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*  Module Assignment Overview

*  Creating a Summer School Location (optional)
* Creating Summer Periods

* Creating a Summer School Calendar

* Creating Summer Marking Periods

* Creating Summer School Grade Formulas

*  Creating Summer School Courses/Classes

*  Creating Summer School CoSers

*  Scheduling Summer School Classes for Current
Students

* Assigning Summer CoSers for Current Students
*  Creating Summer Services for Current Students
* Scheduling Summer Services for Current Students
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* Registering New Students who are New for
Summer School

*  Project/Enroll New Students into Summer School
Classes

*  Creating Summer Services for New Students
*  Assigning Summer CoSers for New Students

* Scheduling Summer Services for New Students
* Admin Attendance Functionality

* Admin Discipline Functionality

*  Summer School Management Functionality
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Module Assignment Overview
The following is a list of modules that the ClassMate System Administrator will need to assign the
administrative staff that is involved in Summer School.

o Admin Attendance
- SE Admin Begin Session
- Attendance by Student — used by Traditional CTC/BOCES Sites
o Admin Attendance Options
- SL Attendance by Student — used by Shared Location Sites
o Admin Discipline
- Admin Summer Referrals
- General Summer Referrals
o Admin Grading
- School Grade Formulas
o Base Data Information
- Period Management
o Curriculum Management
- Instructional Course Offerings by Location
o District Billing
- CoSer Billing Information
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Module Assignment Overview
The following is a list of modules that the ClassMate System Administrator will need to assign the
administrative staff that is involved in Summer School.

o School Calendar Information
- Calendar Session Management
- School Calendar Management — Used only if a new Summer Location was created
- Summer School Calendar Management
o Special Education Options
- Admin Services Assignment
- Services Manager
- Staff Services Assignment
o Student Projection
- SL Projection/Scheduling
o Student Enrollment Options Enrollment (Optional)
- SL Student Scheduling — used by Shared Location Sites
o System Administrator
- Summer School Management
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. . . |EI@ Baze D ata Information |
Creating a Summer Location (optional) o AT

------ @ City/State/ip Code Management

Getting Started | Connty baintenance
Double Click Modules > Double click Base Data Information > Click . @' Location/E uilding/F oom M anagement
Location/Building/Room Management i Period Block Management

------ $' Period Management

Module Overview b i‘ Sending School Management
This module will be used to create new summer | . $ U5 Statez Maintenance

locations, buildings, and rooms if applicable at your site.

Existing locations, buildings, and rooms can be used for
Summer School. However in some cases sites need to
add a new location/building/rooms that is only used for
Summer School.
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Creating a Summer Location (optional)

Creating a New Location

Click on the Campus Name from the group tree on the left hand side
Click on the Location Tab

Click on the Green Arrow to auto-generate a Location ID

Enter a Location Name

Enter the Location Address

For City click the drop-down arrow and select City, State, Zip Code
Enter a Phone Number

© N O Uk~ wNe

Enter an Abbreviation | e[S ]suiings | foons]

.

Location ID JUIITE] I—

Location Mame( 4 ICM Surrner School

Address Line 1 ( 5 ' |123 Classhate Lane

Address Line 2 |

City (6 ' [witiare vy 13807 |

Phane Number ( 7 ) |(555) 5555555 e li
00 MHumber I(###) [T FAz Mumber I(###) [T
License # I - Homebound Hrs: Type -

HETW Cantract Agreement
Abbreviation @ ICMSS ’V (o Yem ’7 " Yes ¢ 1« MNo
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Creating a Summer Location (optional)

Creating a New Location

9. Escholar Acronym enter SIRS if New York or PIMS if Pennsylvania
10. Enter School Start Time

11. Enter School End Time

12. Do Not Change the following/Leave Blank:

*  Billing, Virtual Location Code, Incl State Reporting — Leave NO if this location is only being used for
Summer School, Virtual GED Code, Primary CTE, and Core Primary Attendance

13. Select an Enrollment Grade Level(s) that will be offered at this location
14. Include in ODR Portal click No

15. Click Save ®|*9|‘3'|k)j|3|'3|

Shared School Stant Ti
Escholar Acronym ISlRS (9] " rﬁfes e Schoo‘EzT.lme 9 IE 00:00 A
ehooiEnd Hims. 2 30:00 PM

Biilling: {12' Select A Billing Option Virtual Location Code:“ 2)
"Incl State REpDTing‘Q— Frimary CTE (12J |[| Wirtual GED Location CDdE{12'
C Yes + TNo

Enrollment Grade Levels Core Frimary Attendance —(12 ~Teacher Class Sat—————————————
. I )
¥ Sth Grade thru 12th Grade :1]3 Ab: 0 by Course Title

I Bth Grade thru 8th Grade by Class D

v Kindergarten thru Sth Grade il |El by Period

““Iﬂ; 1%

-
Include in Foral ODR—Q“J—
ar  Yes
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Creating a Summer Location (optional) Efe,ij
Creating a New Building Building D Iinnunm
1. Click on the Location Name from the group tree Building Neme @ [osummerseron
on the left hand side BT DeeeETe [smmerSeres
2. CI'Ck on the Building Tab # Fire Extinguishers 100
3. Click on the Green Arrow to auto-generate a #Esits wa
Building ID £ Pooms wa @
4. Enter a Building Name Aot Isi
The following fields are also available & optional #Halle |5|7
tO CompIEte: Location Description |CM Summer Schoal

. Building Description
. # Fire Extinguishers

J # Exits
. # Rooms
. # Labs
. # Halls

. Location Description

6. Click the “Save” icon to save Building
information
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Creating a Summer Location (optional)

Creating a Room

1. Click on the Building Name from the group tree ( 8] l
on the left hand side ®|\Q|1.!-| |Q|Q|

2' C“Ck the Rooms Tab Campus'anatiﬂnleuMdmgsI%%
3. Enter aunique Room ID Peenio(3) 1
RnnmName@ IESVBC
4. Enter a Room Name pesncasanin (5) =
5. Enter a Room Description e -
6- Enter a Room Type: o Se ® IZE— #Chairs #Tables # Computers
- - - [
* Enter “C” for Classroom
° Enter ”L” for Lab Camputer SN I Description ’
* Enter “O” for Other Frest ! !
Scanner SN Descri pation
7. Enter the number of Student Seats o | |
. . . « fia
(this # can be adjusted at a later time (

to accommodate class seating size)
8. Click the “Save” icon to save Room information
NOTE: The fields listed above are REQUIRED fields. Other optional fields include:

* # of Desks e # of Chairs # of Tables ¢ # of Computers
* Instructor Equipment Serial Numbers and Descriptions

‘Yes” or “No” radio buttons designation for Classrooms For the Future
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Creating Summer Periods

Getting Started kl—
=

- - _ . M=-1Z Base Data Informati
Double Click Modules > Double click Base Data Information > Clic — SE- LS |
----- &' City M aintenance

Period Management i i @ Citp/State/Lip Code Management
I @' County Maintenance
- @' Location/Bullding/R oom Managerment
----- 4 Period Block t anagernent
{2 Perod Management |
@ Sending School Management
------ @' 15 States Maintenance

Module Overview
Create summer school periods where needed.

@ Click the Green Arrow to auto-generate a Class
Number or if your site utilizes a specific Period ID #
scheme enter new ID number for that scheme in the
ID box

. Example a site might use ID #’s 100010-100099 for CTE
Periods, 200010—200099 for Alt Ed Periods, 300010-
300099 for Special Ed Periods, the site might use

400010-400099 for Summer Periods Period Management Setup
@ Enter a Period Description e = Dyt
*  Example: Summer Period 1 | e amerFo1 (2)
Select a Session/Block from the drop-down O o e “"“’P“”"“"_‘® e

®©

If this Period follows a Day A/B schedule check the
Class About box

[©

Enter the Full Time Percentage
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Creating Summer Periods

Select True for each day classes meet
Enter a Start Time for each day classes meet

Enter an End Time for each day classes meet

©) [ ‘“-IE tmi

Enter a class Length in hours and minutes

el

10) Enter a Tardy Time for each day classes meet (required even though you may not use this
functionality)

el

11) Select all associated Periods under Time Block

=

12} Click Save
oA M T Vosdsy—— Wedhesdyy—— Thusdy -~rc-g__aL— = T
Class e (6 Te =t Troe " Tre  Toe ’ @ Te € True
Hekd & False  Fakse C False  False  Fake | € False & False
Start: 12:00 AM 7 130 AM 08:30 AM 7]08:30 AM 08:30 AM ]08:30 AM IlZ.lI)AM
End: {1200 AM 8 J1:30AM [11:30AM |11:30AM - []11:30AM f]n:aom [12.00AM
Length: 00.00 Q Ya00 {0300 |30 ~ o300 1’[0300 | foo.00
Lo [zooaM  (10Joe A TosasAM o esam ' "j]'oaasm f]o&tsm ] [zo0AM
- — = = Eee S = 3 - —
|- Jime Block: Select all associated Periods
11 [6‘2 1 I(-‘4 ‘:(‘5 lr‘s );‘(‘7 If‘s J
‘(‘9 l(‘m gl I(‘u ez I(’:A '€ 15 ’-
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N

Wwieekly Cypcle | Certification Hours I
Surnmer Period 1 1 2 '
@— Clazs Ahout Full-time Percentage: ( 5 ) ||:||:||:|_5|:|
— Sunday — Tuesday —Wednesday — Thursday Friday Saturday
Class = Tiue " Tie " True i+ Tie " True = True
Held: {+ Falze = Falze = False " Falze = False {* Falze
Start: I'I 200 A [13:30 Ak 08:30 AM 03:30 AM 03:30 AM I'I 200 Ab
End: I12:EIEI£-‘«M 11:30 AM 11:30 AM 11:30 AM 11:30 AM |12:EIEI Abd
Length: IEIIZI:EIIII 03:00 0300 0300 0300 IIZIEI:IIIIZI
H.I:d; |1 200 A 0345 A 03:45 AM 0345 AM 03:45 AM |1 200 Ab
Time Block: Select all azzociated Periods
11 i 1 e 2 v 3 e 4 [ [ 7 g
r g 0 1 C 12 1 14 Cs _
File ‘Wiew

SRR

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

All rights reserved.

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work]



Admin SE Summer School /‘ ’I HARRIS

Na School Solutions

Creating a Summer School Calendar

Getting Started
Double Click Modules > Double click School Calendar Information>
Click Summer School Calendar Management

school Calendar Information

T Calendar zession Management
Module Overview: T @ School Calendar tdanagement

This module allows users to create and maintain the summer Surmmer School Calendar Mananerme
school calendar(s).

*Students will not get assigned the newly created Summer
School Calendar in the Student Registration or Student Master
modules.

Creating the summer school calendar(s) is necessary for the

Summer 1 & Summer 2 radio buttons in Instructional Course
Offerings and for Summer Attendance/Grading.
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Creating a Summer School Calendar

i'] j To begin creating a Summer Calendar:

Select the summer school location from the drop down menu. Create a New Summer School Calendar.

EACH Summer School Location will have a separate summer school calendar. School Year calendars for
each location (created/maintained in School Calendar Management module) are maintained separately
and must exist. If a new summer school location was created you will also need to create a School Year
calendar in the School Calendar Management module.

Refer to the QRG titled: Creating & Maintaining the School Calendar with Rotations located on our website
at: http://www.classmate.net for instruction on creating a School Year Calendar if necessary.
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Creating a New Summer School Year

New Summer School Year Description

ClassLink Career and Technical Center
F

[2m213 [201213 Summer Schoal 70\ 2 I

@ * Move to the field located directly to the right of the calendar drop down.
(This field may contain the current school calendar year.)

*  Enter New Summer School Year in the following format: full year and last two digits
of the next year. For example: the summer school year 2013 & 2014 would be

entered as 201314.

* After the new school year has been entered in the system will
automatically place you in the Calendar Control Management Tab

* In the field directly to the right of the 6 digit newly create date, enter and
describe the new school year. For example, 2013-2014 Summer School Year

NOTE: If your site is a multi location site a ClassMate Best Practice is to add the location name at the
end of each calendar. For example: 2013-2014 Summer School Year - North
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Creating a Summer School Calendar
Populate the Following Required Fields

. ap Managemenl |Ealendar Contral M ana ementl slendar Options
( 3} = Student First Day o pere) o O]
= Student LaSt Day Student 1st Day: |ENRET Teacher 1st Day: [oi/mAson
= Teacher First Day Student Last Day: [PTET. @ Teacher LastDay:  [G/7/1500
| | Teacher La St Day 1 of Student Days: ||]_ # of Teacher Days: I_
= Total In-Service Days
— Mon-5chool Day Taotals:
= # After Student last Day Total In-Service Dags: P " metesuemionts | s
L H O“days Holidays: ID_ =
= Oth er Other [i.e. Snow days]: IU_
= Administration Reports Only e e P B o

ClassMate Auto-Calculated Fields

= Number of Student Days
= Number of Teacher Days

Verify

. . Note: The Red * asterisk indicates required fields.
= Location Selection

= School Year Description

Save the Calendar
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Creating a Summer School Calendar

Save Function
After populating all required fields:

Click on the “save” button located along the top of the screen on the toolbar.

All calculations for:

* # of Student Days
* # of Teacher Days

Will be auto-generated and the fields will be populated.

Student 1zt Day: 07/02/2012 & Teacher 1zt Day: ||:|?,.-'|:|2,-'2|:|‘| 2
Student Last Day: [08/03/2012 =

Teacher Last Day: ||:|B,-'|:|3,-'2E|1 2

# of Student Days: |23 #t of Teacher Days: |23
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Creating a Summer School Calendar

Verifying Calendar Days

Setup S5cheduled
After populating all required fields & saving the Calendar,

the Day Management Tab will be populated with the Halidas: pr—
number of requested calendar days. Verify all dates and ¥ 1 1_
ensure they match the fields entered. Other (1.e. Snow days]: [ [
Please take note of: Admin Only 0 I

Setup Column
Number of identified days that need to be setup or
scheduled in the system.

Scheduled Column
Indicates the number of days by type you have identified
or scheduled in the system.

The goal is to have the Setup column equal the scheduled
column. This ensures the correct number of days have
been scheduled.
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Identifying Calendar Days

After the initial Calendar has been created you must then identify days within the ClassMate Calendar to correspond
with the fields used to calculate the calendar. The calendar will display colored coded blocks, indicating various day

types.
. @dendar Control Management | Calendsr Options |
Days to Identify:
June, 2013 Tuly, 2013 fugust, 2013 September, 2013
] In-Service Days S M T W T OF o3 SMOT W T OF 3 SM T W T OF S SmoT oW T OF S
n HOIldayS 1 12 3 4 % 8 12 3 12 3 4 5 6 7
L Other 21 4 5 6 7 8 A RS I N S B A 4 5 &6 7 8 9 10 g 9 W 1 12 13 i

9 1 1 1213 1418 15 W 17 16 19 a 1 12 13 14.16 17 15 16 17 18 19 £ 2

Click on the Day Management Tab :
v 17 18 19 a 2 A n B N Hoxn T B 19 2 2 2 3 H 20 % B % U oHn

* Click the date for which you will identify
the day type.

* The date will auto populate in the
date field.

a n n o I ow n & 1 N A How nWonmon on i 2%
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Creating a Summer School Calendar

- Update a Day: Wednesday

Identifying calendar Days [rate: IW Student Day in Session: |3—
DayType:  [01403: School Day [ Tescher Dayin Sessiors [
. Drescription: -
ClassMate will default weekdays (Monday- " L
. =
Friday) to a “School Day” Day Type. 1 o
ClassMate will default weekends (Saturday &
Sunday) to a “Weekend” Day Type.
- Update a Day: Wednasday
Any day in the school calendar that does not pete for/oacziz stdenDayimSesson [y
. . . pe Day Type: : Holiday - Single Da hd A -
follow this pattern must be identified by an - o o6 '”: oe M TeacherDaymSession: [ 1
escription: 4th of July Holida -~
alternate Day Type to ensure accurate o
calculations. save | [_Coneal ]

For example, You may need to
identify & change July 4t to a “Holiday” Day Type.

Repeat for each day that does not follow the default pattern,
until the “scheduled days” number equals the “setup” number.
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Creating a Summer School Calendar

Identifying Calendar Days

1. Date: The selected date will display by default. An end date can entered for multiple days
2. Day Type: From the Day Type Drop Down Menu Select the appropriate day type

3. Description Field: Enter the specific details of day in the Description Field.

4.  Click “Save”

Repeat for Each Day that does not follow the default pattern

— pdate a Daw: Wednesday
Diate: { 1 ' [07/08/2012 Student Day in Session: |3
Diay Type: 2 |n|:|1 40E: Holiday - Single Day ﬂ [ i |
: Teacher Day in Seszgion; 3
Deszcription: 3 dth of July Holiday ﬂ

—
{4 b Save I | Cancel I
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Customizing Display Colors
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The School Calendar display different day types by color. Users have the ability to customize the color
for display.
Click Calendar Options tab
Click the Day Type you would like to customize. The Day Type will populate the right hand field Display

1.
2.

o v kW

Color.

Click the Blue Display Color button.
Select the New Color from the color chart

Click “Ok”

Click Blue “Save Colors” button

Day Management | Calendar Control Managemer@@

Q) 001407

Lo 001404-**
O
) 001406 - =

- 001408 - =
.y 001409 - =
- 001410 -
© 001411 -

=2} DAY TYPES 1400- 1433
Lo] 001401

Admlnlslvatlon Heporls 0n|_v @
Saluvday held lnp
Holiday - Single Day

Haliday - Multiple Daps
Other [i.e. snow days, etc)

Teacher Holiday after Student Last.

ACT 80 Day
Stike

Naw Tuwne:

|~ Administration Reports Only

@ DsErEER]  [5380053

|41 94432

|1 6711680

e M e —
0}

Basic colors:

U e W
W TR
|y )

HEMEEEENN
EEEEEEN
[T

Custom colors:

.
Al EEEE .

Define Custom Colors >>

56T —

Note: All changes follow the same process
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Creating Summer Marking Periods

Getting Started:
Double Click Modules > Double click School Calendar Information>
Click Calendar Session Management

Module Overview:
This module allows users to create and maintain the begin and
end dates for the summer marking periods.

Summer Marking Periods need to be created whether using
only Attendance or if utilizing grading functionality as well
during Summer School.

EI [:3 school Calendarlnfurmatmn
. @ Calendar Session Managerment
: #' School Calendar Management

= 11!:' summer School Calendar Manageme
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Creating Summer Marking Periods

Click the Summer Tab

Click the Green Arrow button to auto create the next sequential ID number
Enter a description for the Summer Marking Period

Enter the Summer Marking Period Start Date

Enter the Summer Marking Period End Date

Click Save

ok wnE

* File Edit Wiew

NICAE o

hAF | Alternate MF | Coop Sesaiunsl Rutatiunsl Seme Billing I

2) |1 Summer 1 @)
Sizri D (4) 07/02/2012 EM&*E@ 10743112012

f* Active " |nactive
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Creating Summer School Grade Formulas

Getting Started:
Double Click Modules > Double click Admin Grading > Click School
Grade Formulas

#-43 Admin Discipline
=) Admin Grading

L e @ Admin Grade Comments
Module Overview: | & Admin Grades by Class
* This module allows users to create Summer School Marking Period | - & Admin Grades by Student
formulas. Summer School Grade formulas must be created if using | - & Admin Knowledge Activity Bank

----- & Admin Knowledge Activity wiacad

----- ﬁ Admin Knowledge Bank wlacademic
----- & Admin Knowledge by Activity

* If the site has two separate summer sessions thentwonew | .. & Admin Knowledge by Student

Marking Period formulas should be created. |~ £ Adrmin Knowledge by Student wiacad
..... & Admin MP Gradebook

f . is off f N @ Admin Progress Reports
If only one summer session is offered then only one new formulais | @ Admin Student Snapshot

required. & Adrmin Task Grades by Class
----- & Admin Task Grades by Student

* When creating the new formulas for Summer School the grading | % ﬁ”;“fﬂtefgugwfighés bSB; %lasts
----- = ransier larades Dy .s1iden

components that can be selected for grading are Work Ethic (WE), | & School Educator Assignment by Clas
Knowledge (KNW), Skill (SKL). Sites can choose to use a combination & School Grade Formulas
of these components or just one.

grading functionality during summer school.

* Example Summer School MP formula names:
*Summer School 1
*Summer School 2
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Creating Summer School Grade Formulas

Getting Started:
Double Click Modules > Double click Admin Grading > Click School
Grade Formulas

1. Click the MP tab
Click the Green Next Number button
3. Enter the Summer School formula name in the Name box
*  Example: Summer School
4. Click in the box next to the grading component(s) you want to grade for Summer School
5. Enter the Percentage (%) that each grading component will be worth, the total must be equal to 100%
*  Examples:
*  Work Ethics 50% & Knowledge 50%
*  Work Ethics 25 % & Knowledge 75%
. Work Ethics 25 %, Knowledge 50%, & Skill 25%
*  Knowledge 100%
6. Click Save

™~
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Creating Summer School Grade Formulas

Olole|Ct|e|al @

QG:‘ Good Moming Mr. Stern
E .J MF Formulas
¢ LB Knowledge B0, Work Ethics 40

{:I Final Farmulas
Mpwinal |

(ZE < 000002
MName -){ 3 ’ ISummerSchDDI

Include Skill -> r Skill %4 -» I—
Include Knowledge > 4 ~ Knowledge % - @ I?Ei
Include 'WE -> Q M YWark Ethics % -» |25|—
Include Employakility -> r Employability % -> I—
Include FDF -> r POE % -» I—
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Creating Summer School Courses/Classes

Getting Started: m Curriculum Management |
Double Click Modules > Double click Curriculum Management> Click | - & Academic Standard Assignment

. O B S i
Instr.Course Offerings by Location & Academic Standards Managemen
----- & Career Pathways Assignment

----- & Career Pathways Management

Module Overview: & Curriculum Managerment

. T T T I S @ Data\Warehouse Base Data
* This module will allow the user to create the coursesand | 3 Data Warehouse Manogament
classes that will be offered during the summer sessions. |8 1n=tr Course Offerings by Location]

----- @ Instructional Classifications

*Existing Courses may be used, however new Classes must be
created for use during the summer session.

*On the Class Tab the Summer indicator allows the user to
indicate for which summer session the class will be offered.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.



V) HARRIS

School Solutions

Admin SE Summer School I‘\

Creating Summer School - Programs

If creating new Programs for Summer School the following

fields are REQUIRED. Please note that existing Programs can ‘ S ‘ o ‘ CEHH ‘ 5} ‘

be used for Summer School.

E’rograms | Courses | C\assesl
Cip Code 707070
1) Enter a CIP Code Frosrm e ESY Program 5
Category Academic Education j
. Clusier: Miscellaneous j
2) Enter a Program Title Delvery [Academic :
Priority: I—L, Program Length in Years: lo— Alternate Location IN—L’
3) Select a Category from the drop_down Technical Instructional Hours: 0
Required Credits State Approved Duties Non-Traditi:
gth IQ 11th IO * True © True © Tre
4)  Select a Cluster from the drop-down o o = o o o e
e | B
5) Select a Delivery from the drop-down
|

6) Select the “Yes” radio button if the
Program is State Approved

7) Click the “Save” icon to save
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Admin SE Summer School I‘\ o el s i
Creating Summer School - Courses Add a Course:
e Click the plus sign “+” left of the
If creating new Courses for Summer School the following Program name to view Courses

fields are REQUIRED. Please note existing Courses can be

used for Summer School. . Click on the “Courses” Tab to add a

new course
1) Enter a Course Number Programs [Courees] Cinsees |
Course (1EsvseD  [Esvet (2)
2) Enter a Course Name cose - espen =
3) Enterin a Course Abbreviation in the -
AbbreV|at|0n bOX Mini Course: ﬁ Start Grade l— MP Factor Qverride —Ll
Course Hours: b Credits b Course Tuition Fee: b
. . Text Fees b LabFees o Material Fee: 0
4)  Select the “Yes” radio button if the Course| ..o ’ 5
is State Approved 2
p p Apbreviation: @ IW
Risk Allowed Special P erification Slale Approve:
. . " Yes & No * ‘res o es = Mo as
5) Click the “Save” icon to save | - i _ - e

Oelelelis|s| @
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Creating Summer School - Classes Add a Class:

New Summer School Classes Must be created. *  Click the “+” left of the Program to
view Courses

. . . Click the “+” left of the Course to view
The following fields are REQUIRED:

Classes
1) Entera Class ID «  Click on the “Classes” Tab to add a
new class
2) Enter a Class Description
3) Select a Location from the drop-down
4) Select a Room from the drop-down Programs | Courses [ Casses |
Program: 707070 Course ESYSED Irln(?h\‘(‘:: in Sehedul  No ‘
5) Select a Teacher from the drop-down Class (1)[Esveri Esv61:12) g
Location 3 |OﬂCampus-IP, Campus: ClassLink Career and Technical Center j
IRET 4 IIP Room B5, Room - IPRE5 ,South Kortright Central School | Class About: )
6) Select a Period from the drop-down Teacher 5)[Ms.Jil Akian -] session 7) [ 4
Period 6 ) Summer 1 AM N At Weight: 8) |1

7) Select a Session from the drop-down

8) Enter an Att. Weight (Attendance Weight).
If attendance is not being taken for the
class enter a Zero (0)
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Creating Summer School - Classes
The following fields are REQUIRED:

9) Select a Class Type:

V) HARRIS

School Solutions

e

Olo|o|d

Oﬂlelal

9|

& NA
" Semester 1

£ Semester 2

Summer
NA
 Summer 1

© Summer 2

Program
(10' | enrith

Technical Hours

—

Projected Total Seats:

Core Content

 Yes

e

j Language

]‘

Credit Recovery

 Yes

Yirtual Location:

Projected Seats Availabla:

[=]
F‘
Led IR EN K

[English

—

& Mo

. CTE Primary
. Occup. Other N
1  CTE Primary  Occup. Other
. Academic e @ o
° Dlsc'pllne  Supplemental " NotApplicahle
INIP (Rermmu s @ — Select A Marking Period Formula
* Supplemental SEM Formula: — Select A Semester Formula
° Not Apphcable IFL (et — Select A Final Formula
Total Seats Seats Available
o P
. Para- Educato - -
10) Select a Summer Session: |- Select A Special Services Saf
° Summer 1 State Category: I.i State Section:
°  Summer 2 P2 e e
11) If doing grading: Select an MP Formula from
the drop-down if grading is being performed
12) If doing grading: Select “Yes” for Report Card
Grade to include Class grade on Report Card
13) Click the “Save” icon to save Class

information

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.



Admin SE Summer School /‘ ’I HARRIS

Na School Solutions

Creating Summer School CoSers

Getting Started: [ Dstict Bilng |

Double Click Modules > Double click District Billing > Click CoSer _ q .
- . ¥ CoSer Billing Information

Billing Information —

Module Overview:

This module allows the user create any new CoSers (Programs,
Service Options, or Services) if necessary. New CoSers would only be
created if the CoSers currently do not exist.

For further information on creating CoSers
please refer to the Services Management QRG
available on our website at:
http://www.classmate.net
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Na School Solutions

Creating Summer School Schedules for Current Students

Getting Started:
Double Click Modules > Double click Student Projection > Click SL
Projection/Scheduling

Module Overview:
This module allows the user to schedule current students into their
summer classes.

----- 11!:' Frojected Student Deletion
----- & Return Student Cu:uurse Changes
rall.

18 sL F’ru:ujectn:un ! Sn::hedulmg
Student Projection Display
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=\
7% HARRIS

Creating Summer School Schedules for Current Students

Getting Started

Each time you enter the module each step MUST be performed.

1. Select the location that the student is currently enrolled in

2. Click on Projected School Year radio button

3. Click on the custom tab > select Current Enrollment radio
button > Save

4. Now you will notice on the left, SUMMER SCHOOL New Year
for that location

[tinerant and Related Services 1
« Alpha

2 _
1D I _l _l
& Projected Year 2'  Current Year |

Schedu\esl Craate Mew | Change Existing | District Updates | CoSers  Custom |Current Courses

User Course Selection
’7 " Registration Applications (3 'ﬁ' Current Enroliment

| [inerant and Related Services j
@ Alpha
1D ;l _l
& Projected Year. ' Current Year |
& Both |4?8
" Under Classman ID
" Seniors ID

Summer School Year: 201314 { 4 '
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Creating Summer School Schedules & CoSer’s for Current Students

To Enroll the Current students into their Summer Schedules
Click on student

Click Create new tab

Enter a summer start date & a summer end date

Select the summer class

Save

unheEwN e

Note: By selecting a class that you have set up in Instructional Course Offerings as a Summer 1 or Summer 2 class —
this will automatically attach the Summer school Calendar to the student (this is the purpose for creating the
summer school calendar).

(5L Student Projection/Scheduling {SLSENRL6_M)
Fie Edi View

6
9|o| O]
IOﬁ Campus - 1P j Hunter Burson. . 200000263
& Alpha Schedules | Create New | Change Existing | Distict Updates | CoSers | Custom | Cunrent Courses |
D =1 = \2'
& Projected Year  Current Year [ oft campus - 1P |
# Both |m
 Under Classman 0 Eemim s (3) EECE End Date (4] EEEE—
" Seniors 0
Summer School Year: 201314 Fetod (©) - SelectAPeriod 1 Class - |
Bt — Select A Period 1 Class —
eio -
=1 Of Campus 7] BAI E_A\E, Ms. Frank; BAI
o4 Period 3
-8  Fenstermacher, Dakota 200000292 Period 4
|
Period & — - -
(1) Burson, Hunter 200000253 [-selectA Periad & Cless |
€ Garfield, Edward 000004873 Periad & |- Select A Period 6 Class — |
i € Viera, Nicholas 000003920 Period 7 |7 oot APerind 7 Class =
B
-8 Burson, Michael 000004798 Feriad 8 [-SetectaPeriod 8 Class — 7|
€ Cooper, David 200000384 Period % |- SelectA Period 3 Class - -
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Creating Summer School Schedules & CoSer’s for Current Students

To Assign Summer School CoSers to Current Students

1. Click on student
2. Click on the CoSers tab
3. Click the Green Next Number button
4. Enter a summer start date
5. The responsible district will default to the students district
6. Select the Student’s CoSer from the CoSer drop-down
7. Select the Billing location if different then the students location
8. EnterFTP %
9. Select Session
10. Include in Billing select Yes or No depending upon your sites billing
11. Include in SIRS Reporting select Yes or No depending upon your site
12. Save
Olo|o|@hiee| 9

Off Campus - 1P | Hunter Burson. . 200000253
_: ﬁ"“ =0 S:hedules|creater\lew|ChangeEx\stmﬂD\smmuyndates’%‘Cusmm|mrvemtnmses|
i B curn e \ m@ F— tsnose O — —— CERO
 Seniors g cosen ) [2sit-aizsioBeheora Aduerene 11 £l
Schaol Year: 201213 Biling Loeaiio 7 [of Campus 1P |
10f Campus - IP A3 8 o sexson: (9) & =
T™C e Fanstomacher, Dakeia 20000282 " | S T
K —‘6 Burson. Hunter 200000253 # [Sotbote  [EndDote  [Funding [ COSER I

2 Burson. Hunter 2000002 s sl T T
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Assigning Summer CoSers for Current Students
“Alternative” option

= Student Enrollment Options

. S s Archive Admin Student Snapshot
Getting Started: E‘ Clazshdate Master b atrix
----- & CTEDS2
----- @' Fost-Graduate Survey
----- 5L Student M azter Information
Sl Student Schedulin

Double Click Modules > Double click Student Enroliment Option >
Click SL Student Scheduling

Module Overview:

This module will allow schools to assign Summer CoSers to current
students.
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Assigning Summer CoSers for Current Students

1. Click on alocation 8. Select the CoSer from the drop-down list

2. Click on a Student 9. The Billing Location will default to the students

3. Click the CoSers Tab location

4. Click the Green Next Number button to generate 10. The FTP % (Full Time Percentage) field defaults to 50,
the next available ID number adjust accordingly

5. Enter the Begin Date 11. Select the Session when the student is in the CoSer

6. Enter the End Date (ex: AM, FD, PM)

7. The Responsible District will default to the district 12. Include Billing select Yes or No depending upon your

that’s assighed as the Responsible/Funding sites b|II.|ng . |
District on the Non-Residents Update tab & in SL 13. Include in SIRS Reporting select Yes or No depending

Student Master upon your site
14. Click “Save”

Olelo|@yls|e| 4] 9
| Campus - 1P OE Hunter Burson, 200000253
~ Alpha +
® | H\S‘(Dryl Change Esthngl Create Newl Withdraw STudeml District Upda‘(esl Non-Resident Updates [COSERs lAﬁendanoe H\s‘mryl
@ Off Campus - IP O
-8 Aklan, John 000004322 . i4> 2 Begin Date: (5 07/08/2013 End Date: (6 08/16/20173
2)e Burson, Hunter 200000253 9 9 )
~& Burgon, Michael 000004738 Responsible Dis"ic‘i®|5chenevus Central School District B
-8 Cooper, Brandee 000003171 COSER: - - — .
-8 Conper, David 200000384 | 0 @ - [212.010 - 212.010 Behavorial Adjustrment 8:1:1 [
-8 Danke, Delohnet 200000231 Biling Loeation: (9 [0ff Campus - IP -
--8 Fenstermacher, Dakaota 200000292 FTP %: 10, ] Session: @ FD E
o Garfield, Edward 000004873 Include in Billing Include in SIRS reporting =
8 Garfield, Skyler 200000467 e ves (2 cn | cve (D) eno
g Heard, H_annah 000004764 [#  [startDate [ EndDate [Funding  [coser [
8 Heard, Siearra 2000002590 [1 08/06/2012 SCHS 212 010 - 212010 Behavorial Adjustrent §1°1
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Creating Summer Services for Current Students

Getting Started: EI@ Special Education Options |

Double Click Modules > Double click Special Education Options> | — Adm.m SE.MEES ﬁfssmmem
------ @ Registration Services Manager

Click services Manager | & Return Student Service Projection
------ @ SE attendance by Student

------ @ oE Task Curriculum tdanagement

Module Overview: : :
. . N & Services Assignment Calendar
This module allows the user to create summer services for special | [T 9 Services Manager |

education students. When creating the summer service make | &SP Curriculum Assignment
sure to enter the start date and end date for the summer session. | . @ cp Graphing

------ & SP Step Evaluation
------ ﬁ otaff zervices Assignment

For further information on using these
modules please refer to the Services
Management QRG

available on our website at:
http://www.classmate.net

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.


http://www.classlink.com/classmate-user-state-documentation/#state

Admin SE Summer School /‘ ’I HARRIS

Na School Solutions

Scheduling Summer Services for Current Students

q T =
Getting Started: |E| L Special Education Options
Administrators Performing the Scheduling . 2 Admin Services ﬁxsmgnment
Double Click Modules > Double click Special Education Options > @ Return Student Senices Manager
Click Admin Services Assighment ------ @ =E Task Curriculum Management

@ Senvices Assignment Calendar
Special Education Staff (ex: Aides, Therapists, etc) Performingthe | .. @ Services Manager
Scheduling @ SP Curriculum Assignment
Double Click Modules > Double click Special Education Options > ______ @ SP Graphing
Click Staff Services Assignment = ______ & 5P Step Evaluation

@ otaff services Assignment

Module Overview:

This module allows the user to schedule students into their For further information on using these

summer services. modules please refer to the Services
Management QRG and the Staff Services
Assignment QRG

available on our website at:
http://www.classmate.net
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Registering NEW Summer School Students

Getting Started: B T |
. ] . . . EHEE] Student Registration
Double Click Modules > Double click Student Registration > Click SL % ______ @ Reg, State,flndustlry Assossment

stUdent Registration |nf0rmati0n ...... ﬁ Hegigtraﬂgn Acceptance Criteria,

------ & Registration Programs Fact Services
------ @ Registration Services Manager

Module Overview: | e & Registration SIRS Information

This module will allow schools to register students who are Brand % gl— gt”'[:‘:“ H.Etg'i”ﬁ“l':'? '”f'jr;”ﬁt":'” |
. . . . P B LUOen BISTranon infarmanton

New to BOCES and their first experience at BOCES will be in — d

Summer School.

For further information on using this module

For Calendar Year: Select the calendar year for the upcoming school please refer to the Introduction to New SL
year. For example select 2013-14 for student who are attending Student Registration — A QRG for
2013-14 Summer School. Consolidated/Shared Location Sites available

on our website at: http://www.classmate.net
For Calendar Location: Select the calendar year and Location that

the student will be attending during the summer.

Note: For sites that created a new Summer School location, you
will use this new location to Register NEW students into.
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Project/Enroll Brand New Students into Summer School Classes

Getting Started:

: ) . N . =[F] Student Projection_|
DOL!b|e.C|ICk Modul.es > Double click Student Projection > Click SL |75 & New Student Projection/Enraliment

Projection/Scheduling | !ﬁ' Frojected Student Deletion

----- & Feturn Student Cl:uurse Changes
Module Overview: | = rall.
This module allows the user to schedule brand new students into |2 5L Projection/ Scheduling
their summer classes. | 2 Student Projection Display
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Project/Enroll Brand New Students into Summer School Classes

Option 1 — Individual Projections

Getting Started

Each time you enter the module each step MUST be performed.

1. Select the location that the new students are in

Itinerant and Related Services

@ Alpha
1D L
& Projected Year, (2 ! ' Current Year

2. Click on Projected School Year radio button — the default will be to

the current school year

3. Click on the custom tab > select REGISTRATION APPLICATICATIONS

radio button > Save using Blue save button to the right

4. Now you will notice on the left, School Year : Year for that location

Schedules' Create New | Change Existing | District Updates' CoSars | Custam ICurrem Courses

User Course Selection .
@ @ Pegistration Agplications © Current Enrollment @)ﬁ - .Dp ) [ [ =1 ‘

Off Campus - [P j
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& Projected Year  Current Year ‘
& Both 1
 Under Classman 0
" Seniors 0
School Year: 201314 ( 4 )
i1 Off Campus - IP
= 9

€ Kish, Karen A 200000562
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Project/Enroll Brand New Students into Summer School Classes

Option 1 -

Individual Projections

To Project/Enroll the New students into their Summer Schedules

A wWNRE

Save

Click on a student

Click Create new tab
Enter a summer start date & a summer end date
Select the summer class

Note: By selecting a class that you have set up in Instructional Course Offerings as a Summer 1 or Summer 2 class —
this will automatically attach the Summer school Calendar to the student (this is the purpose for creating the
summer school calendar).

1 Off Campus - IP

= 9
®§ Kish, Karen A 200000562

Period 2

Period 3:

Period 4

Period 5:

Period &:

Period 7

Period 8

Period 8

Olo|e] @ H/s
[ Carpus- 1P | Karen A Kish. . 200000662

= Alpha Schedules [Create New]| Change Existing | District Updates | CoSers | Custom | Fegistered Caurses |

D =0 = f@'

& Projected Year © Current Year | [ off campus - 1P -

& Both 1

€ Under Classman o Begin Date: (3 ) 0770572013 End Dste (4 ' 07/31/2013

 Seniors o

Period 1 . E

TR erio @ ESYB11 -ESYB11. Ms Akian ESYE11 |

—Select A Period 1 Class —
BAl  -BAIS. Ms. Frank: BAl

pus BAM
- FDSBAM . Ms. Lazzaro: Off Campus BAM
¥

English -1BAMST . hs. Lazzaro:

ish 09
11

|- Select A Period & Class —

|- Select A Period 6 Class —

|- Select A Period 7 Class —

|- Select A Period 6 Class —

|- Select A Period 8 Class —
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Project/Enroll Brand New Students into Summer School Classes

Option 2 — Bulk Projections

Getting Started s Ctudent Projechion
Double Click Modules > Double click Student Projections L P T e T

> New Student Projection/EnroIIment ------- @ Return Student Course Changes
b @ Return Student Projection/E arall.

. ------ @ 5L Projection / Scheduling
Module Overview: & Student Projection Display

This module will allow the site to Enroll multiple New
students into the Summer Course & Class.

—1)
. ﬁddressl En@ecial Pupsl Aoademics
Pre-Requisite:
The student must have an ACTIVE Course/Preference @—
selection identified in (SL) Student Registration Information lL | (3)
> Programs tab Course: ESY: Summer Program ~
Calendar: 201314

. (4)
1. Click on the Programs Tab @ 201514 Renistered Proaram Information ==
2. Click the button with the Green arrow to initiate .["} 1 ESY: Summer Program - Active &

next selection
3. Select the COURSE from the dropdown menu
4. Verify the calendar year is the current school
year
5. Click the “save” disk on the top toolbar
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Project/Enroll Brand New Students into Summer School Classes
Option 2 — Bulk Projections

. - Student F'r|:||ect||:|n
Getting Started: =
Double Click Modules > Double click Student Projection > Click New I Ficiected Student DEleton
: s IEnmrAllmaand e Return Student Course Changes
Student PrOJectlon/EnroIIment ------ ;‘ Return Student Projection/E arall.
. o ;‘ 5L Projection / Scheduling
Module Overview: ¥ Student Projection Display

This module will allow the site to easily enroll multiple new
students from the into the summer school course/class(es).

* Projected School Year {1 ] " Current School Year
Preference I * MNon-Rotation Students! " Rotation Students
_ [ESvinT |ESY (Extended School Year)

_j IESYM |ESY Surmmer Debra Charlton

Begin Date ID?,-’DE,:"EDM 4: j _EDDH Enrallrment in building ar grade

Select Projected School Year

Click the Blue Course button and select the Summer Course the students need to be scheduled into
Click the Blue Class button and select the Summer Class

Enter the Begin Date for the first day of Summer School

HwnN e
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Project/Enroll Brand New Students into Summer School Classes

Option 2 — Bulk Projections

=1 Student Projection |
-8 Mew Student Projection/E nroliment
-3 Projected Student Deletion

Return Student Course Changes
@' Return Student Projection/Enroll.
@' SL Projection / Scheduling
e @' Student Projection Dizplay

Getting Started:
Double Click Modules > Double click Student Projection > Click New
Student Projection/Enroliment

@ Double click on a Student from the Registered Students list on the left that needs to be
scheduled into the summer class
@ Verify that the student now appears under the Selected Students list on the right
7) Single click the remaining Students under the Registered Students list until all necessary students
) appear under the Selected Students list
@ Click the “Save” disk on the top toolbar

e e ___DogeetTeT g
* g\rade Last First M |Suffix AppDate |Progi Last First M Suffix Grade Student
0 Burson Chance 0472572012 (7070; Burson Chance 10 100002473
F |11 Burson Dana 0970572012 |7070; Burson Dana 11 377969118
F |7 Danke Patrick D 0970572012 |7070; Student Count Danke Patrick D 7 539857827
» F 11 Fenstermacher Sinﬁnﬂj |]5f24,-"2|]1|] 7070 Fensterme Sinanaj 1 100001791
iy 3P Lazzaro Lydia 0541972009 |7070; I 4
? Mottau Desarae M 09/1252012 (7070
[h... g - 3 Total Seats
|r Stern Christophe 0970672012 (7070
[ 80 |
Seats
Awrailable

e [ooe/XD)e|af— .
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Creating Summer Services & CoSers for New Students

Getting Started:
Double Click Modules > Double click Student Registration > Click
Registration Services Manager

Module Overview:
This module allows the user to schedule brand new students into
their summer CoSer’s & summer Services.

When creating the Summer CoSers & Services make sure to enter
Summer Start and End Dates.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

- ¥ Reg. State/Industry Assessment
------ @ Fegistration Acceptance Criteria

------ & Bagistration Programs Fact Services
----- I_% Fegistration Services Manager
------ # Registration SIRS Information
------ @ oL Student Registration Information

------ & Student Registration Infarmation

For further information on using this module
please refer to the Introduction to New SL
Student Registration — A QRG for
Consolidated/Shared Location Sites available
on our website at: http://www.classmate.net
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Scheduling Summer Services for Brand New Students
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Once the process to open Summer School has been performed you can then schedule summer services for Brand
New students. The process to open Summer School moves the new students from projections and brings them into

enrollment.

Getting Started:

Administrators Performing the Scheduling

Double Click Modules > Double click Special Education Options >
Click Admin Services Assighment

Special Education Staff (ex: Aides, Therapists, etc) Performing the
Scheduling

Double Click Modules > Double click Special Education Options >
Click Staff Services Assignment

Module Overview:
This module allows the user to schedule students into their
summer services.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

All rights reserved.

=i Special Education Dptions |
¥ Admin Services Assignment |

------ @ Services Assignment Calendar
------ @ Services Manager

------ &SP Curriculum Assignment

------ @ 5P Graphing

------ & 5P Step Evalustion

| & Staff Services Assignment |

Feturn Student Services Manager
------ @ SF Task Curriculurn Management

For further information on using these
modules please refer to the Services
Management QRG and the Staff Services

Assignment QRG
available on our website at:
http://www.classmate.net
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Admin Attendance Functionality

Getting Started:
Double Click Modules > Double click Admin Attendance Options > e

. . . . ) Admin Attendance Options
Click SE Admin Begin Session = T

R T = & Absent Letter Sent Deletion
Module Overview: | | @ CentHours Daily by Class

This module allows the user to insert and update attendance | - & CertHours Maonthly by Student
for summerclasses. 1 Q Cert Hours Monthly Dishursement
----- & Cert Summer Session
-3 SE Admin Begin session

When the module opens:
1. Click on the Summer Class that attendance needs to be inserted or updated for
2. Click the button for the necessary students to insert attendance

AN Summes Bridges Mi SUDapll | I e .
AN 'Sl-el 1P English SUTHI r'P’"lO Lm- 0002 ‘m 0003 | 6130000000000 —I Puezer

AN Summer 1 Branche SUIBR 002032 000019 000003

Last First M |OCC |Attendance Starttime | Endtime |Predefined Comment Freeform Comment
Burson Ronald @® None ©OE ©OA OP OC OS5 OT &H
Danke Electa @ None &E ©A OGP OC OS5 OT &H
Einstein Dimitrie @ None OE OA OP OC OS OT OH
Mottau Mark @ MNone &OE OA OP OC O8 OT OH
Reinhart Jose @ None ©E OA OP CCOS OT OH
Stern Vincent @ None & E A OP CC OS OT OH
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Admin Attendance Functionality

Getting Started:

Traditional CTC/BOCES:

Double Click Modules > Double click Admin Attendance > Click
Attendance by Student

Shared Location Site (CTE/AIlt Ed/Special Ed):

Double Click Modules > Double click Admin Attendance Options > -8 Attendance By Student

Click SL Attendance by Student

Module Overview:
This module allows the user to insert and update student
attendance for summer classes.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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Traditional CTC/BOCES
min Aftendance

Admin Attendance Deletion
----- & Admin Begin Session
----- ﬁ Admin Work Ethic Comments
----- @ Attendance By Class
----- & Attendance by Sending Schools

----- = Attendance Fesolution By Class

----- @ Atendance Resolution By Student
----- & Attendance Wark Ethics By Student
----- & District Notification Emails

Shared Location Site

=1 =] Admin Attendance Options

------ . Medicaid Attendance by Student
------ @ S| Attendance by Student

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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Admin Attendance Functionality

Editing Student Absences: Tardies & Early Dismissals

Il Exceptional Education -
1. Scroll to locate the desired student. Select the student by :: E"“E‘ ok :
clicking on their name. - Ao
* chedules
’ " Active Schedules
2. Once a student has been selected, the student’s name, e Sehodies
ID and enrolled courses & classes will display. = 1 Excepfional Educafion :
3. Click on a class to edit the Students Attendance & Akian, Ashiton 5BE601207
DR ician Ausiin 555500018
E Akian, Brandon bbBBEOOG21
4. Verify you are editing the correct student data. & Akian, Brandon 556500654
- & Akian. Jasmyne BHB500183
8 Akian, Joan BEBEE00496

Exceptional Education - mn e um
* Alpha I + CourseTitle Class Sessio | StartDate EndDate |Grade |Pro.=l
1D - " EXC Lunch 1200Lu  |AM 114282011 | 01011900 | 2 000
" All Schedules (3 b' EXC TP English 10 SUTH1 AM 0642042012 | 010111900 | 2 000
" Active Schedules
 Inactive Schedules EXC P3 TPE Social S5t |3TTH04 |AM 114282011 | 010111900 | 2 000
E|._‘i Exceptional Education =l |EXC P8 TPE Science |8TTH04 |PM 114282011 | 010111900 | 2 000
-8 Akian. Ashton 55bbb01207
8 Akian, Austin BE5B00018 —| |EXC P3TPE ELA SMWF04 |AM 11/28/2011 | 010171900 | 2 000&
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Admin Attendance Functionality

Editing Student Absences: Tardies & Early Dismissals
1. Scroll to find the date you wish to edit

2. Inthe GREEN attendance column, click to the right of the attendance condition.
- A black arrow next to the attendance condition will display.
— Click the arrow to display attendance conditions in a drop down menu.

Exceptional Education j ] 4 (AL
« Alpha - CourseTitle Class Sessio | StartDate EndDate |Grade |Pro
1D - EXC Lunch 1200Lu  |AM 1142812011 | 01/0141900 | 2 000
& All Schedulas > EXC TP |Eng|i5h 10 SUTHT |AM 061202012 010111900 | 2 000

i Active Schedules

EXC P3 TPE Social 5t|3TTH04 | AM 11J28/2011 | 01/01/1900 | 2 000

" Inactive Schedules

=4 Exceptional Education =l| |EXC P8 TPE Science 8TTH04 PM 117282011 | 01/01/1900 | 2 0004
-8 Akian. Ashton 555501207
-8 Akian, Austin 55500018 —| |EXC P3 TPE ELA SMWF04 |AM 117282011 | 010171900 | 2 000
-8 Akian, Brandon 5BEEO0621 K — |
€ Aan Brandon B66600654 W[4 EXCP Enash ABASUTHIL |
-8 Akian. Jasmyne 5bb600183 ovR Date [Attendance WE StartTime EndTime |Resolved
-8 Akian, Joan 5BEE00496 F 0772012 |Absent Unexcused 4] 0830 AM| 1130 AM | F

-8 Akian, Katelynn 555500688
8 Akian, Mercedss BBBB01307

F 07/18/2012 |Absent Unexcused 10 03:30 AM | 11:30AM F
-8 Akian. Monique BEBBO0GTT F 07112/2012 |Student Present 10 0830 AM| 1130 AM T
F T

[N

- 8 Akian, Pavel BBBBO0S0S
-8 Akian, Zachary BbBBO1007

07/11/2012 |Student Present 10 08:30 AM | 11:30 AM

0vYR Date |Attendance WE StartTime EndTime | Resolved
F QTN TIZ2012 |Absent Unexcused 0 0830 AM| 1130AMI|F
» F Q713207 2 (et am el at=r U ={=Ts -] Q830 AM| 11:30 AMF
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Admin Attendance Functionality

Editing Student Absences: Tardies M ExcTPEngishio/suthi ]
. . . OvR Date |Attendance wWE
If the student has arrived late to school or is leaving school F 07/17/2012 | Absent Unexcused 0
early yo.u MUST enter thtj:' time |r? CIas§Mate. FaI|L.Jr.e tq . 0711212012 Absent Unexcused 0
record time accurately will negatively impact certification
hours and/or TSDL minutes. Tlﬁ 071212012 |Doctors Excuse -Tare |8

Tardies: Change the start time to reflect the time the student arrived at school.
* Highlight the time in the GREEN Start Time column
*  Enter actual time the student arrived.

¢ Click in any other field and the edit will automatically be saved.

4] 4
0vR Date |Attendance ~StartTime||  EndTime |
F 07172012 | Absent Unexcused 0 08330 AM| 1130 AM
F 0713/2012 Absent Unexcused 0 08:30 AM | 1130 AM
b 0711 2/2012 |Doctars BExcuse -Tarc |3 09:30 AM| 1130 AM
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Editing Student Absences: Early Dismissals

If the student has arrived late to school or is leaving school early you
MUST enter the time in ClassMate. Failure to record time accurately will

negatively impact certification hours. —
Early Dismissals: Change the end time to reflect the time i D ate | L
the student left school F 07712012 |Absent Unexcused 0
F 07132012 Absent Unexcused 0
. Highlight the time in the GREEN END Time column i 07/12/2012 | Doctors Excuse Tarc |8
. Enter actual time the student departed. b 0712002 ParentfGuardian Exor |8
. Click in any other field and the edit will automatically be
saved.
4] 4
OvR Date |Attendance WE CtartTime '.
F 0772012 |Absent Unexcused 0 0830 AM | 1130 AM
F Q7N 3/2012 | Absent Unexcused 0 0830 AM | 1130 AM
F 071242012 |Doctors Excuse -Tarc |8 0930 AM | 11:30 AM
TE 0712012  ParentiGuardian Exor |8 08:30 AM | [ 10:00 AM

TUUGIN T DULU ILUND | OUMNUUL INU | KLIIUIN | FINAINCIAL MANAGEVEN | | o1 UUENT INFORMATION
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Admin Discipline Functionality

Adrmin Dizcipline
Admin Surmmer Feferrals

Getting Started:

Double Click Modules > Double click Admin Discipline > Click R Adrinistrative Anecdotals

Admin Summer Referrals ------ ;‘ Citation/State Reparting Management
- $ Dizcipline Mantenance

Module Overview: i Discipline Referals

This module allows the user to insert and update student ..... $I Dizcipline Suspension Information

referrals for summer students. - & General Discipline Fefenals

- $' General Surmmer Referrals

For further information on using this module please refer to the
Introduction to Discipline: An Administrator’s Guide available on
our website at: http://www.classmate.net
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Admin Discipline Functionality . —
E]E Bdrnin Dizcipline |
Getting Started: | —_— & Adrmin Surmmer Beferrals
Double Click Modules > Double click Admin Discipline > Click """ % .ﬂ.!jm!nlﬂtratwe ﬂne':d'.:'talﬂ
General Summer Referrals I Citation/5tate Reparting M anagement

b Dizcipline Mantenance

----- $‘ Dizcipline Referrals

Module Overview: . o : :
. . b @' Dizcipling Suspengion [nfarmation
This module allows the user to insert student referrals for @ General Discinling Feferrals

summer students. This module can be assigned to staff 3 Gereral Summer Referals
(example: Support Staff or instructors) who need to create -
referrals on any/all students.

1. Click a Student

2. Click the Green Next Num button to generate a referral ID #

3. Sent To: Select who the referral should be sent to

4. Discipline: Select the discipline offense

5. Referral Description: Enter details of the offense

6. Letter Description: Support Staff/Instructors typically leave blank this field is handled by Discipline
Administration unless instructed otherwise.

7. Location: Enter where the offense took place (example: Cafeteria, Hallway, Classroom, Shop area)

8. Additional Information: Enter any further information about the referral

9. Save
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ololEH|elal 4

9|

Armber BbBE00BA3
Anthory bBbBBO1102
Cacidy bbbb01352
Christopher bbbb0o0b47
Jacob bbbBO0210
Jaycette HbbLODZTZ
KC bbbb00463
Matthew bbBB01246

-8 Burson,
-8 Burson,
-8 Burson,
-8 Burson,
-8 Burson,
-8 Burson,
-8 Burson,
-8 Burson,

[Exceptional Educaton o] [T Akian. Awstin SSBS000I8
- Studert Search | # | Date |Discipline |A
{* Alpha
£ 1D |

Red Font = withdrawn
 Blue Font = Special Population |
= Exceptional Education =
Q)% Akian, Ashton 55550120?

1 )& INEY

-8 Akian, Brandon 655600621

& Akian. Brandon bbbhO0OGRA q |

& Akian, Jasmyne bbBBEO0183 b

. ate > [0g/26/2012

& Akian, Joan BBEBEO0496 (2 i ) Referral # -> I —

-8 Akian, Katelynn b5BBEONGES - Tine > |1

-8 Akian, Mercedes BBBB0T1307 Refenal | Create/Update |

- & Akian, Monique BBBEDOGTT

Sent Ta - - =
@ Akian, Pavel 555500908 e |- Select 2 S To !
8 Akian, Zachary 5B5B01007 Disciplne > |- Select a Discipine = -

Refenal Degcriptor

A5,

Letter Description >.l W

Location -»
Additional [nfa:
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Summer School Management Functionality

Getting Started: E-ﬁ;ﬂﬂ iﬂ:ﬁsg:ttgr I
Double Click Modules > Double click System Administrator>Click | 3 Attendance Condtion Information
----- Clazskd ate Custam Caontral
Summer School Management |~ 3 Clctae 1o Cortic
N [ i ClassMate Master Control
Module Overview: | % i H:;n?tr Reticvd
This module allows the user to perform the following Summer School | - & Classmate User Management
t d e T @ Courze Certification Student YWiew
management procedures: 0 & Data At View
1. Summer Session MP Grade Close: | & Data Export Wizard
. cl R - | @ [ratabB aze Activity Manager
oses the summer school session and creates a Summer | Distict Emal ddoiistrat
istrict Email &dministration
School Overall grade | -~ & District Email Base Data
e Diynamic report benu
2.  Summer School Recalc Grades: | 3 Fil Bound Management
. Allows the user the ability to recalculate summer school | - % D Card Callection
----- Log In Mezsage Management
overall grades per student. | @ Master Codes Maintenance
3. Summer School Delete Student: | % Orline Help
. Allows the ability to remove a student completely from :@, Eﬁzf::;:nﬂzzf‘nift“e”t
summer school enrollment, attendance, grading, and services | - @ Partal Processing
S Program Review Report Card
4. SyStem Rollover: . . I [ @ Report Category Maintenance
. Allows the CTE/BOCES to archive the summer informationand | - & Report Maintenarice
purge the summer data prior to the start of the new school :j:@ o e i
year or after the Annual system rollover. |8 Surmmer School Management
***Multi-locations should perform one backup & then process | 3 i | 1sring Sep
R TR zer Group Proceszing
all summer school locations, one after the other*** | . & User Module Management

5. Miscellaneous:
. Allows the user to Open Summer School and merge SE
Students from Projection to Student Master.
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Summer School Management Functionality
Summer School Open Process:

Getting Started:

The Summer School Open Process is performed so that all projected students will be enrolled into their
classes & appear in Student Master Information modules.

The following Pre-requisites must be completed before you run the Open Summer Process:

1. Summer School Projections are completed for the upcoming summer session.

NOTE: If you do not get to Register all of your students before Summer Open Process you

can Register & ENROLL them directly afterwards (no need to project if already in the current
summer session).

2. Any NEW student who is in Student Registration only must be projected into a Summer class.
-A helpful report to run to make sure you have all students Projected is found under :
Reports > Student Registration > Alpha Registration Roster

3. Verify the students who have been Projected & the class roster for Summer Classes
-A helpful report to run to verify this is found under :

Reports > Student Projection > Projected Roster by Program/Class

NOTE: If the scheduled class that you projected a student into needs to be changed — you can do so after
Summer Open Process.
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Summer School Management Functionality

AFTER Summer School Open Process:

After the Summer School Open Process is performed all summer school students will be enrolled into their
summer classes & will now appear in Student Master Information modules.

At this time you can Register New Students & Enroll into a summer class
1. This does not involve Projections (Projections are used to schedule students into “next year” classes)

2. Since it is now “next year”, just during the Summer, students can now be enrolled directly into their
Summer classes.

-Use the Enrollment Processing module to enroll directly into summer classes
-Remember: when using Enrollment Processing, the Pre-requisite of putting a student into the

“Summer School” Program (Programs Tab) must be completed during the Student Registration
process.

Also at this time, students will now display in Teacher Attendance & Discipline modules, along with
Administrative Attendance & Discipline modules.
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Summer School Management Functionality

Summer Session MP Grade Close Pre-Requisites:

1. Summer Marking Period closures must occur ON THE DATE that is entered in the Calendar Session
Management Module in the End Date box for each summer marking period.

2.  Summer Marking Period must occur at the END of the school day.

3.  Summer Marking Periods CANNOT be closed at the beginning of a school day as Work Ethic Grades will
be negatively impacted.

4. Summer Marking Periods CANNOT be closed on holidays or weekends.

5. Summer Marking Periods CANNOT be closed on Teacher In-service days or any other day types that are
not School Days (Student Days).
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Summer School Management Functionality

Summer Session MP Grade Close Process

1. Select the Summer Marking Period to Close
2. Click Period End True
3. Click Save (Floppy Disk Icon) located on toolbar

O File  Wiew

ololo/Xe| o

I Exceptional Education j Good Moming Akian
| 2011-12 School Year Exceptional Ed M
Date [07 057201 2 B:06: 22 AM [ Stdent | | [

MP Close | Delete/Feturn Student | System RD”DVErl Miscellaneous |

*** For individual students. select a student. select the appropriate procedure, and SAYE.
1. To close the Summer Period, select a period. click Period End TRUE, and SAVE.

1: 077027201 2-0¢7/31/2012 j

1: 07/70272012-07731/2012
2: 08/01/2012-08/31/2012
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Summer School Management Functionality

Summer Session MP Grade Close Process — Multi Location Sites

1. After closing the Summer Marking Period for the first location you will need to select
the Next location

2. Select the Summer Marking Period to Close

Click Period End True

4. Click Save (Floppy Disk Icon) located on toolbar

w

Repeat the above steps for any additional locations offering Summer School

&Ial@jlel 9

=]

o

IExceptionaI Education 1 j Good Moming Akian

ClassLink Career and Technical Canter

Altermative Education

Exceptional Education _I I I I

E0LUS |

e appropriate procedure, and SAVE.
~ Period End TRUE. and SAVE.

1: 077027201 2-07/31/2012 j

CoGelect A Summer Period
1: 077025201 2-07 /3172012
2: 08/01/2012-08/31/2012

3 1. Summer Period End —|
& True " False
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Summer School Management Functionality
Summer Session Recalculate Grade Component Process

If after the close of a Summer Marking Period graded components (ie: Work Ethic, Knowledge) have been
updated for a student Administration can perform a component recalculation for that student.

1. Have instructor update/enter the necessary grade information
2. Using the Summer School Control Management module:

1. Click the Blue Student button to select the student

2. Select the Summer Marking Period

3. Click Component Recalc True

4. Click Save (Floppy disk icon) on toolbar
Repeat this process for any additional students as necessary

Olelelehi|s| 9

I Exceptional Education j Good Morning Akian
[ 2011-12 Schaal vear Exceptional Ed e ]
Date |07 /054201 2 6:27:55 AM 1 Jessoiz07 sshton | Jakian ||

MF Close |De|ete,ﬂ'Return Student | System Rolloverl Miscellaneousl

*** For individual students. select a student. select the appropriate procedure, and SAVE.
1. To close the Summer Period. select a period, click Period End TRUE. and SAVE.

-- Select A Summer Period j

- Select A Summer
1: 0F/02/2012-07/31/72012
2: 08/01/2012-08/31/2012

1_ Summer Period End
|— True % False

2. Component Recalc

2. After the summer period has closed. to recalculate the grade components (WorkEthics. Knowledge. Skill. PDF) for an individual (3] & Tue " False
student, select the student. select the summer period. click Component Recalc TRUE, and save.
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Summer School Management Functionality
Summer School Delete/Return Student Process

Getting Started:

Double Click Modules > Double click System Administrator > Click Summer School
Management > Delete/Return Student Tab

{¥ ClassMate for BOCES - NYDemo - ** Live Environment ** - [ClassMate Summer School Management (SMRCP
- . -
© Eile  Wiew

olo| Hls| 9

I Exceptional Education j Good Morning Akian
| 2011-12 School vear Exceptional Ed -

Date |I:I?‘.-’EIE£2EI1 283518 Ak _I I

tP Close | Delete/Fetum Student | System Fil:ulll:uverl Miscellaneuusl

For further information on performing this process please refer to the Student Deletion & Archive Student
Return QRG available on our website at: http://www.classmate.net
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