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Overview

The Registration Services Manager module allows Special Services staff to assign
CoSers and/or Services to new incoming students during the registration process,
before the students are enrolled and actually start school.

The Return Student CoSers/Services Projection module allows Special Services staff
to assign CoSers and/or Services to returning students for the upcoming school year.
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Module Assighment
Administrative Modules —
o Special Education Options
- Registration Services Manager
- Return Student CoSers/Services
Projection

Report Assighnment
Administrator Reports
o Special Education Options Category
- Return Student Service Edit List
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Registration Services Manager — Getting Started
Double Click Modules > Double Click Special Education Options > Click

Registration Services Manager
I -] Spemal Eduu::atlcun Dptn:uns

Overview: - -
The Registration Services Manager Module ﬂ} Registration Services Manager
¥ Return Student CoSers/Services Froj

is to be used to register CoSers/Services for =
. . . . S @ Services Assignment Calendar
new/incoming students during the registration

..... & Services Manager
process, before the students are enrolledand | # Services Manager by CoSer

actually start school. | & Staff Services Assignment

==

----- ﬁ student CoSerfServices Manager

The Registration Services Manager Module
is not to be used for currently enrolled students
or students returning to the school.

If a student is currently enrolled in ClassMate and later needs CoSers
and/or Services assigned, you will use the Student CoSer/Services
Manager module. For more detailed instruction on this, please visit our
QRG for Student CoSer/Services Management
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Registration Services Manager — Assigning CoSers

N

0N U AW

10.

Select the Location — the Location drop-down will default to your usernames location
Click Active to view Students who have NOT been projected. Click Inactive to view
Students who HAVE been projected. Click Both to view students who have & have not
been projected

Select a Student

Click the CoSers Tab

Click the Green Next Number button to generate the next available ID number

Enter the Begin Date

Enter the End Date (if Applicable)

The Responsible District will auto populate based off what is selected in the SL
Student Registration Information Module in the Responsible/Funding District field for
the student.

Select the Billing CoSer by click the Drop-down arrow and selecting the CoSer from
the list. The list of available CoSers is based off the Program CoSers created in the
CoSer Billing Information Module.

The Billing Location will Default to the Students default Location, if this location is NOT
the Billing Location you can click the Drop-down arrow and select the correct Billing
Location.
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Registration Services Manager — Assigning CoSers

11. FTP (Full Time Percentage) % field defaults to 50; adjust accordingly
12. Select the Session when the student is in the CoSer (ex: AM, FD, PM)
13. Include Billing select Yes or No depending upon your sites billing

14. Include in SIRS Reporting select Yes or No depending upon your site

15. Click “Save”

*Note: Repeat the above steps to assign additional CoSers to the student or to additional

students.

Olelojclee &

 Active &+ Inactive

ClazsLink RPEC-HS-MS SE 3001-3 1)+

- Search
* Alpha
D

" SecurelD

Akian, DaMonigque D 923443329 4444
Akian, Daniel : 282374155 4444

Akian, Marisol : 999758374 4444( 3
Akian, Princess - 258264733 4444

------ £ 1 Akian, Stephanie 000002702 4444

------ & Burson. Analyce 999758643 4444

------ £ Burson. Andrew 999758684 4444

| ClassLink RPEC-HS-MS SE 3001-3 =
Akian, Bemeo " 999768640 4444 —

Student ID: 999758374

Marisol Akian
Secure ID: 4444

Sers || Service Historyl Servicesl Memol
4 ;l

b O ( 5} [[  BeoinDate: @ [nainamnt4 End Dater@ [nfn 7io01R
Responsible Distict | Fa)isbyrg Centtral School District 8 j
COZER: 410.016 - 410.015 |DT {Intensive Day Treatment) Component 9 ©
Billing Location: RPEC-IOT SE 3002-4 10 -
FTP % 11 100— ausmun.@ Hj

"Irrl;chzllclrES Bllllng—r w (3 “ "'F'Y‘ES in 51 P (;‘EETQFZ) |

# |StatDate |EndDate | Funding

| COSER |
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Registration Services Manager — Reviewing Services History

1. Select the Location — the Location drop-down will default to your usernames location

2. Click Active to view Students who have NOT been projected. Click Inactive to view Students who

HAVE been projected. Click Both to view students who have & have not been projected

Select a Student

Click the Services History Tab

5. If the student had any previous services the services will appear. If the student was never
enrolled at the school there would be no services to show and you would see No Services in the

B w

grid.
[ Classink RPEC-HS M3 SE 30013 1)~ : -
Marisol Akian
r Adive  fracive £ Bah L@ Student ID: 999758374 Secure ID: 4444

o CoSers| Service History Servicesl Memol

Gei?pha _+| _I l%l

o) - : :
 SecurelD # |Serv|oe |Ra’r|0 Duration | StartDate EndDate

1 Mo Services

1 CaseLik RPECHS-HS SE 30018 4 @

------- -8 Akian, Bemeo": 999758640 4444 —

------- E Akian, DaMonique D 923443329 4444

------- E Akian, Daniel ;282374155 4444

------- E Akian, Marisol : 999768374 4444( 3

------- E Akian, Princess ;258264733 4444
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Registration Services Manager — Assigning Services

[EEY

Select the Location — the Location drop-down will default to your usernames location

Click Active to view Students who have NOT been projected. Click Inactive to view Students who
HAVE been projected. Click Both to view students who have & have not been projected

3. Select a Student

4. Click the Services Tab

5. Click the Green Next Number button to generate the next available ID number

6. Select the Service type
7

8

9

N

Select the Service
The Program CoSer will auto populate
The District will auto populate based off what is selected in the SL Student Registration
Information Module in the Responsible/Funding District field for the student.
10. Select a Site/Building from the drop-down list
11. Select the Ratio (ex: Daily, Weekly, Monthly)
12. Select a time Duration from the drop-down (ranges from 15-360 minutes)
13. Enter the number of times per week the service is provided in the Frequency field
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Registration Services Manager — Assigning Services

14. Enter a percentage number in the Aide % of Time field
15. Enter the Start Date for the service
16. Enter the End Date for the service
17. Assign a Staff Member using the Staff drop-down
18. Select a Staff Type using the drop-down
19. Click the checkbox to select one or all the following:
*  Prescription on File
*  Prescription Needed
* Include on State Reporting
20. If Prescription on File is checked, enter a Prescription Date
21. Enter the Physician’s name in the Under Direction Of field.
22. Then select a Provider type using the drop-down.
23. Click “Save” to save changes
24. View saved Service entry in the white display grid below
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Registration Services Manager — Assigning Services

ClazsLink RPEC 202, CAF, ITAP, Stare SE 30035 a‘i 'i-
{* Active @J " Inactive " Bath

- Search
{* Alpha
D

" SecurelD I

T

| ClassLink RPEC 202, CAF, ITAP, Stars SE 30035
Cooper, Matthew : 283767462 4444
Cooper, Sebastian : 105428849 4444
[Garfield, Peyton ; 120730027 4444
Heard, Coutney L 72828780 4444
Mottau, Edith : 784517266 4444
Packers, Jordan : 533252283 4444
Packers, Stephen E: 148853918 4444
Reale, Tempy : 999758801
Reinhart, Kaitlyn : 837082306 4444
Warke, Kyle - 325537217 4444

Tempy Reale
Student ID: 999758801 Secure ID:
EDSersl Service History SBWICB#Memul
|1 Senvice Type:

@Jlndividual ]
[

[~ Prescription an Fil @
¥ Include on State Reporting @

Service: |12:1 :3-5peechndy 12:1:3 Component @J

Option: 202.00012:1:3 Component

Pragram COSER: 202.00012:1:3 Componant @)

District ’W@Een{ral Schonl District @J ;]
Location: |RPEC - 000002 |
Ratio: ~| Duration: @_L, Frequency: 1_@

Tatal Sessigns Per [o Ade ¥ |0 @ Aide FTE: 0 FTE: 0

Staff FTE™" Start Date: |eM2ams (&) Enouste [on/01n900 @

Staff Danke Marie @ j Staff Tyne

A : ITherapist @ j
Prescrintion Date; |D1£D1£1SDD @

[ Prescription Needsd @

- Inacnve |

Under Direction Of; |

| o fctive
8

Fravider: |BDEES

@ g

Service

StartD ate EndD ate StudentID
2014 11/01,/1500
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Registration Services Manager — Creating Memos

1. Select the Location —the Location drop-down will default to your usernames location

2. Click Active to view Students who have NOT been projected. Click Inactive to view Students who
HAVE been projected. Click Both to view students who have & have not been projected

3. Select a Student

4. Click the Memos Tab

5. Typeinamemo

6. Save

Note: This is a running memo, there are no individual entries, just one long entry that you can
continue to update.

ClazzLink RPEC 202, CAP, ITAP, Starz SE 3003-5 asl ® @
* Active @ " |hactive ("~ Bath Q Q J e Q

- Search
* Alpha

1D
" SecurelD I

Student 1D: 999758801 Secure ID:
EDSersl Service Histu:uryl Services Memo i@

| ClassLink RPEC 202, CAR, ITAP, Stars SE 3003-5
------ g Cooper, Matthew : 2B3767462 4444

------ g Cooper, Sebastian : 106428849 4444

...... € Garfield, Peyton : 120730027 4444 12:1:3:-5peech-Indv 12:1:3 Component
------ ﬁ Heard. Courtrey L B72828780 4444

------ € Mattau, Edith : 764517266 4444 - . : ;
...... € Packers, Jordan : 535752265 4444 OBA0342014 - did not receive parental sign-off until boday
------ Q Packers, Stephen E: 148853315 4444

------ € Reale, Tempy : 999758801 @) @J
------ g Reinhart, Kaitlyn : 837082305 4444
...... € Wake, Kyle : 925537217 4444
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Return Student CoSers/Services Projection — Getting Started

Double Click Modules > Double Click Special Education Options > Click
Return Student CoSers/Services Proj

Overview:

The Return Student CoSers/Services Projection
Module is to be project CoSers/Services for
returning students for the upcoming school year.

; ﬁ opecial Education Options |

- E‘ Admin Serdces Assignment

|- & Beturn Student CoSers/Services Froj
services Assignment Calendar

------ aﬁ' services Manager

------ aﬁ' services Manager by Coser

------ rﬁ' otaff Services Assignment

------ aé:' student CoserfSerdces Manager
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Return Student CoSers/Services Projection —
Projecting CoSers & Services together

Select the Location — the Location drop-down will default to your usernames location

Select a student who you wish to Project into the next school year

Select the CoSer History tab (1% tab, will default to this tab)

Enter the Start Date and the End Date for the CoSer(s) that are being Projected

Review the student’s CoSer History

a. Note — You will see the History of the Student’s CoSer(s) from year to year, you will only need

to choose the current CoSer(s), or at least 1 of each Coser (in other words, do not duplicate by
selecting more than one of the same CoSer)

6. Verify the Calendar year is for the next school year (ex: 201415)

7. Determine the CoSer(s) that need to be projected into the next school year, before selecting the

CoSer(s)

a. If you wish to also Project the Services for the selected CoSer’s for that student as well — click on
the box that says “Click to Project all services for the selected CoSer Proram” PRIOR (before)
selecting the CoSer(s)

8. Click the box to the left of the CoSerName column for each CoSer you wish to Project
a. Again, remember you only need to select the current CoSer or only one of the same CoSer
b. Example —if the student is only in one CoSer and has been for a few years, you only need to
select the CoSer once although the same CoSer is listed multiple times (with different start/end
dates)

9. Once you have selected the CoSer/Services to be Projected, you will receive a message saying Process

has been completed. Click OK
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Return Student CoSers/Services Projection —
Projecting CoSers & Services Together

ClagsLink RPEC 202, CAF, ITAP, Stars SE 30035 J ;i

_(f-.::'-l\i:ha | ]| Start 09/03/2014 @j End ||35;25;2m5 @ ~| Calendar: |201415 @

Date: Date:
C D e e Carly Burson 999758688

" SecurelD I

Red Font = Withdrawn @ , : — : : -
Blue Font = Disabled/IEP oSer History |Pm|ected EoSersl Services Hlstoryl Frojected Serwcesl Misc |
Green Font = Disadvantaaed

¥ Click to Project all services for the selected CoSer Program. 9)

Click to project the Student CoSer. This information can be inserted in to the new school year after rollover.

ClassLink RPEC 202, CAP, ITAP, Stars SE 30035 =
& 3 Akian, DaMonique O: 923443329 4444X44337

€ 5 Akian. Daniel 282374165 4444X37415 t | CoSerName | StartDate | EndDate StudentD CoSer
8 1 Akian. Marisol - 999758374 4444042809 B1  206.300iTAP 811 Component  09/09/2013 06/26/2014 999768688 206.300
8 4 Akian, Olivia : 999753793 444410679 o)

8 £ Akian, Princess : 263264733 4444X26473 2

-8 7 Burson, Analyce M: 999758643 4444699138
-8 3 Burson, Andrew 999758684 4444500021 @)
‘& G Burson, Berrig D:36862888?@ 44X62838 A Process complet=!

‘& 5 Burson, Carly : 999758688 4444514526
-8 & Burson, Daniel B: 000002793 4444x00279
& 5 Burson Daniel 353605400 444460040

X
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Return Student CoSers/Services Projection —
Projecting Services (only)

Select the Location — the Location drop-down will default to your usernames location

Select a student who you wish to Project into the next school year

Select the Services History tab

Enter the Start Date and the End Date for the Services that are being Projected

Review the student’s Service History

a. Note — You will see the History of the Student’s Service(s) from year to year, you

will only need to choose the current Service(s), or at least 1 of each Service (in
other words, do not duplicate by selecting more than one of the same Service)

6. Verify the Calendar year is for the next school year (ex: 201415)

Determine the Service(s) that need to be projected into the next school year

8. Click the box to the left of the Service column for each Service that you with to Project
a. Again, remember you only need to select the current Service or only one of the
same Service
b. Example — if the student is only in one Service and has been for a few years, you only
need to select that Service once although the same Service is listed multiple times
(with different start/end dates)

9. Once you have selected the Services to be Projected, you will receive a message saying

Process has been completed. Click OK

ke wWwNeE

~
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Return Student CoSers/Services Projection — Projecting Services (only)

ClassLink RPEC 202, CAP, ITAP, Stars SE 30035 ) v|
& Alpha s _+| ]| Start 09/03/2014 @ x| End |0532532015 @J ~| Calendar. |201415 @

Date: Date:
£ Ip ae e Berris D Burson 368626367
" SecurelD I
Red Font = Withdrawn :J o
Blue Font = Disabled/IEP CaSer History' Projected CoSers ™2 ervices History | Projected Services' Misc: |

Green Font = Disadvantaoed

ClassLink RPEC 202, CAP, ITAF, Stars SE 30055 2

Click to select Services to be projected in to the new school year. This information can be inserted in to the new school year
after rollover.

& 3 Akian, DaMonicue D: 923443320 4444X44332_ Service EndDate
& 5 Akian. Daniel - 282374165 4444X37416 ’8) 0 Counseling-Indv ITAP Component : 3 [12117/2013
&1 Akian. Marisol - 999758374 4444042509 JDG 710310 Nursing iTAP Component Weekly 15 10 Indi.. 09/09/2013  06/26/2014
& 4 Akian, Olivia - 999758793 444406879 Os 703320 Counseling-Grp TAP Component  Weekly 60 2 Gr.. 09/092013  06/26/2014
& b Akian, Princess : 268264733 444426473 O4 703310 Counseling-Indv TAP Component  ‘Weekly 30 2 ndi. 09092013  06/26/2014
& 7 Burson, Anatyce M: 999758643 4444599138 O3 710310 Nursing iTAP Component \Weekly 15 10 Indi.. 09/05/2012  06/20/2013
& 3 Burson, Andrew 999768684 444400021 O2 703320 Counseling-Grp TAP Component  Weekly 40 3 Gr. 09i0B2012  06/20/2013
-& 6 Burson. Berris D: 368628387 44@(6285 O1 703310 Counseling-Indyv ITAP Component  Weekly 30 2 Indi... 09/06/2012 06/20/2013
L& R Rurson Carly - GA97RRARRALA4RTARCA
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Reviewing Projected CoSers & Services

Overview
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Now that you have Projected the CoSers and/or Services, you can now view the Projected CoSers under the
Projected CoSers tab and the Projected Services under the Projected Services tab

1. On the Projected CoSers tab
Start [09/037204 ~| End [06/28/2015 ~| Calendar: |201 415
Date: Date: Carly Burson 999758688
—
CoSer Historf] _ Projected CoSers |ISewices Histor_l,ll Projected Sewicesl Fizc I
Agzian Cozer
Click to remove Projected CoSers
t | CoSerName | startDate | EndDate Student!D CoSer
Oz 206300 TAP &1 Component  09/03/2014 06/26/2015 9997L3688 206300
2. On the Projected Services tab
Start | 09/03/2014 ~| End _ | 06/26/2015 | Calendar: |201 415
Date: Date: Carly Burson 999758688
CaoSer Histom I Projected CoSers I Services Hiztal Projected Servicesll Mizc I
Click to remowve Projected Services
# | CoSer | Service | Ratic | Duration | Frequency |T o=
O4 ?OS 820 Counseling-Grp iTAP Compone... Weekly G0 2 Group 511
O Counseling-Indv iTAP Compon | Weekly 30 [2 ]
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Return Student CoSers/Services Projection — Editing Projected CoSers

Overview

If you need to make an edit/delete a CoSer after it has been projected you
can do so using the Projected CoSers Tab.

PwnNE

Select the student
Click the Projected CoSers tab

Select the box next to the CoSer that needs to be removed
Click Yes to delete the CoSer

035 Al
44337

L

I Confirm Deletion

CoSer History

Projected CoSers I [:

Aggian Coser

IviCes Histor_l,JI Projected Sewicesl Misc I

Click to remove Projected CoSers

# |CoSaName

| StartDate | EndDate | StudentlD

CoSer

M3 206300 TAP 811 Component  089/03/2014 06/26/2015 368628387

\?l') Are you sure you wank to delete the Student CoSer # 3 For Berris D Burson 368628387 - 206,300 iTAP 5:1:1 Component 7

206.300
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Return Student CoSers/Services Projection — Editing Projected Services

Overview
If you need to edit/delete a Service after it has been projected you can do
so using the Projected Services tab.

Select the student

Click the Projected Services tab

Select the box next to the Service that needs to be removed
Click Yes to delete the Service

P wh e

CoSer Histnryl Projected EDSerSI Services Histon  Projected SEWiCESI Mizz I

Click to remove Projected Services
I # | CoSer | Service | Fafic Curation | Freguency |Type
O11 703310 Counseling-Indy ITAP Compon... ‘Weekly 30 1 Individual
010 710310 Mursing iTAP Compaonent Wieekly 15 10 Individual
9 703320 Counseling-Grp iTAP Compone... Weekly B0 2 Group b

Confirm Deletion
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Return Student CoSers/Services Projection — Miscellaneous Processes

Overview:

The Miscellaneous (Misc) tab can be used to run processes that will purge
data should you wish to have it purged; reset First or Last Day for Students
should either date change throughout the year; Batch Project CoSer &
Services for all students.

EDSerHistDr_l,lI Frojected EDSerSI Services Histnr_l,ll Projected Services  Misc |
1. CoSer Purge: To purge previous year Student CoSer Information after rollover, Er.. Purae CoSer; m - al J
click #1 Purge CoSers Yes or All, then click SAYE. 2
2. Services Purge: To purge previous year Student Services Information after Lzr. Purae Servi ES Al J
rollover. click #1 Purge Student Services Yes or All, then click SAVE. s
3. To Reset the First Day for Student CoSers and Services for the current school E3 Hesel First D - Al J
wear, enter the new First Day. click Reset First Day Yes or All. and SAVE. g
Enter the new First Day: In1n1ann
4. To Reset the Last Day for Student CoSers and Services for the current school EI‘I”H‘.FSH Last Ds o  al J
year. enter the new Last Day. click Reset Last Day Yes or All. and SAVE. = 2
Enter the new Last Day: Ini /01 ann
5. Batch CoSer Projection: Click Yes to Project All Student CoSers for selected L%.EDSEI Proie an Al J
location, or click All to Project Student CoSers for All locations. then click SAYE. —
B. Batch Services Projection: Click Yes to Project All Student Services for selected Lﬁrﬁerwces Proi clmn—_|
location, or click All to Project Student Services for All locations. then click SAYE. _C A
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Registration & Projection CoSers/Services

Reports

Getting Started:
Reports > Special Education Options

*  Report title: Return Student Service Edit List — This report will allow you to review the Return
Student services that you have projected

_ Spe:ial Ecucation COptions
o ™| Missing Student CoSer Report

|| J| Beturn Student Service Edit List
"] Student Senrvices Assignment
------ J Student Services Report

"] Student Services Summany

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.



7, HARRIS

‘\\f School Solutions

Registration & Projection CoSers/Services

SAMPLE Return Student Service Edit List

Sample from earlier examples in QRG while Projecting students

ClassLink Career and Technical Center

Bl
Printed ai: 06/022014 2:28:01PM Return Student Service Edit List Page: 1
Student Service ¥  Service Type Start Date  Fnd Date Duration Ratio Frequency

Burson Carly

3 Counseling-Indv iTAP Compo Indnridual 0990372014 OAF26/2015 30 Weekl 2
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