

Enter log details for a chosen academic year.

Student: Use [clear] to search for a different student. Use the *| to add more students, if needed.
Date: Enter date that activity hours were performed.

Category: Choose category for the log hours.

Hours: Enter the number of hours that apply to this activity log.

Employee: Choose to enter an employee's name, if needed. Use this field to record who supervised
the student's hours, or who is creating the log.

Comments: Enter additional comments for the log.
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27.3 Log Details

257

Generate a report of tutoring/activity log details for one or many students. Narrow by timeframe/

category/employee, to meet your reporting needs.

Main > Tutoring/Activity Logs > Log Details

Tutoring/Activity Log Details

Academic Year: IEUUEI-1 0 TI

=]

4| |

Choose an academic year for the generated report.

 vyear
' Grading Period |21 =
Time Frame: —
0 Month | February 2010 %]
" Date Range Start|2/2/2010 = T8 eng|222010 =] EH
" Single Student IT-_-,-|:E here to search for a student
Students: ' Grade LE'-.-'E||.J":'-.|| =l
& Al Students
Category; Al -
Employee: |AII j
W' Hide Inactive Students
Optigns: ¥ Hide Inactive Categories
™ Printable Page
Generate Report | Back

il

Time Frame: Choose to generate a report for a year, grading period, month or selected date range.

Students: Select student(s) for the generated report.
Category: View total hours by a single category or view all.
Employee: Narrow report to view summary for a chosen employee, or view all.

Options: Select options for the generated report.
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Below is an example of a detailed report for the year for all students, categories and employees:

4]

Tutoring/Activity Log Details B
Academic Year: 2009-10

Date | Student | Category | Hours | Employee | Date Modified Comments
12212010 Austin, Jane Senvice g Brian Chase 2122010 Community service project for World Studies class.
12212010 Baker, Bob B.  Service 3 Brian Chase 2/2/2010 Community service project for World Studies class.
12212010 Jones, Hector  Service a Brian Chase 2/2/2010 Community service project for Waorld Studies class.
12212010 Long, Michael  Service a Brian Chase 2/2/2010 Community service project for World Studies class.
1222010 Moore, Melissa | Service g Brian Chase 2122010 Community service project for World Studies class.
12212010 Smith, Amanda | Sernvice g Brian Chase 2122010 Community service project for World Studies class.
12212010 Wade, Robert R Service a Brian Chase 2/2/2010 Community service project for Waorld Studies class.
1/29/2010 Austin, Jane Sermice 4 Karen Jones |2/2/2010 In school service
21212010 Austin, Jane Tutoring 1 21212010 Feer Tutcring
21312010 Austin, Jane Tutoring 1.5 21212010 Feer Tutcring
Count: 10 Total: 62.5 |

Back -
=) ol
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27.4 Log Summary

Generate a summary report of hours logged for one or many students. Narrow by timeframe/

category/employee, to meet your reporting needs.

Main > Tutoring/Activity Logs > Log Summary

259

Tutoring/Activity Log Summary

Academic Year: IEUUEI-1 0 TI

=]

1] |

Choose an academic year for the generated report.

% year
" Grading Period | Q1 =
Time Frame: —
C f-.-'IDnthIFEl:I'LIElI"_-.- 2010 |7}
" Date Range Start|2/2/2010 = T8 eng|222010 =] EH
" Single Student IT-_-,-|:E here to search for a student
Students: ' Grade LE'-.-'E||.J":'-.|| =l
@ Al Students
Category; Al -
Employee: |AII j
' Hide Inactive Students
) ' Hide Inactive Categories
Cptions:
¥ Show Zeros As Blank
™ Printable Page
Generate Report | Back

il

Time Frame: Choose to generate a report for a year, grading period, month or selected date range.

Students: Select student(s) for the generated report.
Category: View total hours by a single category or view all.
Employee: Narrow report to view summary for a chosen employee, or view all.

Options: Select options for the generated report.

© 2001-2013 Common Goals Systems, Inc.




260

Admin Basic Setup

Below is an example of a summary report for the year for all students, categories and employees:

Tutoring/Activity Log Summary [

Academic Year 2008-10

Student Service | Tutoring | Total
Alstin, Jane 12 6.5 18.5
Baker,Bobh B. & 4 12
Jones, Hector 8 4 12
Long, Michael 2 4 12
[loore, Melissa & 4 12
Sanders, 3usan 4 4
Smith, Amanda & 4 12
Wade, Robert R & 4 12
Total; a0 J4.5 845 [

Back | _ILI
3

1] |

Click a link to view details for the logged hours.
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28 Lockers

Enable locker management at your school for a chosen academic year. Create and manage lockers
by locker group. Automatically generate locker assignments. Define multiple locker combinations
then advance to new combinations when needed.

Note: Your school must have purchased Core Student Management in order to use Lockers.

Main > Lockers

Lockers -l

Setup Ongoing VWork Reports
Options Locker Assignments Locker Details
Locker Groups Update Combinations

Lockers

Import Lockers

Copy Lockers

Back to I"u'1;air1| —|;|
3

1 |
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28.1 Options

Enable use of locker management and configure locker assignments. Note: Options can also be set
from at Main > Options > Lockers.

Note: Your school must have purchased Core Student Management in order to use Lockers.

Main > Lockers > Options > Edit

Locker Options B
Academic Year: IEUUEI-‘H] j

Locker Options

M Enahle Locker Management
T allow multiple students inthe same locker

Max Combinations per Locker I-1

Auto-assign Lockers by
" Homeroom

&+ Grade Level

" Team

Save | Back -
4 | _'l_l

Setup locker options for a chosen academic year.

Choose to allow students to share a locker.

Set the maximum number of combinations for each locker. Note: This number is used when
assigning combinations at Main > Lockers > Mass Edit Combinations. It is also used when importing
lockers at Main > Lockers > Import Lockers.

Determine whether to have lockers automatically assigned by homeroom, grade level, or teams.
Note: You must use teams for scheduling in order to assign lockers by team. More details can be
found at Main > Scheduling.
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28.2 Locker Groups
Create locker groups, then automatically assign students to a series of lockers in the group.

Main > Lockers > Locker Groups

Locker Groups B

Academic Year: IEUUEI-H] j

Description | Grade Level Hotes

7-ALockers |7 7A Lockers lockers edit delete

7-B Lockers 7 7B Lockers |lockers edit delete

Create Locker Gruupl Elan::kl -
a| | _’l_l
Lockers

View/manage a chosen locker group. Create a new locker, add it to a group and assign
combinations. Add/remove lockers from a chosen group. Note: The locker is added to/removed
from the chosen group. The locker, existing assignment and combination(s) are not changed.

Edit
Modify the locker group description, grade level and/or notes.

Delete
Delete a locker group. Note: This removes the lockers from the group. It does not delete the lockers
or any existing assignments or combinations.

Create Locker Group

Create a new locker group based on your chosen option of grade level, homeroom or team. Choose
to also create a series of lockers for the group. Assign a group prefix and specify a first/last number
range, to meet your school's needs.
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Create Locker Group
Academic Year: 2008-10

*Description: |

*Grade Level: | j

Motes:

*Required fields
[T Also create a series of lockers for this araup

Frefix of Locker Mumbers: |

First Mumber in Series: |

Last Mumber in Series: I

Savel Eiackl
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28.3 Lockers

Manage lockers and combinations. Mass create new lockers and assign to locker groups. Assign
locker combinations.

Main > Lockers > Lockers

Lockers -l
Locker Group: IAIl 'I Academic Year: |2009-1U jJ
[Mass Create Lockersl Create Lou:kerl IMass Edit Lockers | Mass Edit Combinatiunsl Elackl
Locker Current Combination | Combination | Combination | Locker | , . Needs frgErr
HNumber £ | Combination 1 2 3 Group Maintenance | —
100 11-1-11 11-1-11 non- Yes edit
grouped delete
TAZ5 23-6-49 23-6-49 18-8-16 42-9-87 T-A Broken  Yes Ma edit
Lockers  lock delete
TAZE G1-8-10 12-5-64 £1-8-10 31-4-12 T-A Yes edit
Lockers delete
TAZT 29-9-84 8-15-51 29-9-84 G5-8-78 T-A Yes edit
Lockers delete
TA28 T-A Yes edit
Lockers delete
TAZ29 T-A Yes edit
Lockers delete LI
1| | B

View/manage lockers for a chosen academic year. Narrow by locker group, as needed.

Mass Create Lockers
Create many lockers and assign them to a locker group.

Create Locker
Create a single locker, assign it to a group and enter locker combinations.

Mass Edit Lockers
Update lockers for a chosen academic year. Update for one locker group or for all. Set lockers to
active/inactive, mark "needs maintenance" and/or move lockers to another locker group.

Mass Edit Combinations
Assign combinations to lockers. Assign multiple combinations to be used in subsequent years, or as
needed. Note: The number of combinations available is set at Main > Lockers > Options.

Edit
Modify locker details. Mark if a locker needs maintenance and/or mark it active/inactive.

Delete
Remove a locker. Note: You cannot delete lockers that are assigned to students.
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28.3.1 Mass Create Lockers

Mass create a series of lockers and assign them to locker groups.

Main > Lockers > Lockers > Mass Create Lockers

Mass Create Lockers Al
Academic Year: 2007-08

Frefix of Locker Mumbers: ||3

*First Mumber in Series; |1

[0

Example: Prefix=4, First Mumber=1, Last Mumber=100
Will create a series of lockers ADD1, AD0Z, ADO3, .. A100

*Last Mumberin Series:

" Mo Group

& Use ExistingIEth Grade "I

' Create New

Description: |

Teanm: | j

Locker Group:

Mates:

ﬂl Backl _ILI
3

a| |

Create a series of lockers for a chosen academic year.
Prefix: Add a prefix for the locker series, as needed.
First/Last Number in Series: Choose the start/end numbers for the locker series.

Locker Group: Select locker grouping for series of lockers. Note: You must use locker groups to
auto-assign lockers to students. Define locker groups at Main > Lockers > Locker Groups.

© 2001-2013 Common Goals Systems, Inc.



Lockers 267

28.3.2 Mass Edit Combinations

Enter locker combinations. Define multiple locker combinations then advance to new combinations
when needed, such as, at the start of a new academic year.

Main > Lockers > Lockers > Mass Edit Combinations

Mass Edit Combinations [~
Locker Group: Im Academic Year: |2[]U!-]-1[] ﬂJ

Locker NHumber | Locker Group ‘ Combination 1 ‘ Combination 2 | Combination 3

725 7-ALockers  [23-6-43 [18-9-16 k2987

7426 7-ALockers  [12-5-64 [61-9-10 [31-4-12

7A27 7-ALockers  [8-15-51 29-9-84 [p5-8-76

7A28 7-4Lockers | | |

7429 7-ALockers | | | |

1] | i

Enter combinations for lockers in a chosen academic year. Narrow by locker group, as needed.
Combinations can be any format needed. Use the "Tab" button to quickly move to the next box.

Note: The number of combinations is based on "Max Combinations per Locker", set at Main >
Lockers > Options.
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28.3.3

28.4

Edit Locker

Modify details for a chosen locker. Existing locker assignments will remain for the locker.

Main > Lockers > Lockers > Edit

Edit Locker -

Academic Year: 2009-10

Locker Mumber: I.'-";'lES

Locker Group: I?-ﬁ. Lockers vI

|23-r54a r

Locker Combinations: |15-9-15 % Current Combination

|42-EI-B? r

-
[

Motes:

Meeds Maintenance: Mo =

Active: IYES 'I
ﬂl Elackl _|;|
3

1 |

Locker Number: Change the current locker number. Note: If assigned, the student's assignment
will reflect the new number.

Locker Group: Move the locker to a different locker group.
Locker Combinations: Modify the locker combinations and/or switch to use a different combination.
Notes: Add notes, as needed.

Needs Maintenance: Mark a locker as needing maintenance. View all lockers needing maintenance
on the Locker Details report.

Active: Mark locker active/inactive. Quickly find inactive lockers using the Locker Details report.
Import Lockers
Import locker numbers and combinations.

Main > Lockers > Import Lockers
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Import Lockers B
Academic Year: |EUUEI-1D j

File Mame: | Browse... |

Delimiter: |Cnmma Delimited (CSV) with no surrounding quotes j

" Show errors anly
Preview Mode:| * Show errors and duplicates

' Show all

F"reviewl Elat:kl -
4 | _*l_l

Select an academic year for the imported lockers.

File Name: Browse or enter the import file name. Expected format is locker number, combination 1,
combination 2, combination 3, ... (# based on "Max Combinations per Locker", set at Main > Lockers

> Options)

Delimiter: Choose the delimiter that matches your import file format.

Preview Mode: Review details prior to import.
- Show errors only - view data that will result in an import error
- Show errors and duplicated - view data that will result in errors or duplicate entries
- Show all - view all data details along with errors and duplicates

Below is an example of a import preview showing all information:

Preview Locker Import B
Irnpn:urtl Elat:kl
Status Locker Number | Combination 1 | Combination 2 | Combination 3

Lacker Mumber |[Combination 1 Combination 2 Combination 3
gA001 14-2-34 T5-7-77 65-2-32
gAa00z 34-4-58 T2-5-97 Ga-6-12

Error: Invalid Locker Mumber 56-7-65 g4-6-12 4g8-0-10
TADZ 98-9-7a 45-3-34 G7-2-43
84050 23-3-45 T5-8-01 85-1-34
84031 45-2-65 90-2-43 12-34-1
Rows toinsert: &

Total Rows: 7 Existing Rows to update:0 Invalid Rows: 1
Existing Rows with no changes:0 -

Import | Elat:kl _ILI
»

1] |
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28.5 Copy Lockers

Copy locker options, lockers and groups from one academic year to another. Copy locker
assignments for students that exist in both years.

Main > Lockers > Copy Lockers

Copy Lockers B
Current Academic Year: IEUUH-‘IU j

Locker Copy Options

Mew Academic Year: |2E|1[]-11 j

¥ Locker Options

_ W' Lockers
Cptions:
¥ Locker Groups

™ student Locker Assignment|__

Cnpyl Elat:kl _ILI
3

4| |

Select items to copy from one academic year to another.

Choose to copy current locker options, lockers and/or locker groups from one year to the next.

Copy student locker assignments, as needed. Note: Students must exist in both academic years.
You may need to promote students prior to copying locker assignments. For more details see Main >
Students - Multi View > Promote Students.
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28.6 Locker Assignments
Automatically assign lockers to students based on locker groups.

Main > Lockers > Locker Assignments

Locker Assignment -l
Grade Level: I.'f' - Seventh Grade j Mode: IGrade Level ,,.l
Students to Show: |Students with Lockers j Academic Year: |2[JUEI—1EI j
Auto-Assign ankersl Mass Unassign Lockersl Backl
Student Hame & Grade Level Locker Humber Cur_rem_ Locker Group Hotes
Combination
Austin, Tom 7 TAZS 23-6-48 7-A Lockers Broken lock | edit
Creston, Daniel C. "Danny 7 TAN 45-0-88 7-A Lockers edit
Jacohs, Harry 7 7BE2 26-9-76 7-B Lockers edit
Jones, Jacquelyn May “Jackie 7 TAZE g1-9-10 7-A Lockers edit (|
Jones, Joe 7 TAZE 7-A Lockers edit
Jones, Maureen Lynne 7 TA3H 7-A Lockers edit
Freston, Fredrick "Chip 7 7BG3 29-0-10 7-B Lockers edit
Reddy, lan 7 TA3Z 7-A Lockers edit
Smith, Sam 7 TA33 7-A Lockers edit
Smith Snsan ri TAN T-4 1 nrkers adit [T
4| | il

Assign lockers automatically for the chosen academic year and mode.

Mode: Assign lockers by grade level, homeroom, locker or team. You can further narrow choices,
such as for a specific grade level, once the mode is selected. Note: You must use teams for
scheduling in order to assign lockers by team. More details can be found at Main > Scheduling.

Students to Show: Quickly find students or lockers with/without assignments. Selections change
based on "Mode".

- Mode = Grade Level or Homeroom or Team, Show = All, Student with Lockers, Students without
Lockers, Inactive Students

- Mode = Lockers, Show = All, Lockers with Students, Lockers without Students

Auto-Assign Lockers
Automatically assign students to lockers based on chosen options. Choose to assign students
alphabetically. Choose to re-assign students with lockers.

Mass Unassign Lockers
Mass unassign lockers by grade level, homeroom, locker group, or all. Remove locker assignments
for the chosen academic year.

Edit
Assign/unassign locker for a single student. Modify the locker combination.

© 2001-2013 Common Goals Systems, Inc.



272

Admin Basic Setup

28.6.1 Auto-Assign Lockers

Mass assign lockers to students based on chosen options. Note: You must use locker groups to
auto-assign lockers to students. Define locker groups at Main > Lockers > Locker Groups.

Main > Lockers > Locker Assignments > Auto-Assign Lockers

Auto-Assign Lockers

[

Academic Year: 2009-10

Automatically assign students
in the following grade level(s) to

Options:

lockers in the appropriate group:

T - Seventh Grade
9 - Minth Grade

10 - Tenth Grade Select All |

11 - Eleventh Grade
12 - Twelfth Grade

¥ Exclude inactive students

- Assign students alphabetically (uncheck for random)

[ Reassign students already in lackers

Elackl

4]

il

Automatically assign students to lockers based on chosen options. Note: Assignments are made
based on the auto-assign mode chosen at Main > Lockers > Options.

Choose to assign students alphabetically or randomly.

Choose to re-assign students with lockers. This is useful when students move to other grade levels,

teams, etc.

© 2001-2013 Common Goals Systems, Inc.



Lockers 273
28.6.2 Mass Unassign Lockers
Unassign many lockers based on a chosen mode for the academic year.
Main > Lockers > Locker Assignments
Mass Unassign Lockers =]
Mode: IA” j" Academic Year: | 2009-10 j
Show: |El|3th Active and Inactive Studentsj
Unals_s o Student Hame Locker Number C O{r:nubrir:::m Locker Group Notes
] Austin, Tom TAZ5 23-6-49 7-A Lockers Broken lock
~ Creston, Daniel C."Danny” TAI 45-9-88 7-A Lockers
[l Jacobs, Harry 7B62 RE-9-76 7-B Lockers
Ir2 Jones, Jacquelyn May “Jackie” TAZE G1-8-10 7-A Lockers
] Jones, Joe 7A28 7-A Lockers
W Jones, Maureen Lynne TA3S 7-A Lockers
] Preston, Fredrick "Chip” 7B63 29-0-10 7-B Lockers
] Reddy, lan TA3Z 7-A Lockers
] Smith, Sam TA33 7-A Lockers
™ Smith, Susan TA30 7-A Lockers
] Spector, Sally TA34 7-A Lockers
] Suchmore, Mary T7BA1 34-3-56 7-B Lockers
] Tank, Tim 7TAZ9 7-A Lockers
[l Time, Justin TAZT 29-9-84 7-A Lockers L
Students=14

Unassign Locl-cersl Eiackl

1

S

Mode = All: Unassign lockers for one or many students. Filter students by active/inactive, as needed.

Mode = Grade Level: Unassign lockers for all students in a chosen grade level.

Mode = Homeroom: Unassign lockers for all students in a chosen homeroom.

Mode = Team: Unassign lockers for all students in a chosen team.

Mode = Locker Group: Unassign lockers for all students in a chosen locker group. Note: The
lockers remain in the locker group.
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28.7 Update Combinations

Change the locker combination used in a series of combinations. This is especially useful for
updating all combinations for a new academic year.

Main > Lockers > Update Combinations

Update Locker Combinations Al
Academic Year: IEUUEI-‘ID j

Changes made to each locker

¥ Use next combination in SEfUEnNCe

" Use combination |1 'I
Sauel Elat:kl _ILI
v

Choose to use the next in sequence or select a specific combination number in the series.

Note: Changes are applied to all lockers for the chosen academic year.
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28.8 Locker Details
Generate a report of locker details to help manage lockers.

Main > Lockers > Locker Details

Locker Details BN
Academic Year: IEUDEI-H] j
Lockers to Show: |;‘3~.II j

¥ Locker Mumber

V' student Mame (if any)

V' Current Combination

[T Combination Position
Columns to Show:

[T 4l Combinations

I Motes

V' Meeds Maintenance

¥ Active/nactive

[T Exclude Inactive Lockers
Cptions: ™ show Cnly Lockers Meeding Maintenance

[T Printable Page L
Generate Report Elackl -

4| | LlJ

Generate a locker report for a chosen academic year.

Lockers to Show: Generate a report for all lockers, or narrow by those assigned/unassigned to
students.

Columns to Show: Select items to include on the report. Quickly find lockers that are active/inactive
and/or need maintenance.

Options: Include/exclude inactive lockers, show lockers needing maintenance and generate a
printable page.
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Below is an example of a report generated for lockers assigned to students, showing student name

and needs maintenance:

Locker Details B
Academic Year: 2008-10
Lockers To Show: Assigned to Students
Exclude Inactive Lockers: Yes
Printablel Backl
Locker Humber Student Name F.'Iairrifgr?:nce
TA25 Austin, Tam True
TAZE Jones, Jacquelyn May  False
TAZT Time, Justin False
TAZE Janes, Joe False
TAZ9 Tank, Tim False
TA30 Smith, Susan False
TA31 Creston, Daniel C. False
TA3Z Reddy, lan False
TA33 Smith, Sam False
TA3d Spector, Sally False
TA3S Jones, Maureen Lynne False L
7BE1 Suchmaore, Mary False
7BG62 Jacobs, Harry False
7BE3 Freston, Fredrick False
F Count: 14 -
a | 2
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29

Online Registration

Conduct your annual student registration process using Schoollnsight. Determine which students will
be returning to your school for the upcoming academic year. Have parents update their contact
information from the parent portal. Attach forms/documents for parents to view/print/sign/return.
Monitor registration progress online. Allow online payment of registration fees.

Note: Your school must have purchased Core Student Management in order to use Online
Registration.

Note: Promote students to the chosen (upcoming) year to allow parent access to online registration.
Online registration is for use by parents of current students with enrollments in both the current, active
year and the next, future year.

Schoollnsight provides the flexibility of managing online registration multiple ways to suit your district/
school unique needs. Determine your configuration and complete setup prior to enabling online
registration.

Main > Online Registration

Online Registration ~
Academic Year: | 2(013-14 j

Setup Daily Work Reports

Options Student Registration Status Reaqistration Details

Reagistration Process Reagistration Fee Waiver/Lunch Status
Registration Fees

Back to Mainl

al |

e

B

Academic Year: Choose an academic year for online registration. This is typically the upcoming
school year. Note: You must promote students to the chosen registration year before parents can
register them online.

Options
Enable online registration, set the start/end dates and manage what parents view on the parent portal.

Registration Process

Define the process steps and forms to be used during online registration. Note: The registration
process can be managed at either the district or school level. If managed by the district, the forms
and steps will be set for the district and schools cannot make changes. However, registration options
are managed for each school individually, per academic year.

Registration Fees
Define optional and mandatory fees by grade level. Assign fee amounts based on student need;
allow waivers. Align fees with an account and category as defined in Main > Tuition/Fees > Accounts.

Student Reqgistration Status
Monitor the progress of student registration. See which parents still need to complete their forms.

Registration Fee Waiver/Lunch Status

View, enter and approve registration fee waivers. Automatically align registration waivers with the
student's lunch program. Note: The Online Registration District Option, "When determining
registration fee waivers, use lunch program information" must be set to "Yes" to use this functionality.
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Reqistration Details

Generate a report to view status of online registration.
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29.1

Registration Options

Determine and set the configuration for using online registration. Enable the use of online registration
for a chosen academic year. Set the timeframe for online registration. Manage what parents see on
the parent portal.

Note: The registration process can be managed at either the district or school level. If managed by
the district, the forms and steps and registration fees will be set for the district and schools cannot
make changes. However, school registration options are managed for each school individually, per
academic year.

Main > Online Registration > Options

Edit Online Registration Options -l
Academic Year: | 2013-14 =l

District Options

District has one online registration process and online registration form Mo =

Enable Calculation of Registration Fees ITSLI

Enable Online Payment of Registration Fees ITSL[

When determining registration fee waivers, use lunch program infermation m

Allow deposits to student lunch accounts during registration ITSL[

|ssue registration_fee waiyers fo_rc:hildren i.n farrjily beyonc! . Im,

Mote: These children will receive the registration fee waiver price

School Options

Use Gnline Registration ITSL,

Registration Start Date IW H

Registration End Date IW H

& Display reminder on main page

Eeturning =students should register for the 2013-14 =chool year ;I
by 6/1/13.<br>Please click the online registration link below. LI

Parent Login

" Online Registration Form must be filled before access is granted
" MNone

Back | _ILI
1| | 3

District Options: Note: District options are not tied to an academic year, they apply to all years.

Where is online registration managed?

e Manage at district level? Create one registration form/steps for all schools to use. Setup fees for
all schools in a central location. Provides consistency across all schools in your district. Note:
Fees can vary per school.

e Manage at school level - Allow each school to create their own registration forms/steps and setup
their own fees.

Will you manage registration fees online?
e Enable calculation of registration fees? Allows you to create registration fees based on existing

© 2001-2013 Common Goals Systems, Inc.



280 Admin Basic Setup

Accounts/Categories defined per school at "Main > Tuition/Fees". When set to "Yes" allows the
remaining district options to be enabled. If set to "No", none of the remaining district options are
used. Note: If district has one online registration process, registration fees are managed at the
district level.

¢ Enable online payment of fees? Allow parents to pay fees using credit cards and/or E-Checks
during the registration process. Reduce time and paperwork for both parents and schools. Note:
An "Authorize.net" account must be setup and online payment must be enabled prior to using this
option. See Main > Tuition/Fees > Options > Online Payment for more details.

e Use student lunch program to determine registration fee waivers? Set registration fees based on
assigned student lunch programs. Also allows parents to request a fee waiver during online
registration. Direct certified students are automatically waived. (See Main > Lunch > Student
Lunch Programs for more details on lunch program setup.)

¢ Allow parents to add deposits to their student lunch accounts during registration? Save time by
letting parents add money to their student's lunch accounts when paying their registration fees
online.

e Provide a fee waiver for families with multiple students in the district? A fee waiver will be applied to
any students beyond the chosen value. For example, if set to the "2nd Child", the 3rd child and
beyond will have the waiver applied.

School Options: Note: School options apply to the chosen academic year.

Use Online Registration: Activate online registration for the upcoming school year. This allows
parents to indicate if their student is returning to the school and to modify their contact information,
when allowed. (See Online Registration > Registration Process > Edit Form for more details).
Note: Promote students to the upcoming year to allow parents access to online registration.

Registration Start/End Date: Set the timeframe, start/end dates, for the online registration process.

Parent Login: Determine what parents see on the parent portal for online registration.
o Display a reminder on main page: Enter a message that will appear on Parent Main when
parents login.
e Have a registration form "popup” when parents login to Parent Main, requiring them to fill out
and save the form prior to going to any other part of the parent portal.

e None: No message or forms will be automatically displayed on the parent portal. The "Online
Registration" link will be shown.
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29.2

Registration Process

Manage the process steps and forms used for your school's online registration. Define process steps,
add items to the registration form, attach other documents for parents to view/sign/return.

Note: The registration process can be managed at either the district or school level. If managed by
the district, the forms and steps will be set for the district and schools cannot make changes.

Main > Online Registration > Registration Process

Online Registration Process ]
Academic Year: |2011-12 j
_ Grade Track
Step Description Level Attachments B
1 Complete Registration Form All Yes view
form
2 Please sign and return the following document(s) to the All Internet Access Yes edit
school office. Approval.doc delete
Picture Consent
Form.doc
3 Fleasze review the following document(s) for the upcoming All Student Handbook Yes edit |—
school year with your student(s). 2011.doc delete
Create Step | Edit Form | Copyl Bacl{l =
1| | &l

The registration form and initial step of the online registration process is provided for you. Make
modifications as needed to meet your school's registration needs.

Create Step
Add more steps to the online registration process. You can define different steps for different grade

levels. Add attachments for parents to view/print/sign/return, with corresponding instructions. Note: If
online registration is managed by your district, schools can view the registration steps but cannot
make modifications.

Edit Form

Modify the registration form. Allow contact information to be updated. Add/delete registration fields,
as needed. Note: If online registration is managed by your district, schools can view the registration
form but cannot make modifications.

Copy
Copy registration steps/forms from one academic year to another.

Edit

Modify the details for a chosen online registration step. Add/delete attachments, change the grade
levels, adjust sort order, etc. Note: If online registration is managed by your district, schools can view
the attachments but cannot make modifications.

Delete
Remove a step from the online registration process. Note: If online registration is managed by your
district, schools can view the registration steps but cannot delete steps.

For details on what parents will see/do from the parent portal please see the "Parents Online
Reaqistration" section below.
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29.2.1 Create Step

Create additional online registration process steps. Attach documents for parents to review, print,
sign and return to the office. Provide external URLSs for parents to access during registration.

Main > Online Registration > Registration Process > Create Step

Create Online Registration Step -l

Academic Year: 2013-14

- Flease sign and return the following document —
*Description: g g —I

(8) to the school office. =l
Min Grade Level: |AII j
Max Grade Level: |AI| j
Aftachments: | Browse .. |i|

External URL: |

Track Completion: W

Sort: IEIDttam of list {after Complete Online Registration Fnrm}j

*indicates required fields

_Save | Back| =
il

Description: Enter instructions for parents to view for this online registration step.

<

Min/Max Grade Level: Narrow the grade level for this step, as needed.

Attachments: Provide corresponding attachments for the online registration step, such as, a form to
print, sign and return to the office. Note: The return of forms to the office cannot be tracked
automatically online. Edit the reqistration status to manually update when the forms are returned.

External URL: Enter a URL for parents to access during the registration process. For example, this
could take them to a Federal form that needs to be filled out.

Track Completion: Keep track of when the registration step has been completed.

Sort: Determine where in the process this step should be placed.
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29.2.2 Edit Form

Modify the registration form that parents see on the parent portal. A default registration form is
provided for you. Modify existing and/or add new fields, as needed. Note: The Online Registration
Form can be viewed in two modes. Use the check box at the top of the page to toggle between multi-
tab or single-tab mode. The chosen mode is what parents will see on the parent portal.

Main > Online Registration > Registration Process > Edit Form

Online Registration Form Al
¥ Uncheck to change look and feel back to 'Flat mode’ Academic Year: | 2013-14 j
Description Field Grade Levels
Student Information Tah edit
Please complete all student information fields. Header All edit delete
Is your child returning? Student Returning Al edit
Please verify your hame address. Fhysical Address  All edit delete
Please verify your phone number. Home Phone All edit delete
Family Information Tab edit
Please complete all family information. Header All edit delete
Allow family information to be updated? Yes edit
Emergency Contacts Tab edit
Please complete all emergency contact information. Header All edit delete
Allow contact information to be updated? Yes edit
Miscellaneous Tab edit delete |
Please complete all of the following fields. Header All edit delete
Create Field | Preview Forml Backl =
1] | _>I_I
Create Field

Create a new field to add to the registration form. Enter a description and min/max grade level for the
field, as needed. Select the field from the provided dropdown list. Fields consist of commonly used
student data along with any custom student data fields defined by your school and/or district. Note:
Use the "Sort" option to indicate where to place the new field.

Preview Form
Review the form to see what parents will view on the parent portal. Select a specific student or grade
level to see the corresponding form details.

Edit

Modify chosen registration field details. Note: If you don't want parents to update contact information
online, edit the corresponding field and change the value to "No". Note: When in tab mode, you can
edit the tab field to change the description.

Delete
Remove a registration field from the form.
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29.2.3

Copy Registration Process

Copy online registration process steps and corresponding forms/attachments from one academic year
to another.

Main > Online Registration > Online Registration Process > Copy

Copy Online Registration Process -l
Copy Registration Process From |201 1-12 j
Copy Registration Process To |2012_13 j
Copy | Step Description Grade Attachments Track
I Level Completion
I 1 Complete Registration Form {This form will replace the All yes
existing form in the next year)
I~ 2 FPlease sign and return the following document(s) to the All Internet Access yes
school office. Approval.doc
Picture Consent
Form.doc
v 3 Pleasze review the following document(s) for the upcoming All Student Handbook yes -
school year with your student(s). 2011.doc

Copy | Back -
L | of

Choose the academic years to copy existing registration process steps from/to.

1

Select the steps to copy. Note: If a registration form exists in the "copy to" year, the existing form will
be overwritten. Note: All forms and attachments for chosen steps will also be copied.
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29.3 Registration Fees

285

View/manage registration fees for a chosen academic year. Define mandatory and optional fees by
grade level. Assign fee amounts based on student need; allow waivers, as needed. Align fees with

an account and category as defined in Main > Tuition/Fees > Accounts. Note: The Online

Registration District Option "Enable Calculation of Registration Fees" must be set to "Yes" in order to
use this functionality. See Main > Online Registration > Registration Options for more details.

Main > Online Registration > Registration Fees

Registration Fees =l
Academic Year: [2013-14 j
Create Registration Feel Backl
Description Mandatory/ Fee Amounts Account Category Grade
Optional Levels
Kindergarten Mandatory Student T A £ General Reqgistration edit
Registration =LA moun Fee K delete
Paid $50.00
Free $0.00
Reduced 525.00
Direct Certified $0.00
Registration Fee $0.00
Waiver
Registration Fee Mandatory General Reqgistration edit
Student Type | Amount Fee 5,5,7. 8 delete
Paid $150.00
Free $0.00
Reduced $75.00
Direct Certified $0.00 E
Registration Fee $0.00
Waiver _|
1| | 2]

Create Reqgistration Fee
Define mandatory and optional fees to be charged during student registration.

Edit
Modify existing fee details. Set fee to active/inactive.

Delete
Remove the registration fee from the chosen academic year.
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29.3.1 Create Registration Fee

Define mandatory and optional registration fees by grade level. Align fees with existing school
accounts and categories. Set fee amounts based on student need.

Main > Online Registration > Registration Fees > Create Registration Fee

Mandatory Fees: Define mandatory registration fees:

Create Registration Fee [
Description: I
Mandatory/Optional: II"u’IandatDr‘_f ,.I
Fee Amount: Student Type Amount
Faid
Free

Direct Certified

Registration Fee Waiver

|
|
Feduced I
|
|

Account: | Club Fees j
Category: |Art Club [
Grade Levels: FooMEC CPKITK

M1 Kz O3 M4
rs Ce 7 [Os
e 10 011012
I Pc ™ Other T UN T EE =
M sm[T ss

Save| Back| .
i | o

Enter a description for the mandatory fee.

Fee Amount: Enter fee amounts based on student type. Note: Available student types vary based
on which online registration options are chosen. The above scenario shows student types based on
having "When determining registration fee waivers, use lunch program information" set to "Yes" at
Main > Online Registration > Registration Options.

Select the corresponding account and category for the fee. Note: Accounts and Categories are
defined at Main > Tuition/Fees > Accounts.

Grade Levels: Assign the fee to chosen grade level(s).
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Optional Fees: Define optional registration fees:

Create Registration Fee B

Description: I

Mandatory/Optional: IDptiDnaI _,I

Fee Amount; = Fixed Amounts

" Parent Choice {parents can enter their own amount to charge)

Account: ICIuh Fees |
Category: |Art Club =
Grade Levels: rolre CPKIK

M1 02 03 04
Ns O 07 s
e 10 011012
[T Pe I Other [T UNTT EE
I~ sm[* ss

Save| Back -
4| | _’l_l

Enter a description for the optional fee.

Fee Amount:
o Fixed Amount: Enter a fixed fee amount based on student type.

¢ Parent Choice: Allow parents to enter an amount of their choosing. This is useful for items such as
donations.

Remaining items work the same as for mandatory fees.
Parents Online Registration
The following outlines the parent's portion of the online registration process.

Once online registration is enabled, the "Online Registration” link is made available, on the parent
portal, for custodial parents of students that were promoted to the year being registered. Parents can
access the next year, even if it is marked as "Future", in order to complete online registration and pay
the registration fees. Note: Parents need to have their own email addresses. They cannot register or
pay fees using an email address shared with their children.

There are several possible parent workflows based on your school's setup:

e Parents login, fills out registration form, completes other steps. Parents select optional fees, enter
lunch account $, and complete payment online with credit card/echeck. Parents can request a fee
waiver, as needed.

e Parent comes to the school, works with admin to select fees. Parent pays in person with cash/
check. Admins can request a fee waiver, as needed.

o Parent fills out registration form, completes other steps. Admins select and applies optional fees
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and/or waivers. Parents complete payment online.

If the "Parent Login" reqistration option is set to "Display a reminder on main page", the provided
message appears at the top of Parent Main during the registration timeframe:

Parent Main -]

Welcome! TeacherEase helps teachers better communicate with parents and improve student performance. Choose any link below to
view information about your student.

Student: IAustin, Tom J 'I Year: [2012-13 Grade 10 x|

Announcement - Returning students should register for the 2013-14 school year by 71213,
Please click the online registration link below.
Online Registration

Academics Communicate Miscellaneous

Schedule Email Settings Calendar

Assignments & Lessons Announcements Behavior Logs o
Student Progress Update Send Email to Teachers Menus

Attendance Email Logs Fees

Report Cards Digital L ockers Online Reqgistration

Course Registration Donation

Update Email/Password hd
4 | E

Parents click the "Online Registration" link to complete the registration process. Parents with multiple
students in the district can view/complete registration for all students. First they will complete the
registration form, then they can pay the corresponding fees.

Parent Main > Online Registration

Online Registration -l
Please complete all the steps below to register your student(s) for the upcoming school year.

Registration Year: 2013-14

Student ‘ Step | Description Complete

Austin, Tammi 1 Complete Online Registration Form edit form

Gradeschool

Austin, Tom J 1 Complete Online Registration Form edit form

Lincoln School

Austin, Ally 1 Complete Online Registration Form edit form

Gradeschool

Payments - Please select any optional fees and pay mandatory fees to complete your student's registration. pay fees _ILI
1 | ®

If the "Parent Login" reqistration option is set to "Registration form must be filled before access is
granted", the message, below, is shown at the top of Parent Main and the registration form will
automatically "popup” to be completed. The parent must fill out and save the form before they can
access any of the other information on the Parents pages, including grades.

Parent Main = View Student Registration = Registration Form

S o o

Please complete the registration form for the new academic year before you can access other student information.
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Parents fill out the student registration form, including any fields added to the student information
section. If allowed, they can also update their child's contact information and add emergency
contacts. Note: For parents with multiple students, they can update the contact information for one,
and the same information will be propagated to all of their students. Items at the top of the form in the
"Student Information™ box, must be updated per student.

Registration Form -l

Flease fill out the online registration form for each of your returning students. Click "Save” when complete.

Student: Austin, Tom Registration Year: 2011-12

Student Information
Will your child be returning this year? I 'l

|555-555-5655

Students Home Phone

Custodial ParentiGuardian Custodial Parent/Guardian
Mame: | | [Melissa JAaustin Mame: | =] [Fony JAustin
Relationship: |M0ther j Relationship: |Father j
Address 1: |123 Way Address 1: |123 Way
Address 2: | Address 2: |
giig. State |Aurora ||L j |60134 gl;? State |Aurora ||L j |60134

Wy Wi

Phone: | [Pee-£86-5685 pnone: | A pone: |
Otner Phone: | Son . [pes-1234567 Otner Phene: | v . [FE5-123-9876
CanPickup W CanPickup W

i Savel Add Emergency Com.actl Backl
4

| bl

Once a parent has updated and saved a registration form for a student, that step will be marked as
"Complete" and they will not be able to make any additional changes to the form. If more changes are
needed, the Admin can edit the student's registration status and "reset" the form. This will remove
any previous changes made by the parent and allow them fill out the registration form again. See "
Edit Regqistration Status" for more details.

Parents can view current status of the online registration for each of their students, see each process
step and access any attachments. Note: Admins have to manually update the "Complete" status for
steps other than the registration form. See "Edit Reqistration Status" for more details.

Online Registration =]
Please complete all the steps below to register your student(s) for the upcoming school year.

Registration Year: 2013-14

Student | Step ‘ Description Complete
Austin, Tom J 1 Complete Online Registration Form edit form
Lincoln School ) )

2 Flease sign and return the following document(s) to the school office. v

Internet Access Approval.doc
Picture Consent Form.doc

FPayments - Please select any optional fees and pay mandatory fees to complete your student's registration. pay fees

Eiackl -
4 | ;l_l

Parents edit the form and complete the information, then Save.
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Registration Form ]
Please fill out all tabs in the online registration form. Click ‘Mext == to getto later tabs. Click ‘Save’ when complete.
Student: Austin, Tom J

Eia';el < F're';l MNext :=:=| Eiackl

Student Information | Family Information H Emergency Contacts H Miscellaneous

Please complete all student information fields.

|5 your child returning? I‘r’es 'l

Address 1 |123 Way

Address 2 I
Please verify your home address.
Address 3 I
City, State Zip |Aurora [IL =] (60134 -

Please verify your phone number. |555-555-5555
4| | >

Once the registration forms are completed, parents can use Online Payment to pay their student
registration fees. Parents can also apply for fee waivers. Note: District options must be set to enable
these functions.

29.4.1 Parents Pay Fees
If the corresponding options are set, once parents complete all registration forms they can use Online

Payment to pay their student registration fees. They can also add money to their student's lunch
account. Parents can request a registration fee waiver, as needed.

Parent Main > Online Registration > Pay Registration Fees

Pay Registration Fees =l
Select optional fees you wish to pay for the upcoming school year. Mandatory fees have been automatically selected.

Registration Year: 2013-14

Student ‘ Selected ‘ Fee ‘ Amount
Austin, Tom J Club Fee $15.00
Linceln School : !
Paid Student Registration Fee $150.00
Deposit for student lunch account (optional) $Im

Subtotal: $175.00
Payment Total: $175.00 e
Continuel Request Registration Fee Waiver/Free-Reduced Lunch | Backl _ILI
1 | »

Parents with multiple children can select and pay fees for all students in the district. Mandatory fees
are automatically selected. Parents can select optional fees, as provided.
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Select optional fees you wish to pay for the upcoming school year. Mandatory fees have been automatically selected.

Registration Year: 2013-14

Fee |

Amount

Pay Registration Fees
Student | Selected‘

Austin, Tammi
Gradeschool 7
Paid Student

Subtotal:
Austin, Tom J
Lincoln School r
Paid Student

I

Subtotal:
Austin, Ally
Gradeschool =
Fee Waiver Student

Subtotal:
Payment Total:

5150.00
$15.00

Registration Fee
Club Fee (optional) - $15.00

Deposit for student lunch account (optional) $|5

$170.00
Reagistration Fee $150.00
Club Fee (optional) - $15.00
Crama Club (optional) - $25.00 §25.00

Deposit for student lunch account (optional} $|1L’I

$185.00
Reqgistration Fee §0.00
Club Fee (optional) - $0.00 §0.00

Deposit for student lunch account (optional} $|5

$5.00
$360.00

Cnntinuel Request Registrat

ion Fee Waiver/Free-Reduced Lunchl Backl

1

of”

In the scenario above the parent has 3 children in the district. The district option was set to waive
fees after the 2nd child, so their third child has had their registration fees waived.

If parents enter lunch deposits, amounts will be added to the corresponding student lunch accounts.

Once parents select the optional fees, they can complete their fee payments online. This works the
same as Online Payment of Parent Fees for Tuition/Fees and Lunch. If paying for students in multiple

schools they will receive a receipt for each school.

Choose Payment

Type -]

*Payment Type:

*Credit Card Mumber:

*CWW Code: [7]

*Expiration Date (mmiyy): I (e.g. 05/05)

| [
|

—

School: Lincoln School
Total:  $175.00

Continue

Eiacl-cl

1] |

District Policy: Refund | Privacy

o

© 2001-2013 Common Goals Systems, Inc.



292 Admin Basic Setup

29.4.2 Parents Request Waiver

If the corresponding options are set, parents can enter household information to determine eligibility
for registration fee waivers and free/reduced lunch.

Parent Main > Online Registration > Pay Fees > Request Registration Fee Waiver/Free-
Reduced Lunch

Request Registration Fee Waiver/Free-Reduced Lunch 5

This page allows you to submit income information and apply for registration fee waivers and free-reduce lunch. Eligibility will be
calculated below.

Students in Family: Austin, Tammi; Austin, Tom J; Austin, Ally Registration Year: 2013-14

Calculation Information

Household Size: |5

Inceme Amount: [35000 [Annual =]

Date Requested: IE"’2T"’2U13 3

Calculated Eligibility

Eligibility: Free

Based upoen household size and income, you're eligible for free lunch pricing. To complete the application process, you may be | —
required to bring paperwork documenting your income to the school. Please contact the school with any questions.

Subrmnit for Approval | Back | -
| »

al

Parents enter the household information and then "Calculate Eligibility”. If they meet the eligibility
requirements, the may submit their request for approval to the school.

They will need to wait for confirmation of the approval prior to completing the payment process. They
will also get the following message at the top of the "Pay Registration Fees" page:

The household size and income you entered calculate to fee waiver eligibility of 'Free' status. Prior to seeing the 'Free’ rates for ;l
registration fees (if applicable) you will need to have this request approved by your school. This may involve providing proof of IS |
income {paycheck stub, W-2 form, etc). Please contact your school if you need more information. LI

After the school approves or denies the waiver, parents can pay any remaining fees online, if enabled.

If the calculation results in them being ineligible for a waiver, they can continue with paying their fees
online, or contact the school with further information.
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Student Registration Status

View/manage student registration status. View/modify status details for chosen student(s). Track
progress status at bottom of page.

View student registration status for a chosen academic year. Narrow details by student return status,
registration form status, registration status and/or grade level. Quickly find all returning students with
incomplete registration status.

Main > Online Registration > Student Registration Status

Student Registration Status B
Online Registration Form Status: |A|| j Grade Level: [ 11 - Eleventh Grade j
Registration Fee Waiver and Lunch Status: IAII vI Student Returning: IAII vl
Registration Status: IAII v| Payment Status: IAII vl
Academic Year: |2[]13.14 j
Registration
Grade Student Online Registration Student Fee Waiver Payment Registration [
Level Form Status Returning and Lunch Status Status
Status
view edit
ih Austin, Tom J Completed/Reviewed  Yes Mone Mot Paid In Process apply fees
delete
) view edit
Creston, Daniel . ) Approved - ) — =
11 C."Danny” Awaiting Review Yes FreelWaived Mot Paid In Process apply fees
delete
view edit
11 Jacobs, Harry Mot Completed Yes Mone Mot Paid Mo Contact Yet apply fees
. . None:13
Not Complete: 12 No Response: (92.9%) No Contact Yet:
b Gl e Awaiting Paid: 0 {0%) 12 (85.7%)
Count: 14 Awaiting Review: 2 REtMming:3  poview: 0(0%) Mot Paid: 14 In Process: 2
et Eiliac] Approved: 1 (100%) [14.3%)
CompletediReviewed: 0 Not Returning: pp : k -
(0%) 0 (0%) (7.1%) Complete: 0 (0%)
Rejected: 0 {0%)
MassEditl Mass Apply Feesl F’rintablel Bacl-cl -
< L
Mass Edit

Update registration status for many students at once.

Mass Apply Fees
Apply registration fees to many students at once. Note: Students must be marked as returning to
apply fees. Mandatory fees are automatically applied, optional fees can be selected.

View

Review a chosen student's registration status. Preview their registration form and any changes made
to their contact information. Forms can also be completed, if necessary. Registration fee waivers can
also be reviewed/approved.

Edit
Modify a chosen student's registration status details. Mark when paper forms have been returned to
the office. See the Edit Reqistration Status section for more details.
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Apply Fees

Apply optional registration fees to a chosen student's account. Setup registration fees for all students

in a family. Note: Student must be marked as returning to apply fees.
Mass Edit Registration

Update registration status for multiple students.

Main > Online Registration > Student Registration Status > Mass Edit

Mass Edit Registration B

student Returning: [ All =] Registration Form Status: | Al =]

Registration Status: IAII "I Grade Level: | All j
Academic Year: |2011-12 j

Save I Back |
Information to Edit

Student Returning: IYes 'I
Registration Status: I "I

Complete Registration Form I j

Please sign and return the following document(s) to the school office.

Internet Access Approval.doc I "I

Ficture Consent Form.doc

Please review the following document(s) for the upcoming school year with your student(s). I ,I
Student Handhook 2011.doc

Narrow students by selecting details from dropdown lists at the top of the page.
Information to Edit: Enter information to update for the selected students.

Select the students to update and "Save".

Ol omi dert | Regstaton | Regstaton Form
¥ 7 Adams, Mary Mo Contact Yet Mot Completed
L ¥ 7 Adams, Melissa Mo Contact Yet Mot Completed
F I~ i} Andrews, Randy Mo Contact Yet Mot Completed
1] | »
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29.5.2 Mass Apply Fees

Apply registration fees to many students at once, as needed. Mandatory fees are automatically
applied to students in the corresponding grade level(s). Allow parents to select optional fees, or apply

optional fees for them.

Main > Online Registration > Student Registration Status > Mass Apply Fees

Save| Back |

Mass Apply Fees -l
Grade Level: | 11 - Eleventh Grade j Academic Year: |2[]13.14 j
Fee to Apply
Registration Fee: |Registratinn Fee j
Grade Student Fee Waiver Price
Level and Lunch Status
I~ ih Austin, Tom J Mone/Mot Waived 5150.00
I~ ih Creston, Daniel C. "Danny” FreefVaived 50.00
¥ 1 Jacobs, Harry Mone/Mot Waived §150.00
Count: 3 |
o

<

Narrow student list by grade level, as needed.

Select the fee to apply to the students.

Select the students to receive the fee and Save.
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29.5.3 Edit Registration Status

Manage/update details for the student's registration status. Review the online registration form status.
Mark finished items as complete. Update status when paper forms have been signed/returned to the
office. Admins can also review/request registration fee waivers and apply optional registration fees
from this page. They can also complete registration forms for the parents, when needed.

Main > Online Registration > Student Registration Status > Edit

Edit Registration Status -~

Student: Austin, Tom J

Student Returning: IYes vI
Registration Status: IIn Process "'I

Online Reqgistration Form Status: Awaiting Review

Academic Year: 2013-14

Registration Fee Waiver and Lunch Status: Mone reguest

Fayment Status INot Paid 'I

Motes: ﬂ
Step ‘ Description ‘ Complete ‘
1 Complete Online Reqgistration Form Awaiting Review )
review
Parent has made changes —
2 Please sign and return the following document{s) to the school office. Mo = e
Savel Mark all complete | Save & Apply Registration Fees to Student Account(s}l Eiackl -
1| | 3

Set/update a student's registration status information. Add notes when needed. Mark when all paper
forms have been returned to the office.

Mark all complete
Sets all registration steps to Complete=Yes and updates "Registration Status" to "Complete".

Save & Apply Registration Fees to Student Account(s)
Saves any updates to this page and takes you to the "Apply Fees" page.

Review the reqistration form. Request a fee waiver.
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29.5.3.1 Review Registration Form

Review changes made to student/contact data during the online registration process. Mark as
reviewed, rollback changes, or reset the form to allow parents to start over.

Main > Online Registration > Student Registration Status > [View or Edit] > Review

Review Online Registration Form Data -l
Student; Austin, Tom J Registration Year: 2013
¥ Show changes only
Student/Contact Field Old Value Hew Value
Austin, Tom J State Health Exams Y
Phone 555-555-5556 | 555-555-5555
Physical Zip 60134
Physical State IL
Physical City Aurora
Physical Address 1 123 Way
[T Rollback student changes |

[” Rollback contact changes

| Save & Mark Reviewedl Save, But Review Again Laterl Resetl Backl =
4| | L|_I

Use check boxes to rollback student and/or contact changes made on the registration form.

Save & Mark Reviewed
Save the form and update the online registration form status to "Completed/Reviewed".

Save, But Review Again Later
Save the form, but keep the online registration form status marked as "Awaiting Review".

Reset

Remove any changes parents made to the online registration form and allow them access again from
the parent portal. This includes both student and contact information.
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29.5.4 Apply Fees

Apply fees and pay registration fees. Useful when parents come to the school to pay their registration

fees.
Main > Online Registration > Student Registration Status > Apply Fees
Apply Registration Fees to Student Account(s) -l
Academic Year: 2013-14
Student ‘ Selected| Fee ‘ Amount
Jacobs, Sam Registration Fee $150.00

Lincoln School r
Paid Student

=2 Drama Club {optional) - $25.00 $25.00 remaining

Club Fee (optional) - $15.00

Deposit for student lunch account (opticnal) $|1U

Subtotal: $185.00
Payment Total: $185.00

Save & Continuel Bacl-cl -
1| | Ll_l

Apply optional registration fees to a chosen student's account. Enter student lunch account deposit,
as needed.

Save & Continue
Save the fees/deposits and continue with payment.

Pay Registration Fees -l
Student: | Jacobs, Sam (1684) - 7 [L ¥| Search:fJacobs Academic Year: | 2013-14 =l
| Create F"aymentstepositsI Backl
Student ‘ Account ‘ Description | Amount Payment Details
Jacobs, Sam  Clubk Fees —| Current 5 (25.00) || Total e
Lincaoln Balance: FPayment: ’
School -7 ) m
Fayment 5 25.00 |*Date: [Friday 6/28/2013 = =
*Payment I__l'
Mew Balance: |§ 0.00 || Type:
Course Fees Current 5 0.00 ;l
+| Balance: Motes:
General |=| Current 5 (150.00) =l
Balance:
Payment: $| 150,00
Mew Balance: | § 0.00
Lunch +| current $ 0.00
Balance:
Tuition  +| Current 5 0.00
Balance:
Jacobs, Sam Payment Total: $ 185.00
Total Payment § 185 00
Create F’aymentstepositsl Backl _ILI
i [ B
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Enter payment information and log deposit details for corresponding accounts. Details can be viewed
for the student at Main > Tuition/Fees > Fees for a chosen account.

Registration Fee Waiver/Lunch Status
Review/approve/request registration fee waivers and update student lunch program status.

Main > Online Registration > Registration Fee Waiver/Lunch Status

Registration Fee Waiver/Free-Reduced Lunch Status ]
Status: |A|| j Grade Level: [ a1l j
Academic Year: [2013-14 j
Grade Lunch Direct Registration
Level Shcn Shates Program Certified Fee Waiver
- 1 —I_'.
hh Austin, Tom J Awaiting Appraoval None Mo MNo - '91."'[ requests request
waiver
11 Creston, Daniel C. Approved Free Mo Yas view reguests reguest
"Danny” ' waiver
11 Jacobs, Harry None None No No View requests request
! waiver
11 Jones, Jacquelyn May None None No Na view reguests request
"Jackie” waiver
11 Jones, Joe MNone MNone Mo Mo view requests request
' waiver
None: 3 (86.67%) None: 4
Awaiting Approval: 1 [93.33%) . . Yes: 1 (6.67%)
Count: 5 (6.67%) Reduced: 0 zi,s'sn “%’é%} No: 4 |
Approved: 1 (6.67%) (0%) ' T (93.33%)
Rejected: 0 {0%) Free: 1 (6.67%)
Mass Approve | Printable | Backl _ILI
1| B

Narrow by status, grade level and chosen academic year.

Mass Approve
View/approve many student waiver requests at once.

View Reguests
View/approve a request for a chosen student. Update student lunch program information. When the

request is approved the lunch program information is automatically populated. Note: If multiple
students in the same family are in different schools in the district, review/approval of requests must be
done for each student, per school.

Once all students are approved, the parents will be able to pay their fees online, when that option is
enabled.

Request Waiver

Enter a waiver request for a chosen student. Useful when admins need to request waivers for
parents. Once saved you are taken to the "Review" page to view the request and either approve or
reject it.
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Student: Austin, Tom J

Review Registration Fee Waiver/Free-Reduced Lunch

[

Academic Year: 2013-14

Registration Fee Waiver/Free-Reduced Lunch Request

Income & Household Size:

Date Requested | Household Size | Income Amount ‘ Timeframe ‘ Eligibility

BI27I2013 5

35000

Yearly Free

Status: Approved

Approve | Reject |

Fields Which Control Lunch and Registration Fee Pricing

Lunch Program: lamch

Program

Effective
Date

Direct il
Certified

[Free =] [8/152013 =] [No =]

| Ll

5l [ve 5]

Registration Fee Waiver: IYeB vl

E!ackl
<]

Manually set the lunch program, if needed.
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Registration Details

Generate a report to view student progress in completing online registration. View status of returning
students.

Main > Online Registration > Registration Details

Student Registration Details -l
Academic Year: | 2013-14 j

6 - Sixth Grade

T - Seventh Grade
9 - Ninth Grade
@ Grade Level CEINC MMpt e

Select All |

iR

he 12 - Twelfth Grade
' Group

Student Returning: All -

Reqgistration Status All -

Registration Form Status |AII j

% Mormal Web Page
Frintable Page
Mailing Labels
Where Shown: Envelopes

Comma Delimited (C5V)

Frintable Letter

O 0 0 0O O 0

Email

Generate I Eiackl _ILI
3

al |

Generate a report by grade level or group. Determine details to include on the report. Automatically
send email or generate printable items.
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Below is an example of a report showing all information for grade 11:

Student Registration Details

Academic Year: 2013-14
Grade Level: 11

Backl

Jones, Joe

Jones, Maureen Lynne
Freston, Fredrick
Reddy, lan

Smith, Sam

Smith, Susan
Spectar, Sally
Suchmare, Mary

Tank, Tim
|| | Time, Justin
No Response: 10 (71.43%)
Count; 14 Returning: 4 (28.57%)

Hot Returning: 0 (0%)

Hame Student Returning Registration Status Form Status
Austing Tom J Yes In Process Completed/Reviewed
Creston, Daniel C. Yes In Process Mot Completed
Jacaobs, Harry Yes Ma Contact Yet Mot Completed
Jones, Jacquelyn May  Yes In Process Mot Completed

Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet
Mo Contact Yet

No Contact Yet: 11 (78.57%) HNot Complete: 13 (92.86%)
In Process: 3 (21.43%)
Complete: 0 (0%)

Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed
Mot Completed

Mot Completed

Not Reviewed: 0 {0%)
Completed/Reviewed: 1 (7.14%) Ll

1

| 3

View progress status at bottom of page.
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Help/Training/Videos

Access user documentation/help, online training and instructional videos.

Main > Help/Training/Videos

Help, Training, and Videos -

m| Online Training || Videos |

All files are POF format and require Adobe Acrobat to view.

Admin Guides

Basic Setup [PDF]
Attendance [PDE

Grade Reporting [PDF
Multilingual [PDF]
Scheduling [PDF

Advanced Scheduling [PDF]
Tuition/iFees [PDF]

Lesson Plans &

Curriculum Mapping [PDF]
Lunch [PDF]

Discipline [PDF]
Longitudinal Data Analysis [PDF]
Health Records [PDOF]
District Admin Guide [PDF]

Instructor Guides

Secondary User's Gradebook Guide [PDF]
Secondary User's Planning Guide [PDF]
Self-Contained User's Gradebook Guide [PDE
Self-Contained User's Planning Guide [PDF]

1| 3

Use the tabs to access the desired information:

Help: Access online product help for Admins and Instructors. Click a link to immediately access the
corresponding help files. Access a PDF version of the corresponding User Guide by clicking the
[PDF] link next to the topic. Note: Context sensitive help for any page can also be accessed by
clicking "Online Help" under the "Help" tab when on a page. Individual help pages can also be
printed.

Online Training: Access training materials for Admin product training. Each training is comprised of
individual lessons which can be viewed in any order desired by click the corresponding link. Access a
PDF version of the training slides and notes by clicking the [PDF] link next to the training title.

Videos: Access instructional videos for Admins and Instructors on a specific product topic. These
videos can also be accessed by clicking "Videos" under the "Help" tab.
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