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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 Brand 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
- 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 Enroliment (Optional)
- SL Student Scheduling — used by Shared Location Sites
o System Administrator
- Summer School Management
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Creating a Summer Location (optional)

Getting Started
Double Click Modules > Double click Base Data Information > Click
Location/Building/Room Management

Module Overview
This module will be used to create new summer
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 usec
Summer School.

. Baze Data Information

== City Maintenance

------ ;‘ Citw/State/Zip Code Management
------ m' County bMantenance

I% Location/Bulding/Room Managernent
- Fenod Block Management

------ @' Period M anagerment
------ $' Sending School Managemment
- @ LS States Maintenance
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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

Campus| Locations Eui\dmgsl Rnnmsl

i
Location D 000009 l—

Location Name( 4

O
&

© N O Uk~ wNe

Enter an Abbreviation

ICM Summer Schoal

AddressLine 1 ( § IW 23 ClassMate Lane

Address Line 2 |

City (6' [Miford hiv 13807 ij

Phone Number ( 7 ) |(555) SEE-55EG Ext,
800 Number I(###) [T FAX Number I(###) -
License # I - Homebound Hrs: | Type: I -

HSTw Contract Agreemen
Abbreviation @ ICMSS ’7 * Ves & No ’V - Ves 4 & No ‘
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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 ®|‘$|Q|@|Q|Q|

Shared School Stant Time: .
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)

Creating a New Building

1. Click on the Location Name from the group tree
on the left hand side

2. Click on the Building Tab

3. Click on the Green Arrow to auto-generate a
Building ID

4. Enter a Building Name
The following fields are also available & optional Camp“““ﬁ“mslf@gi‘mms'
S~

to complete:
. Building Description Building ID ’W
. # Fire Extinguishers Bui\dingName@ o
. # Exits
. # Rooms Building Description ICM Summer Schoal
° # La bS # Fire Extinguishers
s # Halls # Exits

. Location Description

#Rooms

6. Click the “Save” icon to save Building
information
#Halls

| & | J‘ | &:‘ | e | Q | Location Description |CM Summer Schoal
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Creating a Summer Location (optional)

Creating a Room

1.

o vk wN

Click on the Building Name from the group tree

e

V) HARRIS

School Solutions

on the left hand side
Click the Rooms Tab
Enter a unique Room ID
Enter a Room Name
Enter a Room Description

Enter a Room Type:

e Enter “C” for Classroom
e Enter “L” for Lab
e Enter “O” for Other

Enter the number of Student Seats

Campus | Locations | Buildings| Rooms

2

Sl
Room1D( 3 ' A-101
Room Name ( 4 ) |ESYBC
Foom Description { 5 ) |ESY‘ BC
Room Type (6 ' "C" = Classroom, "L" = Lab, "0" = Other, etc.
#SwdentSeats (7 '

# Chairs #Tables # Computers

#Desks

Instructor Equipment

Computer S/N

Printer S/N

Scanner /N

I Descriptian ’

| Description |

| Descriptian ’

Classrooms Forthe Future
[ © Yes & Ned

(this # can be adjusted at a later time

to accommodate class seating size)

Click the “Save” icon to save Room information

Ole|o|@t|e| ]

NOTE: The fields listed above are REQUIRED fields. Other optional fields include:

* # of Desks

e # of Chairs

o of Tables e # 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 _
Double Click Modules > Double click Base Data Information > Click E1- 5] Base Data Information

S [ S City Maintenance
Period Management ----- E‘ Citp/State/Lip Code Management

----- $ County M aintenance
----- $‘ Location/Building/Foom kanagement

Module Overview

Create summer school periods where needed. | .. 4 Period Block Management
! Period Management |
1. Click the Green Arrow to auto-generateaClass | = % Sending School Management

Number or if your site utilizes a specific PeriodID# ~ |L__.= 8 US States Maintenance

scheme enter new ID nhumber 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

2. Enter a Period Description
*  Example: Summer Period 1

3. Select a Session/Block from the drop-down AN R ) S

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

5. Enter the Full Time Percentage
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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

© o N O

Enter a class Length in hours and minutes

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

11. Select all associated Periods under Time Block

12. Click Save
T oawday

Class " True
Held: | & False
Start [1zo0AM
End: |12004M
Length: [oo.oo

Tay 1| [z00am

Time Block: Select all associated Periods
e

I} L
‘(‘9 I(‘m sl I(‘u (3 I(‘u e s |[-

1
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Creating Summer Periods

o 0]

Bl

<«

Weekly Cycle | Certification Hours I
Surnmer Period 1 1 2 '
@— Class Ahout Full-time Percentage: ( 5 ) ||:||:||:|_5|:|
— Sunday — Tuesday —wiednesday—— Thursday Friday Saturday
Class £ True " True " True {+ True " True = True
ks % Falze " Falze {~ Falze i~ Falze " Falze {* Falze
Start; |1 200 Ak 330 Ak 03:30 Ak 1330 A 03:30 Ak |1 200 Abd
End: I12:EIEI.-’-‘-.M 11:30 A 11:30 &M 11:30 AM 11:30 Ak |12:EIEI Abd
Length: IEIEI:EIEI 0300 0300 0300 0300 IEIEI:EIEI
%?.I:d; |1 200 AM 0345 AM 03:45 AM 0345 AM 03:45 AM |1 200 Ad
Time Block: Select all azzociated Penods
11 " 1 v 2 v 3 4 5 B 7 8
r g ol o cz c c s _
File ‘iew
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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/classmate-user-state-documentation/ 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

Day Management [ Ealendar Cantrol Management | Calendar Options |
@ = Student First Day - Setup Felds
= Student Last Day Student 1st Day: [oraaem = Teacher 1st Day: [o/oiAen
= Teacher First Day student Lest Do ImA7sm__= @ Teacher Last Day: [T /a1 /1900
= Teacher Last Day # of Student Days: o # of Teacher Days: —
= Total In-Service Days | rseio bar Tode
= # After Student last Day Total In-Service Days: " oterStudent LastDay [ -
= Holi days Holidays: o
= Ot h er Other (i.e. Snow days): o
=  Administration Reports Only | adminisuation Reports ony 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
SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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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 1st Day: 07/02/2012 3 Teacher 1st Day: ||:|?‘£|:|2£2|:|12
Student Last Day: ||:|E,-'I:|3,-'2EI12 *

Teacher Last Day: ||:|E£|:|3£2|:|12

# of Student D ays: |23 it of Teacher Days: |23
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Creating a Summer School Calendar

Verifying Calendar Days Setup Scheduled
After populating all required fields & saving the Calendar, _ — —
the Day Management Tab will be populated with the Holiday=: 1 1

number of requested calendar days. Verify all dates and | Cther (1.e. Snow day=):
ensure they match the fields entered.

=

I
Admin Only 0

0

Please take note of:

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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Creating a Summer School Calendar

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.
enda! Control Management | Calendar Dpnunsl

Days to Identify:

lune, 2013 Iy, 2013 Buqust, 2013 September, 2013
S mT W T F S S M T W T F 5 S M T W T OF S S MoT W T OF S

B} i .
In-Service Days 1 D s 25 123 45 6

= Holidays

= Other Py o456 7 8 T8y on ol oRn 405 5 7 8 91 O I VS At
0O R B MG USRI I on o 14.16 7 I G R I

Click on the Day Management Tab : T R I R CRNEINE I A 2B W50

*  Click the date for which you will identify nW B KT NR DB B8 B A 5w U B H 3 1

the day type.
* The date will auto populate in the
date field.

k]
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Creating a Summer School Calendar

- Update a Day: Wednesday

Identifying calendar Days [rate: IW Student Day in Session: |3—
Day Type: | 001403 School Day =l Teacher Day in Session .
. Drescription: -
ClassMate will default weekdays (Monday- " L
. =l
Friday) to a “School Day” Day Type. 1 o
ClassMate will default weekends (Saturday &
Sunday) to a “Weekend” Day Type.
Any day in the school calendar that does not o
. . L [FElElE LS wednesday
follow this pattern must be identified by an| oz [Groaanz SudertDayin Sesson [T
alternate Day Type to ensure accurate DayTep=: 001406 Holiday - Single Day [ Teacher DayinSession. [
calculations Diescription: 4th of July Holiday =]
[
Save I | Cancel I
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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Creating a Summer School Calendar

Customizing Display Colors

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 -

=21 DAY TYPES 1400- 1439
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

Laliia Aot 16711680
e M e —
0}

Custom colors:

Basic colors:

U e W
W TR
|y )

08 il A

.
Al EEEE .

Define Custom Colors >>

0K 5 )

Note: All changes follow the same process

A

A

A\

A
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Creating Summer Marking Periods

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

Module Overview: ------ 2 Calendar zession Management

This module allows users to create and maintain the begin and P -,'I' Schoal Calendar Management

end dates for the summer marking periods. T @ Summer School Calendar Manageme
]

Summer Marking Periods need to be created if utilizing grading
functionality during Summer School.
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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

Module Overview:

* This module allows users to create Summer School Marking Period
formulas. Summer School Grade formulas must be created if using
grading functionality during summer school.

* If the site has two separate summer sessions then two new
Marking Period formulas should be created.

*If only one summer session is offered then only one new formula is
required.

* When creating the new formulas for Summer School the grading
components that can be selected for grading are Work Ethic (WE),
Knowledge (KNW), Skill (SKL). Sites can choose to use a combination
of these components or just one.

* Example Summer School MP formula names:
*Summer School 1
*Summer School 2

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

A
EI Admin Grading

=i Admin Discipline

----- & Admin Grades by Class

----- @ Admin Grades by Student

----- & Admin Knowledge Activity Bank

----- & Admin Knowledge Activity wiacad

----- @ Admin knowledge Bank wfacademic
----- @ Admin Knowledge by Activity

----- & Admin Knowledge by Student

----- & Admin Knowledge by Student wiacad
----- & Admin MP Gradebook

----- & Admin Progress Reports

----- @ Admin Student Snapshat

----- & Admin Task Grades by Class

----- & Admin Task Grades by Student

----- & Krw. Categony Weights by Class

----- @& MP Transfer Grades by Student

----- & School Educator Assignment by Clas
d@ School Grade Formulas
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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

Oleo|o|@H|e|al o

Q Goud toming Mr. Stern
i WP Formulas

L_i Knowledge B0, Wark Ethics 40

&- {:I Final Formulas
Mpuinal |

(25 < [n00002
Name->{ 3 ’ ISummerSchDDI

Include Skill -» I Skill %2 -> I—
Include Knowladge -> 4 i Knowladge % -> 5 |757
Include \WE -» O v Wi'ork Ethics % -> 0 25|

Inclucle Ernplayahilit -> r Ernployahbility % -> I—
Include PDP -> r FDP % -> |—
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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.
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Creating Summer School - Programs

If creating new Programs for Summer School the following
fields are REQUIRED. Please note that existing Programs can
be used for Summer School.

rPI’Ogl’am5|C0ur595| C\assesl
1) Enter a CIP Code Cp Code 707070
Program Title: ESY Program =
]
. Category: Academic Educafion -
2) Enter a Program Title e e ]
By |Academic -
3) Select a Category from the drop_down Pricrity. ’—L’ Program Length in Years: IO— Alternate Location: IN—LI
Technical Instructional Hours Igi
rRequired Credits State App d Duties Non-Traditional
4) Select a Cluster from the drop-down o o o o Fee
10th |0 12th ID  False & False * False
i Occupation ‘ =
5) Select a Delivery from the drop-down | “
I »” : . =
6) Select the “Yes” radio button if the

Program is State Approved

7)  Click the “Save” icon to save ‘ 3 ‘ 1 ) ‘ @I
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Admin Summer School

Creating Summer School - Courses Add a Course:

If creating new Courses for Summer School the following
fields are REQUIRED. Please note existing Courses can be

=\
7% HARRIS

e Click the plus sign “+” left of the
Program name to view Courses

° H ({4 »
used for Summer School. Click on the “Courses” Tab to add a
new course
1) Enter a Course Number Progrrms [Coutees] Ccees|
Course ()ESYsED  [ESVe1 (2)
2) Enter a Course Name FouRe DR .
3) Enterin a Course Abbreviation in the E
AbbreV|at|0n bOX Mini Course: - Start Grade l— MP Factor Override —;,
Course Hours h Crecits: o CourseTuition Fee -
. . Text Fees: Lab Fees Material Fee
4)  Select the “Yes” radio button if the Course| ;... ’0 - S
is State Approved L
p p Abbreviation @ ’W
"R;PI;SIudenls Alluwed H 3;:::(.iﬂ| Py i o ‘| (--y- i o H State Applu\zb
. . &8 No * Yes o Bs * No * Yag  Na
5) Click the “Save” icon to save S B

Olele|EH|s|s

9|
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Creating Summer School - Classes

Admin Summer School

New Summer School Classes Must be created.

The following fields are REQUIRED:

1)
2)
3)
4)
5)
6)
7)

8)

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

Enter a Class ID

Enter a Class Description

Select a Location from the drop-down
Select a Room from the drop-down
Select a Teacher from the drop-down
Select a Period from the drop-down

Select a Session from the drop-down

Na School Solutions

2 V) HARRIS

Add a Class:

*  Click the “+” left of the Program to
view Courses

. Click the “+” left of the Course to view
Classes

. Click on the “Classes” Tab to add a
new class

Program5| Courses | Classes

Frogram

Class
Location
Room:
Teacher.
Period

Include in Schedul
707070 Course: ESYSED | ves o

@FYBH ESY 6:1:1(2) j
3 ) |Off Campus - IP, Campus: ClassLink Career and Technical Center j
4) |IP Raom 85, Room - IPRE5 South Korright Central School 7| Class About _,0—
5 }|Ms. Jill Akian | Session 7) [aM j
6 ){Summer 1 AM - Aft. Weight 8) |1

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

Admin Summer School

New Summer School Classes Must be created.

The following fields are REQUIRED:

1)
2)
3)
4)
5)
6)
7)

8)

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

Enter a Class ID

Enter a Class Description

Select a Location from the drop-down
Select a Room from the drop-down
Select a Teacher from the drop-down
Select a Period from the drop-down

Select a Session from the drop-down

Na School Solutions

2 V) HARRIS

Add a Class:

*  Click the “+” left of the Program to
view Courses

. Click the “+” left of the Course to view
Classes

. Click on the “Classes” Tab to add a
new class

Program5| Courses | Classes

Frogram

Class
Location
Room:
Teacher.
Period

Include in Schedul
707070 Course: ESYSED | ves o

@FYBH ESY 6:1:1(2) j
3 ) |Off Campus - IP, Campus: ClassLink Career and Technical Center j
4) |IP Raom 85, Room - IPRE5 South Korright Central School 7| Class About _,0—
5 }|Ms. Jill Akian | Session 7) [aM j
6 ){Summer 1 AM - Aft. Weight 8) |1

Enter an Att. Weight (Attendance Weight).

If attendance is not being taken for the

class enter a Zero (0)
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School Solutions

Creating Summer School CoSers

Getting Started: [ Dstict Bilng |

Double Click Modules > Double click District Billing > Click CoSer f 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/classmate-user-
state-documentation/
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School Solutions

Creating Summer School Schedules for Current Students
Getting Started:

Double Click Modules > Double click Student Projection > Click SL =[F] Student Projection_|
Projection/Scheduling | = Mew Student Frojection/Enrallment

----- & Projected Student Deletion

----- @ Return Student Cl:uurse Changes
Module Overview: | roll.

This module allows the user to schedule current students into their 8 sL Projection / Scheduling
summer classes. i Student Projection Display
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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 AL
2. Click on Projected School Year radio button

e

V) HARRIS

School Solutions

ltinerant and Related Services

@ Alpha

 Projected Year, (2 !

" Current Year |

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

button > Save

4. Now you will notice on the left, SUMMER SCHOOL 201314 for

that location

Schedulesl Create New | Change Existing | District Updatesl CoSers Custom |Current Courses

User Course Selection

’7 " Registration Applications

(3 '(3' Current Enrollment

| ltinerant and Related Services

& Alpha

| © D

]

# Projected Year

¢ Current Year |

& Both
¢ Under Classman

¢ Seniors

|4?a

—
—

Summer School Year: 201314 { 4 '
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School Solutions

Admin Summer School /‘\’I HARRIS

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

uhwnheE

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|0 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 Begin Date (3 ' l[mg/zm— End Date (4) ,Wm—
" Seniors 0
Perind1 - z =
Summer School Year: 201314 = (©) SelectAPeriod | Class |
Bt — Select A Period 1 Class —
N Erio BAI  -BAI5, Ms Frank; BAl
(-1 Off Campus - IP English - 1BAMS1 , Ms, Lazzaro; English 09
D4 Perind 3 ESY 611 -ESVBI s Akian ESY 611
i 5 Bk
H -8  Fenstermacher, Dakota 200000292 Period 4
H |
R
Period & — _ =
@ ) Burson, Hunter 200000253 [-selectA Periad & Cless |
Garfield, Edward 000004873 Period & |- Select A Period 6 Class — |
53 Viera, Nicholas 000003920
P Period 7 |- SelectA Perind 7 Class - |
CE
-8 Burson, Michael 000004738 Feriad 8 [-selectiPeriad s Class - =
€ Cooper, David 200000384 Period % — Select A Period 8 Class — -
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School Solutions

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 & a summer end 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

[oF Canpas - 17 H Hunter Burson. . 200000953

: 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
SchoslVea 261213 Biling Locstion = [of Campus 17 =
10f Campus - IP A3 8 o sexson: (9) & =

E J & Fonstermacher, Dakea 200000252 o | e Q@ e
D oo, i zonase e e e e — '
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School Solutions

Assigning Summer CoSers for Current Students
“Alternative” option

- Student Enrollment Options

----- Archive Admin Student Snapzhot
N | N SN S @' Clazsh ate Master Matrix

Getting Started: i o CTEDS?

----- E‘ Post-Graduate Survey
Double Click Modules > Double click Student Enroliment Option> | . 3L Student Master Infarmation

Click SL Student Scheduling SL Student Schedulin

Module Overview:

This module will allow schools to assign Summer CoSers to current
students.
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7V}, HARRIS

‘\\.J School Solutions

Assigning Summer CoSers for Current Students

Click on a location 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. Ir_]CIUd? I_3|II|hg select Yes or No depending upon your
that’s assigned as the Responsible/Funding sites billing
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/@isla i @
|T:z:zu5"P QII Hunter Burson, 200000253
_ IIijf — _||P History| Change Existing | Create Mew| Withdraw Student | District Updates | Mon-Resident Updates @Aﬁmm History |
€ Burson, Michasl 000004735 Responsible Distict( 7 )5 chengvus Central Schaal Distict -
zgggﬁg B oo e O [212.010 - 212.010 Behavorial Adustment 8:1:1 B
€ Danke, Delohnet 200000291 Elligaliceation @ Off Campus - 1P -
€ Fenstermacher, Dakata 200000232 FTP %: ORI Session: (11) FD |
5 Gadd Shvlr 20000067 e | [
5 Heard Sieans 200000290 O — T R T R '
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School Solutions

Creating Summer Services for Current Students

Getting Started: L—‘_I@ Special Education Options |

Double Click Modules > Double click Special Education Options > | ¥ Admin Serices Assighment
Click Services Manager | =~ @ Registration Services Manager
------ & Beturn Student Service Projection

------ & SE Attendance by Student
------ ﬁ' ok Task Curriculum Management

. . AT [ Services Assignment Calendar
This module allows the user to create summer services for special |:$ orvicos M . |
----- ErSCES MAanager

education students. When creating the summer service make | = & 5P Curriculum Assignment
sure to enter the start date and end date for the summer session. @ =P Graphing

Module Overview:

------ & SP Step Evaluation
------ ﬁ' otaff merdces Assignment

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

available on our website at:
http://www.classmate.net/classmate-user-
state-documentation/
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School Solutions

Scheduling Summer Services for Current Students

|EI L:ﬁ e ein Options
# Admin zenvices Asmgnment

Getting Started:
Administrators Performing the Scheduling

Double Click Modules > Double click Special Education Options > | - # Return Student Services Manager

Click Admin Services Assignment o ﬁ SE Task Curriculum Management
- @ services Assignment Calendar

Special Education Staff (ex: Aides, Therapists, etc) Performing the ------ @ services Manager

Scheduling ------ & SP Curriculurn Assignment

Double Click Modules > Double click Special Education Options > ______ @ SP Graphing

Click Staff Services Assignment - @ SP Step Evaluation

@ Staff 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/classmate-user-
state-documentation/
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Registering Brand 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
% oL Student Registration Information |
------ @ Student Registration Information

This module will allow schools to register students who are Brand
New to BOCES and their first experience at BOCES will be in
Summer School.

For further information on using this
For Calendar Year: Select the calendar year for the upcoming school ,oqule please refer to the Introduction

year. For example select 2013-14 for student who are attending to New SL Student Registration — A QRG

2013-14 Summer School. for Consolidated/Shared Location Sites
available on our website at:
http://www.classmate.net/classmate-
user-state-documentation/

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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School Solutions

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 | tﬁ' 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

Getting Started

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

1. Select the location that the new students are in
2. Click on Projected School Year radio button — the default will be to
the current (2012-13 school year)

3. Click on the custom tab > select REGISTRATION APPLICATICATIONS
radio button > Save

4. Now you will notice on the left, School Year 201314 for that

location

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

ltinerant and Related Services (1 i 'I

@ Alpha

. -
o N T
& Projected Year, (2 ! ' Current Year |

Schedulesl Create Newl Change Existingl District Updatesl CDSersl Custom l Current Coursesl

 Current Enrallmant

User Course Selection
3 ) c R ions

IOﬁ Campus-IP j

= Alpha I
7(‘ 1D I

Sy

“ Projected Year " Current Year |

& Both |1
[
[

" Under Classman

 Seniors

School Year: 201314 ( 4 )

i Off Campus - IP
=4 9
& Kish, Karen A 200000562
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School Solutions

Project/Enroll Brand New Students into Summer School Classes

To Project/Enroll the New students into their Summer Schedules

uAhwNRE

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 — |

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 Summer School /‘\’I HARRIS

School Solutions

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
------ Q Fegistration Acceptance Criteria

------ & Bagistration Programs Fact Services
----- I_% Fegistration Services Manager
------ # Registration SIRS Information
------ Q 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/classmate-user-
state-documentation/
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Scheduling Summer Services for Brand New Students

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

=i Special Education Dptions |

¥ Admin Services Assignment |
Feturn Student Services Manager
------ @ SF Task Curriculurn Management
------ # Services Assignment Calendar
------ # Services Manager

------ & 3P Curriculurn Assignment

------ & 5P Graphing

------ & 5P Step Evaluation

| & Staff Services Assignment |

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/classmate-user-
state-documentation/
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Admin Attendance Functionality

Getting Started:
Double Click Modules > Double click Admin Attendance > Click Admin
Begin Session

bodules

Module Overview:
This module allows the user to insert and update attendance

: [ 2 Admin Begin Session
for summer classes. sl AdminWoark Ethic Comments
. @ Attendance By Class

- E Attendance by Sending Schools
----- Q Attendance By Student

When the module opens:

1. Click View > Summer Classes
2. Click on the Summer Class that attendance needs to be inserted or updated for
3. Click the button for the necessary students to insert attendance
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Admin Attendance Functionality

Dccupation Classes
fcademic Classes

Draily Attendance

Supplement Classes
surnmer

Dkher Classes

Refresh Classes

Refresh Attendance

4] 4 (AL
Eourse_TilIe Session EIassDesc!i tion_ |Class Course Program Location Campus IU?;’1‘IH2D12 j
EXC Bridges Math AM Summer Bridges M:| SUDayA BRMath noooo1 000003 6130000000000
EXC Bridges Math AM Summer Bridges M:|SUDayB BRMath ooooo1 000003 6190000000000
» |EXC TP English 10 @ AM Summer TP English|SUTH1 TPHT10  |000002 000003 6190000000000
TST Branches 8:1:1 AM Summer 1 Branche:|SUTBR 00203a 000019 000003 6190000000000
- 2 |

14 « 3
Last First M |Coop |Attendance School Student
Akian Aaron F None @A QP OC OS OT (O H EXC 565501137
Akian Ashtan F " None (A @P (JC (5 T (oH EXC 555501207
Akian Austin F None A @P OC OS OT CH EXC 555500018
Ilm Brandon F 7 Mone @A (3P (JC (35 (3T (2H EXC 555500621
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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

Click SL Attendance by Student

Module Overview:

This module allows the user to insert and update student

attendance for summer classes.
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Traditional CTC/BOCES
rnin Attendance

Admin Attendance Deletion
----- & Admin Begin Session
----- ﬁ Admin \Work Ethic Comments
----- @ Atendance By Class
----- @ Attendance by Sending Schools
@ Attendance By Student
----- @ Attendance Resolution By Class
----- @ Attendance Resolution By Student
----- @ Attendance Woark Ethics By Student
----- & District Nofification Emails

Shared Location Site

=105 Adrnin Attendance Options

------ & Medicaid Attendance by Student
------ @ 5| Attendance by Student
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Admin Attendance Functionality

Admin Summer School

Editing Student Absences: Tardies & Early Dismissals

1. Scroll to locate the desired student. Select the student by
clicking on their name.

2. Once a student has been selected, the student’s name,
ID and enrolled courses & classes will display.
3. Click on a class to edit the Students Attendance

4. Verify you are editing the correct student data.

7V}, HARRIS

‘\\.J School Solutions

Exceptional Education
* Alpha Iaki
1D -

& All Schedules
" Active Schedules

" Inactive Schedules

=21 Exceptional Education =
-8 Akian, Ashton B5EE01207

R ian_Austin 555500013 Mk
-8 Akian, Brandon BBBBO0G21

- 8 Akian, Brandon bBbB00654

-8 Akian, Jasmyne bBBLONT1E3

-8 Akian, Joan 5BEBRO0496

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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2 V) HARRIS

Admin Summer School

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 |Prod
1D - EXC Lunch 1200Lu  |AM 1112812011 01/01/1900 | 2 000
& All Schedules EXC TP [English 10 SUTH1 |AM 06/2042012 01/01/1900| 2 000

 Active Schedules

® e Sdels EXC P3 TPE Social St |3TTH04 | AM 11/26/2011 | 0110171900 | 2 000

F=- L Exceptional Education =l| |EXC P8 TPE Science |[8TTH04 |PM 11/28/2011 0110171900 | 2 000
- & Akian, Ashton 5556601207
-8 Akian, Austin 555500018 —| |EXC P3 TPE ELA IMWF04 | AM 111282011 01}01)1900 | 2 000
- & Aklan, Brandon 555500621 « | |
- & Akian. Jasmyne BEBB00T1S3 O¥R Date | Attendance WE StartTime EndTime |Resolved
@ Akian, Joan 555500496 F 07/17/2012 | Absent Unexcused 0 08:30 AM | 1130 AM|F

- & Akian, Katelynn 555500683
& Akian, Mercedes BEBBO1307T 1

F 07113/2012 Absent Unexcused  =l0 08:30 AM 1130 AM F
- & Akian. Monigue 5BBEB00YTT F 07121202 | Student Present 10 08:30 AM | 11:30 AM|T
F T

- & Akian, Pavel bBEBO0903

8 Akian, Zachary 555501007 07120 2 Student Present 14a 0830 AM 0 1130 AM
Ov¥R D ate [Attendance WE StartTime EndTime |Aesolved
F 07117/2012 |Absent Unexcused 0 08:30 AM| 1130 AM |F

pIF 07113/2012 |2 l 08:30 AM | 11:30 AM F
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Admin Summer School

Admin Attendance Functionality

Editing Student Absences: Tardies W ExcTPEngishio/sutht |
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 . 07113/5012 Apsent Unexcused 0
record time accurately will negatively impact certification
hours. Tlﬁ 07N 22012 | 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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I Na School Solutions
Admin Summer School

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.

W sommmmimn ]
Early Dismissals: Change the end time to reflect the time | ovr Date [Attendance WE
the student left school. F 07172012 | Absent Unexcused 0
F 071342012 Absent Unexcused 0
. Highlight the time in the GREEN END Time column
F 07N 242012 Doctors Excuse -Tarc |8
. Enter actual time the student departed. TE 071112012 Parert/Guardian Exct 8
. Click in any other field and the edit will automatically be
saved. [ 4
0¥R Date |Attendance WE StantTime !
F Q7N 72012 | Absent Unexcused 0 0830 AM | 17130 AM
F 07132012 Absent Unexcused 0 08:30AM | 171:30 AM
F 071 2/2012 | Doctors Excuse -Tarc |8 09:30 AM | 11:30 AM
TE 071 1/2012  ParentiGuardian Excr |8 0830 AM | | 10:00 L\MI
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Admin Summer School /‘\’I HARRIS

Adrin Dizcipline
|8 Admin Summer R eferrals
: Adrriruztrative Anecdotals

$ Citation/5tate Reporting Management

Admin Discipline Functionality

Getting Started:
Double Click Modules > Double click Admin Discipline > Click

Admin Summer Referrals ----- @ Dizcipline Maintenance
----- @ Dizcipline Referrals
Module Overview: $ Dizcipline Suzpension |nformation

This module allows the user to insert and update student
referrals for summer students.

. General Discipling Referals
- $ Gerneral Summer Referralz

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/classmate-user-state-
documentation/
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School Solutions

Admin Summer School (‘\’I HARRIS

Admin Discipline Functionality —@_|EI T D RTINS

Getting Started: W Admin Surnrmer Referals

Double Click Modules > Double click Admin Discipline > Click - % Administrative Anecdotals
General Summer Referrals 1 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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Admin Summer School

Admin Discipline Functionality

,‘\’; HARRIS

School Solutions

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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School Solutions

Summer School Management Functionality

Systern Administrator I

Getting Started: | = % irchix;eUpdgte A
. . e . T I tendance Condition Infarmation
Double Click Modules > Double click System Administrator > Click | ) ClassMate Custom Control
Summer School Management | - ) ClassMate 1D Contol
----- @ Clazshdate Master Contral
Module Overview: _ 3 e e Mansgoment
This module allows the user to perform the following Summer School | ) Course Certification Student View
management procedures: :% g:::’;;‘szfmm ;
1. Summer Session MP GradeClose: | . & Datab ase Activity Manager
«  Closes the summer school session and creates a Summer | =~ % e et edmnstaton
----- igtrict Email Basze D ata
School Overall grade ----- @' Dynamic report Menu
2. Summer School Recalc Grades: ::@, Eiif;giﬁjﬂ:ﬁemem
. Allows the user the ability to recalculate summer school | - @ Log In Message Management
overall grades per student. ::% E':;:Z’E;TS Mairtenance
3. Summer School Delete Student: | . @ Pazzword Management
«  Allows the ability to remove a student completely from 3 EEE;:EZ:?;:;M
summer school enrollment, attendance, grading, and services | - & Program Review Report Card
4. System RoIIover: ----- % Report Eat.egcury Maintenance
. . A I Report Maintenance
. Allows the CTE/BOCES to archive the summer informationand | - @ 5L Data Export Wizard
purge the summer data prior to the start of the new school @ atudent Usemame/Eu) engration
Summer School b anagement
year or after the Annual system rollover, | . Tammer Tranng Setp
: S . Jzer Group Processing
3. Miscellaneoys: | 7 Q‘ |Jzer Module M anagement

. Allows the user to perform miscellaneous procedures.
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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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Admin Summer School /‘ ’I HARRIS

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

(' Ele ‘iew
IExceptionaI Education j Good Morning Akian
| 2011-12 School Year Exceptional Ed -
Date [07/05/2012 :08:22 AM | st | | [

tF Close | Dielete/Feturn Student | System RDIIDverl Miscellaneous |

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

1: 07/02,2012-07/31/2012 j

__SeleclAsummerPeriud ....................................................................................................... 2 ‘I(_:. STl:l:nemEI PEIiDd(EnEaE
1: 07/02/2012-07/31/2012

2: 08/01/2012-08/31/2012
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School Solutions

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%lal 9|

I Exceptional Education 1 j Good Morning Akian

ClassLink Career and Technical Center

Alternative Education I

Exceptional Education

Eous |

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

- Select A Summer Penod
1: 077027201 2-0773172012 Tue False
2 08/01/2012-08/31 /2012

2 1: 074027201 2-07/31 /2012 j : ] .
R P T e 3 ](__. Summer Pe[md(End —
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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

@ElassMatE for BOCES - NYDemo - ** Live Environment ** - [ClassMate Summer School Management {SMRLCk
-~ . .
© 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/classmate-user-state-documentation/

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.classmate.net/classmate-user-state-documentation/

