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* Inserting & Updating Time Summaries
*  Purge Time Summaries

* Resetting School Schedule Summaries
* Default Student School Schedules
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Templates Required for PIMS Child Acct EOY Submission

The following templates are required for the Child Accounting Submission:
* Student (not required to upload to PIMS but we recommend exporting to ensure accuracy of required templates)
* School Enrollment (required for Student submission)
* School Calendar
* Student Calendar Fact

Note: Documentation for the Child Acct EQY Submission can be found on our site at:
http://www.classmate.net/classmate-user-state-documentation/ under Pennsylvania State Documentation <
PIMS School Schedules & Times Summaries.

Submission Dates can be found on the Elementary Secondary Collection Calendar on the PIMS Website:
http://www.education.pa.gov/Teachers%20-%20Administrators/PIMS/Pages/default.aspx#.V1GwrFUrJD8
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Module Requirements for Child Acct EOY

The following modules should be assigned to Child Accounting personnel:

* Base Data Information
* Sending School Management
* Used for entering District & School Abbreviations as needed, entering/updating School
Schedules, & entering/updating Time Changes (if applicable)
* District Billing Module
* Instructional Time Summary
* Used for inserting/updating Time Summaries
* Curriculum Management
* Instructional Course Offerings
* Used for entering an 8 Letter Course Abbreviation. This task may already be completed but
should be reviewed
*Student Enrollment
* Student Scheduling
e Used to correct student district/school information
* Used to assign specific school schedules to specific students on the District Updates tab — field
school schedule
* PIMS Management
* PIMS Export Management
* State Reporting
* State Reporting Validations
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Course Name Abbreviation Setup I

Double Click Modules > Double click Curriculum Management > Click E - Curiculum Mamgemem |

I . IC Offeri oo B Arademic Standard Assignment
nstructional Course erings @ Academic Standards Management

D Career Pathways Assignment
Career Fathways Management
Curriculum Management

Data Warehouse Base Data
Data‘Warehouse Management
Instructional Classifications
Instructional Course Offerings |
Learning Guides Base Data
Learning Guides Management
Learning Guides “iew hodule

All Courses must have an abbreviation in ClassMate. Follow
these steps to enter any that are missing:

1. Select a Program Name and
click the + to left to expand and
display the Courses

2. Select a Course Name by single

clicking the name olele] Hle|e 9

IW@W@P@%?@P@%F@E@

2L SN BT [~ Automotive Mechanic |
3' Enter up to an 8 |etter @ Good Afternoon Ms. Akian A ive T
1 1 1 (3 _Placement/Services Frograms | Courses | Classes |
abbreviation in the £121st Century Skils Cowse: PR [utomotve Tocnos
Ab b revi at i on Box 0 Admministrative Assistant Bouse  Dessibfen: s hyree year program teaches students marketable skills in automotive repairs which =
~OAr are based on MATEF National Standards. Program components include: work safety.
. . 3 sutomative Body Repairgr hand tools, suspension and steering, brakes, engines, engine performance,
4 . CI |Ck the SAVE Icon =21 Automative Mechanic( 1 transmissions, electrical and air conditioning. Studerts will have accass to the [atest =l
5 R f I I [ sutomative Technology( 2 )
° e peat o r a CO u rSGS [ Basic Resources Mini Course: ﬁ Start Grade: 10 MP Factor Overid r
~[3 Behavior Remediation Course Hous 425 Credits 3 " Cowse Tuition Fee: 0
01 Bldg/Property MaintiMgr Text Fees 0 Lab Fees: R Materizl Fee: R
0 Carpenter Prersquisies: =
[ Child Care/Supprt Sre Mgt j
£ Collegs Credit Courses e I— Select An Instruction Delivery — j
D COmpUTeV’ SySTemS Neworkmg i aj.ele Shidente AP!“'“’-" Snerial P i C i ati State Approved
£ Cosmetologist, General [ o | o [FNe™ e [ TE e £l
2 Drafting/Design Tech, Gen Ady. Placement Honors Gifted ion Regq
1 FlotiPer Trans Inetal Ot ]—E (‘d::s - lr T ™ FNo | ves are | , lruves FHe |
tedit Earned Options nt.
[ Electronic/Comm Eng Tech (r by FNL Grads © by SEM £ by P Grade & NA H " Yes & No |
[ English Include on Portal 0DR
] Foge\gn Language LmumA)_Abmwam & AT | ( e & Yes
1 Health Stte Cow — Select A Counae\or_ . -l
) b Accte (ks 20106 - Automotive Service j
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Sending District & School Abbreviation Setup

Double Click Modules > Double click Base Data Information > Click Sending [EI---- Eaze Data |rformation |

School Management == ) CiT}f P er——

All Districts and Schools need to have abbreviationsin | Q City/State/Zip Code Manageme
the system. Follow these steps for any District that | & County Maintenance -
doesnot: @ Location/Building/Room Manag
1. Select a District Name. # Period Management

2. Enter a 3-4 letter abbreviation in the Abbreviation Box ) Sending School Management
3. Clickthe SAVEicon |ICR) | F # S States Maintenance
...GDO?*dpﬁ\:r;rgi?z;;ﬁ:iggfrm Easton Area School District =i

-1 **PIMS PA State District

District | Gchool | School Schedules | Time Changes
=0 Allentown City School District L= I I I

=1 Bangor Area School District

[ Bethlehem Area School District ELS;T:‘S':?_N' 1120483302 Easton Area School District

(3 Bethlehem Area Vocational-Technical 511 Morthampton Street

[ Career Institute of Technology Address 2

[ Coatesvile School District City Eastor, P4 | ZipCode lanas |
3 Commonwealth Connection Acaderny CS County: [Nonthampton =l

[ East Stroudsburg School Disty Phane MNumber: lia10v 2Ro-7Ra4 Ext | 800 Murnber. i
4 Easton Area School District @ Fax Nurber s - Abbrewannn@ I

0 Lancaster School District Current Yaar % 0 Pravious Year % 0

=1 Lehigh Career & Technigal Institute Member District '; & M ——— |

=1 Nazareth Area School District . I‘i

=1 Northampton Area School District
-1 Palisades School District
=1 Pen Argyl School District

. . Create Date: 00
=-L1 Philadelphia Schaol District Ioai04n997 0010
. Create User aren
=1 Pleasant Valley School District VA
. odifie L) N -
®-(1 Pocona Mourtain S0 10R2RD0O07 FAR DR
Modified User: |heard

=1 Saucon Valley School District
=1 Stroudsburg Area SD

= Whitehal-Coplay School District
[ Wilson School District
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Sending District & School Abbreviation Setup, continued

All Schools must also have an abbreviation in the system. Follow these steps to add
any that are missing:

Click the + to left of the District Name to expand and display the sending schools
Select a School Name by single clicking
Enter a 3-4 letter abbreviation in the Abbreviation Box

Click the SAVE icon f:‘j

PN PE

5 Good Afternoon Ms. Akian 21l Easton Area School District s - |

4 ™PIMS Out of State District

Easton Area High School
71 "™PIMS PA State District

E
E
) L District | Sehool | School Schedules | Time Ch
@[ Allentown City School District 'Smdlﬂl choolSchedsies | Time Changes |
w1 Bangor Area School District District AUN: [120-a83-200
w1 Bethlehemn Area School District .
w1 Bethlehem Area Vocational-Technical ehoel A l000-0073-477 Easton Area High SChOO|
’ Schoaol Type:  NonPubli  Oth Abbresation: I |
w1 Career Institute of Technology _ — et Q ES
-1 Coatesville School District Address 1: 2601 “illiam Penn Highway
-1 Commonwealth Connection Acaderny CS RatEe e
=1 East Stroudsburg School District City: Easton P4 =] 4pvede  Jig04r  [Roaq
=-[0 Easton Area School District( 1 ) County: | Narthampton =l
------ # Bethlehern Catholic High School Phone Mumber: ir101 2R0-7481 Extension:
""" A Centennial Fax Number: lIR101 2RO-7482 800 Number: iy -
------ Colonial Northampton |. U, #20 .
4 Colonial Northarpton Calizgery ' High Schocl o " Charter ' Cyber ' Other

------ A Easton Acadermy
------ #A Easton Area High Schoo@

------ & Easton Area Middle School _
C Factor: i -
------ # Faith Christian School (FC) FIVEISIEN FacEn [000.000] | & otive € Inactive |
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e School Schedules Introduction

The purpose of School Schedules is so that the days attending and start/end times of a particular sending
school can be recorded in ClassMate.

School Schedules can be saved and used for multiple school years. During rollover, the School Schedules
automatically are updated to the new school year so that they can be used again with little or no updates.

However, if a site wishes to delete (purge) their School Schedules and start fresh each year they may do so,
this is typically done at the beginning of the School Year.

There are two modules where a site can purge their School Schedules:

* The first module is located under Modules > Base Data Information > Sending School
Management
* The second module is located under Modules > District Billing > Instructional Time Summaries >

Procedures tab
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* School Schedules: Purging Previous Schedules

b5 Base Data Information |
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Double Click Modules > Double click Base Data Information > Click Sending School
Management

To purge schedules by District or by School via the Sending School
Management module:

* Click on a District Name

m Sending School Management |

& City Maintenance
& City/State/Zip Code Manageme

& County Maintenance 1

# Location/Building/Room Manag

& Period Management

& 1JS States Maintenance

* Click the Edit menu and choose:

* Purge School Schedules by District. This will purge all
School Schedules for all schools under the District you

Copy Schoal Schedule

Saml  pyrge School Schedules by School

selected. File B[ view
-OR- —  Delete
* Purge School Schedules by School. This will then require .

you to click on a School under the District you have chosen,

S, Purge School Schedules by Diskrict

and it will then delete the School Schedules for that school sample Nace

only.
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* School Schedules Introduction: Purging Previous Schedules, continued

If purging by District click Yes to “Are you sure you want to purge all time (school) schedules for location: and
District?”

Confirm Deletion

\‘:’/ Ape you sure you wank bo purge all time schedules For location: Q00001 and Districk: Bethlehern Area School District 7

Yes Mo |

If purging by School click Yes to “Are you sure you want to purge all time (school) schedules for location: and
District/School?”

-
Confirm Deletion

3/ Are wou sure you wank ko purge all time schedules For location: 000001 and District/School: Eethlehem Area School Districk/Freedom High School 7

Yes Mo |

r

* Click OK when the Process Completed! Window appears ClassMate

! ': Process Completed!
.
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e School Schedules Introduction: Purging Previous Schedules, continued

Double Click Modules > Double click District Billing > Click Instructional Time Summary

You may also purge previous schedules via the

Instructional Time Summary module:

1. Open the Instructional Time Summary module.
2. Click the Procedures tab.

3. Go to Step 4: Purge School Schedules: This option will
delete all School Schedules by Location.

4, To perform the process click True.

5. You will be prompted with the message, “Are you sure
you want to purge School Schedules for location?”

6. If you are sure, click Yes.
If your site has multiple locations, you will need to repeat

for each location by first selecting the location and then
repeating these steps.
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------ ﬂ' LAL &drmin YWiew
- @ CAD Distnct Yiew
- CAD Schaol View

i ﬂ' [n=trc hur|:|IT|r|u:- Sumrmary

Time Summaryl Procedures ISChUU“SlUdEHtASSDCiﬁliUHS|

1. Clear Student School Schedules: This option will clear the School schedules Information in Scheduling, District

Updates tab.
1. Clear Schedules
[F True * Fake

2. Reset Student School Schedules: This option will re-associate student enrollment information based on the

student's location. District. School . and session.
2. Reset Schedules
[  True ¥ False

3.  Reset School Schedule Summary Information: This option will re-associate School Schedules to Time Summaries.

3. Reset Summary
 Te (¥ Fake

Purge School Schedules: This option will delete all school Schedules in Sending School Management by

location.
4. Puige Schedules
[ o True " False —‘

5. Purge Time Summaries: This option will delete all Time Summaries by location.

5. Purge Summaries
[F True @ Fake

Selecting any of the PURGE selections will display a pop up
window asking your to confirm before it processes the PURGE
the RESETS automatically process
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Creating New School Schedules

Double Click Modules > Double click Base Data Information > Click Sending School [ Base Data Information |

Management > & C?T}; Mainteﬁance
------ # City/State/Zip Code Manageme

------ & County Mairtenance 1
You are now ready to create a new School Schedule. P v

------ # Location/Building/Roorm Manag
Start with the following steps: | . @ Period Managerment

I@ Sending School Management |
------ # US States Maintenance

1. Select a District Name and click the + to left to
expand and display the sending schools.

2. Select a School Name by single clicking.

3. Click the School Schedules Tab.

.EIassMate for [kE ClassMate - ** Live Environment ** - [Sending School Management {School_m} ]

&Ia djele o

& Good Moring i Stam Allentown City School District
-D “FIMS Out of State District ;l
21 *PIMS PA State Distict =
< (11 Alltown City Schal Distict Az €L
& Alertwn 5D I
A Lehigh Valley Christian School Dis’rrict| Schoc( School Schedu\eS,Schoo\ Schedule Changes
- Whitehall High Schocl
# [ Bangor Area Schaol District
(71 Bethleham Area Schaol Distic District AUN: |121.3gg.3ng Schaol AUM: I121_397_304
g g:lrgs?;;iﬁzE;:/_?;::sgﬂg;echmcal Lacaion: |Harris Career and Technical Center j
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Creating New School Schedules, continued

On the School Schedules tab for the desired school,
perform the following steps to create a new schedule:

1. Click the Green Arrow button to create e
the next consecutive Schedule ID. Loy G e <]

2. Enter the Schedule Name.

3. Select the Schedule Block from the drop

D\strm| School School Sehedules |Sch00\ Schedule Chamges|

District AUN: 121-390-302 School AUN 000-390-036
down menu (example: AM) i
noafian, IHams Caveer and Technical Canter j

M2 Hrs 35 Minutes ﬂ

4. Enter the Instructional Time for the o |F :

Schedule in the next two steps:

Did Schedule Change? I | Tirr e
. . Session/Block: A - - 7 o M Minutes: -
5. Enter the Instructional Hours in the o . : ~ [
Sunclay Manday Tugsday ednesd Thursc Fiicay furdy " Semester 1
HO urs bOX (exa m ple: 2). Held " Tne & Te & Tue & Tue & Trie & True  Tre ¢ Sermester?
6. Enter the Instructional Minutes in the 5 i (AT R [ e S L R e
. fart ’WDDAM ’[I?EDAM ’H?EDAM ’[I?EDAM ID?E[IAM ’[I?E[IAM ’WDDAM
Minutes box (example: 54) End femay fozay foza oz foza foza femay
7. Click the radio button for “True” to P b 0 b p b b
identify the SCthUle days. Instructional Time Surmmary: I—Se\EdAn\nsﬂudmnaﬂ\meSummary
8' Enter the Sta rt Time - Optional. [2 [Session | Schoal Schedule [ Locatian [ermester |
‘2 M Al AaT U e e v
9 Enter the End Tlme Optlonal [ [ Hes 36 bintes Harris Career and Technical Center w4

10.Click “Save”.
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Certification Minutes Lost (for clients utilizing CM Certification Reporting Add-On Option ONLY)

The Hours and minutes associated with this module are related to state reporting. If the sending school
instructional time is 2 hr and 15 minutes, then the Cert Hours Lost would be 30 minutes if the period
instructions hours are 2 hr and 45 min.

Double click My Modules>Double Click = ™" o

. . ) Lehigh Valley Christian School
Base Data Information> Click Sending
School Management

Dwsmct| School School Schedules |80hoo\ Schedule Changes|

Distict AUN 101-390-302 School AUN: 00-390-036
« Selecta School
Location |Hams Career and Technical Canter j
: g M2 Hs 36 hinutes A
- Click School Schedules Tab o | :
Did Schedule Change? Instuctianal Time: ST
Session/Block: A v
«  For Each present or created 3 { A s p e g 1
Sunday Monday Tuestay Wednesda Thursday Friclay Saturday (" Semester 1
H H Held  Tne  Tue & Tne  Tue  Tre * Tua  Tue
*  Enter Lost Minute Deductions yeyiE
 False * False  False * False (" False (" False  False
; 1] ] St ’uumm ’U?SDAM ’msmm ID?SUAM ’u:suw ID?SUAM ’wnuw
. Click “Save ﬂ
End ’uumm ’mzsAM ’lUZSAM IWUZSAM ’mzsAM IWDZSAM ’wnuw
Note: Itis critical that lost minutes be formatted [ = | i g g g g i i
Istructional Time Summaty. I— SelectAn Instrucional Time Summary %_
# | Session | Sthool Schedule | Locafion | Semester
2 PM PM2 Hrs 45 Minutes Hatris Career and Technical Center 0
3 AM AMZ Hrs 35 Minutes Hattis Career and Technical Canter 0

i.e. if instructional time is 1 hr 50 min. & Standard period is 2 hr and 20 min then LOSS is 30 minutes.
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Copying School Schedules

e

If there are multiple schools that share the same schedule, create the schedule once and then copy it to the other schools.

You can copy multiple schedules to multiple schools in various districts in one set of steps.

. Example:
School Schedule in one school & copy it to the other schools.

. First, click on the Edit menu and choose “Copy School Schedule” and then follow these steps:

1.  Select the schedule(s) you wish to copy on the left side list of schedules.

2.  Select the schools you wish to copy to on the right side list of schools.

3.  Click the Yellow folder icon (“Assign”)

If there are schools that start and end at different times, you will need to

create School Schedules for each school, for each session that is different.

Example: If a school has a specific bus that arrives 15 minutes later than
other busses for the AM session then you would need to create an
additional AM Session School Schedule for that school.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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If you have many schools where the AM session starts at 08:00AM and ends at 10:45AM you can create one

QZTimE Schedule Copy ﬂ
Eile
Olo| 0| r's'\-’l Q|
("‘i Select All Schuul Schedules I Select All Schools
¥ | Sess... | Time Schedule Schoal 2 i o
1 Abd Ahd 2 Hrs and 40 Minutes | | Dl nmaReiarreenee
Oz Pt Pt 2 Hrs 45 Minutes 0= PA State School

O Lehigh Valley Christie. .

Ohitehall High Schoal

Bangor Area SeniorH...
O Colanial Mortharnpton .

O Faith Christian School
O Home Schooled

O Lehigh Learning Acad...
Orlatre Dame High Sch...

O Fius % High Schoal
[ Centennial

Freedom High Schoal 1

[ Coatsville Area SHS

Allentown City School
Allentown City School 0
Bangor Area School D
Bangor Area School D
Bangor Area School D
Bangor Area School D
Bangor Area Schoal D
Bangor Area School D
Bangor Area School D
Bethlehem 4rea Schoc
Bethlehem Area Schoc
Coatesville School Dis
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Updating Existing School Schedules

If your site chooses to update the existing School Schedules from last year you will need to perform the

following:

Run the District Billing > Sending Schools Time Schedules report

Identify which School Schedules have changes or are no longer valid

Go to each District/School.

Click on the existing School Schedule.

Enter the Instructional Hours in the Hours box.

Enter the Instructional Minutes in the Minutes box.

Verify the Start Time — if the start time for this school year was changed from what it was last school year

make the necessary adjustments.

8. Enter the End Time — if the end time for this school year was changed from what it was last school year
make the necessary adjustments

9. Click Save

10.Repeat process for all other Existing School Schedules that you are re-using.

11.Lastly, re-run Sending School Time Schedules report and verify all of your recent changes are complete

NoUu,s,wWwNE
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Updating Existing School Schedules

Allentown City School District

Lehigh Valley Christian School

District | Schoal School Schedules |Sohool Schedule Changes

District ALIN: |121_3gg_302 School ALN: 000-390-036
Location: IHarris Career and Technical Center j
o |3 44 2 Hrs 35 Minutes 1=
[~
_ Did Schedule Change?————Instructional Time g "
Session/Block: Abd - ’7  Yas & Mo ’7 Hours: |2 Minutes: |35 & NA
~ Sunday Maonday Tuesday Wednesday Thursday Friday Saturday " Semester 1
Held: " True & True & True & True &~ True & True " True  Semester?
&+ False " False " False " False " False " False &+ False
Start |12:DDAM ID?:EDAM ID?:EDAM ID?:EDAM ID?:EDAM ID?:EDAM |12:DDAM
End: 12:00 AM Im:zs A Im:zs A Im:zs A Im:zs A Im:zs A |12:nn A
Cert. Minutes
Lost: ID ID ID ID ID ID ID
Instructional Time Summary: I— Select An Instructional Time Summary
# | Session | School Schedule Location | Semester |
2 Phd Fid 2 Hrs 45 Minutes Harris Career and Technical Center 0
i 2 hAi er and Technical Center o
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Clearing Student School Schedules

It may be necessary at the start of a new year to clear all Student School =& District Billing

Schedules. This process will blank out any School Schedule assignment for a @ Child Accounting Managemen
student in the Student Scheduling District Updates tab. |§ Instructional Time Surmmary
Double Click Modules > Double click District Billing > Click Instructional Time

Summary glole] lslol ol

1. Click Procedures tab. e 1 Eiis 5]

——
Time Summaty Prossdures |SchaofShudsi Associaons| Studsrif Scheol Asseciaion
b

2. Select Location (if applicable)
3. Click True in Section One, “Zero Student School

1. Zero Studenl School Schedule #'s: This oplion will reset the School schedule number lo zero in Scheduling,

s Rk Uocias by 1. Zevo Schanl #
Schedules #’s.” 2 vt St ekt S, Tl o o vt i ™
student’s localion, District, School , and session. T
4. Click Yes when prompted, “Are you sure...” -
3. Hlml.'ﬂfhnnl Schedule Summary Information: This oplion will re-associale School Schedules to Time
5. There is no need to save. The Process Complete = v
message will appear when finished, click OK. b ol T sbn i 8 g "

4. Prage Schedules
e  Falsn

5. Purge Time Summaries: This option will delete all Time Summaries by location.

ClassMate

5 Parge Summarics
T  Fa

ClassMate

L E Process Completed!
-

Multi-Location schools will need to repeat these steps
for each location.
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Resetting Student School Schedules

After clearing all student school schedule assignments, it is likely your next step |- District Billing

will be to reset all student’s schedule assignments to the newly created @ Child Accounting Managemen
schedules. These steps perform that process. |§ Instructional Time Summary
Double Click Modules > Double click District Billing > Click Instructional Tlme

Summary Jﬁ’rJ _—

1. Click Procedures tab. e ] BN ]

~Tima.

2. Select Location (if applicable) S (S, ST —————
3.  Click True in Section Two, “Reset Student School

Schedules.”

1. Zero Studenl School Schedule #'s: This option will reset the School schedule number o zero in Scheduling,

District Updates tab.
1. Zet0 Schaol £

© Tre & Faise.

2. Resel Student School Schedules: This option will iate student i based on the

4. There is no need to save. The Process Complete sdentsossion, Dl Schoe s sesson s
message will appear when finished, click OK. B T e T T T D O DR K

3 Reset Sammary
© Tre & Foise.

4. Purge School Schedules: This oplion will delete all school Schedules in Sending School Management by
location.
4 Purge Schedules
[ Falea

5. Purge Time Summaries: This option will delete all Time Summaries by location.

5. Purge Ssmmasies

Note: Multi-Location schools will need to repeat these steps S GED
for each location.

ClassMate

1 } Process Completed!
.

All student’s School Schedule assignments in
Student Scheduling, District Updates will now be
reset to the default (numerically first) AM or PM
School Schedule for the school in which the
student is enrolled.
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Default Student School Schedules

After the Reset Student School Schedule process is complete, each student is assigned a School Schedule
by default, based on their District, School, and Session as reflected in Student Scheduling, District Updates
tab.

The default schedule for AM or PM is the first (numerically lowest) schedule of AM or PM on the School
Schedules tab of a particular school in the Base Data / Sending School Management module.

Example: Jane Doe is enrolled in School ABC of District XYZ in the AM session. School ABC may have 3
different AM and 3 different PM session School Schedules, but Jane will be reset to whichever AM session
School Schedule has the lowest numeric ID # in School ABC’s Sending School Management / School
Schedules tab.

If you have any students that do NOT adhere to the default school schedule, you will need to manually
update the schedule for those students individually.

Example: John Smith is also enrolled in School ABC of District XYZ in the AM session, but John rides a bus
which has a route that makes it arrive 15 minutes later every day than the normal start time. John will
have to be manually assigned a School Schedule that has been created for School ABC that has a later
start time.
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Assigning Student School Schedules Student Erroliment |

@ ClassMate Data Validations
To assign a particular School Schedule to a particular student: ~# Enrollment Processing
Double Click Modules > Double click Student Enrollment > Click Student Scheduling i emove] et STUdem'

- @ Student Contact Information
@ Student Enrollment Display
Click the Student’s Name on the left-hand list. - & Student Forms/CTSO/Commen

Click the District Updates Tab. - & Student Locator

@ Student Master Information
@ Stydent Permanant Records
Enter the School Schedule Number you want to assign. School Schedule #’s are assigned & Student Scheduling

based on the attending District/school and Student’s AM/PM /FD period session. Use the
number of the School Schedule from the School Schedules tab of the Sending School
Management for the student’s attending district /school, not the Time Summary #.Click Save

Select the Course.

PwnNE

Repeat as necessary for any additional courses or students.

[ CiazaMate for CTE - ClassMate -** Live Environment ™ - [Student Scheduling (SENROL_M)]

A Elle View  Sea
OS] co Hole 4 e
| Harris Career and Technical Canter | Anahi G Akian, 000012199
" | & Alpha = /—\'
- ¢
[I5] = History | Change Existing | Create New | withdraw Student - District Upiift‘ej(Non—Rssudem Updates | Attendance History
# Harris Career and Technical Centar + —
8 Akian. Alexa M 000012099 Frograrm # [ vrEndStawus: — - -
B Akinn. Anahi G 000012199 g |- Select A vear End Status =l
8 Akian, Anthony 000012209 Course [Cosrmetoloay
8 Akian. Caitlyn R 000012021
€ Akian C-:-Ih: E 000012148 Aftending District |Easton Area School District =l
@ Akian, Dakota T 000011266 Attending School [Easton Area High School ~J Schoot seneduls P-T . E—
& Akian, Ermi G 000011684
€ Akian, Hunter T 000011289 Program Status: |Currently Enrolled =l Grade: |10 |
8 Akian. Jacob D 000012038 0
€ Akian, Jacob E 000012087 Fesident District: [Easton Area School District B
8 Akan, Jahki A 000012149 Resident School: [Easton Area High Schasl |
& Akian, Joel A 000011728
@ Akian, Jordan A 0000712041 [ ety statue ] [Fod 00 Student recelved from a public school In PA ot operated by the this school district and was not previously enrolled Win this
8 Akian. Justin T 000011601
€ Akian, Madeline M 000011960 Withdrawal [
€ Akian, Maureen E 000011394 Status: I
& Akian, MichaelJ 000011698 e
€ Akian, Mitchell E 000011600 [~ Setact A Rotation — =l
& Akian. Sigourney 000012121 Begin Date, 08/29/2016 End Date. 01/01/1900 Calendar, 201617
& Akian, Stephanie L 000012200
€ Burson. Adrianna M 000011780 # [Grade [Course [ Entry [Wihdrwl | BeginDate [ EndDate
€ Burson. Alexis N 000011504 99 10 Professional Develop RO4_00 08/29/2016 01/01/1900
€ Burson, Amanda KK 000011048 3 10 Physical Education RO4_00 08/29/2016 01/01/1900
£ Burson. Amber L 000012202 2 10 He: ation R04_00 08/29/2016 01/01/1900
€ Burson. Anora S 000011961 - R.04_00 01/01/1 900
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State Reporting Validations
Calendar/Student Calendar > select *True Invalid/No Sch Schedule > Validate

* No School Schedule:
> Student has a 0 in their enrollment School Schedule field. Using the Student Assignment Criteria
previously defined, identify the proper School Schedule #, enter it in the field, and save.

Invalid School Schedule:
> Student has a # entered in the school schedule field; however, that # does not exist in Sending
School Management School Schedules tab for the student assignment criteria.

[ ClassMate for CTE - ClassMate - ** Live Environment - [state validations (PIMovAL M)]
“! Ele yalidate

Olw|o] J _|

‘ [201718 j Date  03/30/2018 1:38.46 Piv Harris Career and Technical Center -l _

P

\

Missing Missing Snap Blank Districts Blank 09 Entry Date _/
© True 1+ False | ’7 © True # False H  True @ False IV © Tue @ False

D/Len 10 Duplicate P D 9999 Resident LEA Blank Entry Dates

© True & False | ’V © Tre © False H € Tre & False HV © Tre & False

Blank Salary Mo State PPID N i Duplit PPID{SSN
 True + False ’V  Tre # False H © True @ False H’  Tre # False ‘

ident Status R d Entry/ Ei D Multi-Location Changes
’V  True * False H’ T Tue & False

 True + False H  True & False

z
o
U

Zero Hours/Percent CIP Code Infy i Technical Hours Delivery
© True * False ’7 © True < False H H’ i Tue * False ‘

Past y Credit

No Calendar
 False ‘ IV " Tre ~ False

| "CADIPIMS ADM Di ‘ ’—Mlssing ‘

~ False  True & False

IEP Primary/Spec Ed Gifted Student PIMS SpecPop
© True & False ”  Te & False H € True & Falsa
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Inserting & Updating Time Summaries Introduction

At this time we recommend and stress the importance to insert time summaries early and start validating the school schedule links
and student links; however, please wait to update time summary information until after the school year closes.

While working on this process please do not finalize the time summary information like rotation pattern, graduation dates, etc until
after the school year closes — the reason is that if you update all of your time summary data, then you have an unexpected school
closing or snow day that adjusts the School Calendars you will have to purge the time summary data and re-insert. All of your
updates will be lost.

Please be sure the following steps have been completed:
* All School Schedules have been entered and validated
* The School Calendar has been verified for the following:
> all Snow Days/other days have been entered
> all Make up Days have been properly flagged
> all Holidays have been entered
> all Teacher In-service Days have been entered
* all Act 80 days have been entered
* all Strike Days have been entered
* all days Added have been properly flagged

*Ekx*%* VERY IMPORTANT: the student last day is correctly displaying the # of days in session in School Calendar Management *****
> i.e if the Last Student Day is June 12, 20xx and the LEA is in session 180 days. When clicking on June 12, 201xx the day in
session should display 180.

> If the # displayed is not 180, do not proceed until the calendar has been corrected and the days in session displays 180.
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Inserting & Updating Time Summaries

Double Click Modules > Double click District Billing > Click
Instructional Time Summary = 'j] Cistrict Billing

P Child Accounting Managemen
- D Instructional Time Summa

* Click “Edit” located on the toolbar along the
top of the screen 7 File B

Yiew Report
* Click “Insert Time Summaries” I;Insert e l
This will insert 1 time summary for each unique school schedule that I ‘ Q ‘
you entered in the Sending School Management module.
Example: If you had 1 AM school schedule that you copied to all Harris Career and Technical Center |
schools, you will only have 1 AM time summary. 20152016 School Year .

- Time Sumrmariss

**1f you have a “special” schedule (for ex: only attending M-W-F) fora  [gwcusrigin sen
specific session (AM / PM) and it is duplicated in another Sending ] L
School please be aware this “Special” schedule will only show as ONE 1 D

. . . . . . - I Inutes
Time Schedule in Instructional Time Summaries (for ex: AM-Special / S5 GHs 2Mies

. I -1 BPM 2Hie 15 Minutes

PM-Special) ) 74N Specidl
This “special” schedule will then need to be assigned to ALL applicable | @ ###3e

Sending School Schedules in Sending School Management.

* Select Time Summary to Review & Update
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Inserting & Updating Time Summaries, continued - & District Billing
Double Click Modules > Double click District Billing > Click @ Child Accounting Managemen
Instructional Time Summary [Q Instructional Time Sumrmary
Select a Time Summary to Review & Update EEr——
i . . X i # Good Morning Ms_Akian
Review the following Highlighted Fields: B AM SHre 20 Minutes |
L 2 A 2 Hrs 40 Minutes
-8 3 PM 2 H 45 Minut
° Number Scheduled Days ,,: 4 A o Hr; 35 Mli:tjtii
° - B AM-Special
Act 80 Days 5 B AM-Spegial

*  Act 80 Group —this is a 12 digit field. The 12 digits are the 12 digits users entered on the PDE portal
when they submitted the Act 80 days for approval.

e Other Days (Snow)
*  Makeup Days
*  DaysAdded

. Strike
# Scheduled Days: |1?‘9 Act 80 Days: |D Act 80 Graoup: | Cither Days: |E|
Makeup Davs: |5 Daws Added: |5 Strike: ||:| Session: I,E\M

*Note: Should you find an error in ANY of these fields (except the Act 80 group which must be edited in this

module), we strongly recommend that you do not edit the totals here, but fix the calendar in the School Calendar
Management module.
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Inserting & Updating Time Summaries, continued

Sample Scenario:

While reviewing the Act 80 field it is determined that you have 1 ACT 80 day that is not appearing in your Time
Summary. You must edit the date of your ACT 80 day in School Calendar Management. The day has either been
classified incorrectly (In-service day) or has not been identified at all. After changing the day, click the Save
button.

[® ClassMate for CTE - ClassMate - ** Live Environment ** - [Calendar Control (CALNDRZ_M)] |
% File Edit ¥iew Report =
| Harris Career and Technical Center | (et (Be] e U e (B
| 2016-2017 School Year d [2oiE17 [2016-2017 5chool ear
Day Management | Calendar Control Management | Calendar Options | Calendar Copy/Fe-sequencs | **Grade Level Days |
0
July, 2016 August, 2016 September, 2016 Cckober, 2016 y:
s M T - Update a Day: s ‘ ) Tue & False ‘ £ Twe & False
Monday
CAD
Date: [osrosaor | Student Day in Session | CR— 1 € True @ False.
3 4 s s Setup Scheduled
Dap Tops = s
o " = Teacher Day in Session 186 . ° s
Descripi vy 17 17
- 1 1 By [Diice: 0 [
r Holiday after last school day 2 2
24 25 26 e Day Teacher Holickys IT 0
Student D ays: I
3 ] LT e i B EE
s Last Day: 05/31/2017
s M T Teacher Days: E
1 .
Class About in Session: | CO— Last Day: 0620572017
[ = s - Color Ks
s " = Day Type |T pe Code | G
 Strike 001411
20 21 2z AM Days in 1 Daysin 001440 E
m % N o v &N Create Date [11/17/2015 10:16:45 **Other 001408 1
27 26 29 Create User [Sustem 0071407 1
Modified Date: |—1 0/19/2016 8.42 47 001406 1
Modified L 001405 1
Mar Begin Time: 12.00 &M End Time: 12:00 &M odiied Dser [ciassmate
001404 1
s M T
001402 1
001401 1
s 5 7 10
£l | =
Save | Cancel |
1z 13 14 17 First Student Day
18 20 21 22 23 24 25 16 17 15 15 20 21 22 21 2 23 24 25 26 27 18 13 B 21 z2 23 24 I LestStudentDay
Current Last Student Day-Day  Adjustments Required to Balance
26 27 28 29 30 31 23 24 25 26 27 28 29 28 29 30 3t 25 26 27 28 29 30
MPStart Semester Start
an MP End Semester End

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

\J School Solutions

PIMS Child Acct EQY

Purge Time Summaries

Purge Time Summaries is for when you have a School

Calendar Change. If you have to perform the purge

Time Summaries process all of your updates to the

Time Summaries will be lost. o] o Bl b

2
1. CIeMAdemSchuul Schedules: This option will clear the School schedules Inf tion in Scheduling

District Updates tab.
1_ Clear Schedules
|—(' True 5 False

2. Reset Student School Schedules: This option will re-associate student enrollment information based on
the student's location, District, School , and session.

-5 District Billing
@ Child Accounting Managemen
- D |Instructional Time Summary

If a site has to purge Time Summaries the following

steps will need to be performed: [ R Scheey ]
1 ) G O to M Od u I eS > District Bi I I i ng > I nstructio na I 3. 23;?;;?;;‘)' Schedule Summary Information: This option will re-associate School Schedulesa-h;;l;ier:l:ummaw

Ti m e Su m ma ry' 4 Eurlge E‘;g:huul Schedules: This option will delete all school Schedules in Sending School MEn:g:::em o
2)  Click the Procedures Tab. o R |

3
l. Purge Time Summaries: This option will delete all Time Summaries by location.

3) Goto Step 5: Purge Time Summaries: This option
will delete all Time Summaries by Location.

4)  Click True.

5)  You will be prompted by a message saying: “Are
you sure you want to Purge Time Summaries for
Location” - if you are sure click Yes.

5. P Si i
()Fmem, |
Y

ClassMate

6) Repeat these steps if your site has multiple
locations that have also incurred a School
Calendar change that has affected Time
Summaries.
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Inserting & Updating Time Summaries, continued

After all the corrections have been made in the Calendar Control Module, you should then return to:
Modules > District Billing > Instructional Time Summary Module

You Must Re-Insert the Time Summaries after making updates to the calendar:

1. Click “Edit” located on the toolbar along the top of the screen
2. Click “Insert Time Summaries w Mg Fiopiall

Insert Time 5 i
The changes made to the calendar days are now reflected: ;ﬁ%. .3

# Scheduled Days: |1EEI | Act 80 Diays: |1 ]ﬁu:t 80 Group: |149385923E:?El Other Days: |EI
bakeup Days: |5 Days Added: |5 Strike: ||:| Session: I,&M
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Inserting & Updating Time Summaries, continued
Review the Data for the following Fields:

° Click “Save” Time Summary I Frocedures | School/Student Assoriations
1 |AM 2His 20 Minutes

[ Calendar Program: CTC/BVTS parttime progiam |
| Rotation Paftern: |Ha|f day - Graduation Date: IW
Calendar Start Date: [oerzozma Calendar End Date: [oenzezms
Instruction Start Date: [osszerzaia Instruction End Data: [T
# Scheduled Days: F Act 80 Days: ID— Act 80 Group: Other Days: IS—
Makeup Days: |5— Days Added: |5— Strike: ID— Session: IAM—

Instructional Hours in Day: |2 Instructional Minutes in Day: |2D
Total Lost Hours: ||J— Total Lost kinutes: o
| Full-time Percentage: ID_ED.DD | Days In Session: W

Verify: Calendar Program (verify a non-reimbursable entry exists for any non-state approved time summaries)

Verify: Rotation Pattern — (Required only for Half Day & Semester, leave blank otherwise)

Verify: Instructional Hours in Day
Verify: Instructional Minutes in Day
Manually Enter: Total Lost Hours
Manually Enter: Total Lost Minutes
Verify: Full-Time Percentage

Repeat the procedures for each time schedule
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Resetting School Schedule Summaries

Perform this step AFTER Time Summaries have been inserted/updated. -5 District Billing

Double Click Modules > Double click District Billing Information > Click Instructional Time @ Child Accounting Managemen
Summary [@ Instructional Time Summary

Click Procedures tab.

Select Location (if applicable)

Click True for #3, “Reset School Schedule Summary Information.”
4. Click OK when “Process Complete” appears.

wnN e

O« HS|a]| e

Harris Career and Technical Center
2015-2018 School Year

i — JE |

ol

Ll

—
Time Summan Procedures | schocl/Student Assaciations | Student/ School Association |
\-'—_—-/

1. Zero Student School Schedule #'s: This option will reset the School schedule number to zero in Scheduling,
District Updates tab.
1. Zaro School ¢
[ e = Folss |
2. Reset Student School Schedules: This option will re-assasciate student enroliment infarmation based on the
student's location, District, School ., and session.
2. Rasetachaduias
[T = Fal |
3. Reset School Schedule Summary Information: This option will re-associate School Schedules to Time
Summaries.
3. Rosot Summory
[ Ve True Fals |
4. Purge School Schedules: This sption will all school Schedules in Sending School M 9 v
location_
4. Purge Schedulas
| e = Folss |
5. Purge Time Summaries: This option will delete all Time Summaries by location.
5. Purge Bummaries
| T e =il |
ClassMate
\ ! If hool has multiple locat t
! Process Completed! our school has muiltipie locations, repeat as

necessary for each location.
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Verify School Schedules to Time Summaries Links
Go to Modules > District Billing > Instructional Time Summary

Click on Re po rts located on the to p tool bar. B8 ClassMate For CTE - ClassMate - ** Live Environment *% - [
i Fle Edit Wiew | Report
Inskructional Time Sunimary
Select the Time Summary Assignment report. ®| \53| o —tudent 2chonl Schedules

Time Surnraty Assigrirnent

Note: If the Report does not appear on top tool bar the report Harris Carec M —
can be accessed by closing the module, going to Reports District |2015-2016 School Year
Billing > Time Summary Assignment report. If you do not see this
report please contact your System Administrator and request
that the report be assigned to you.

Review this report and verify that the Sending Schools are
showing linked to the correct School Schedule & Time Summary.

If there are any Sending Schools not showing the correct linkage

between School Schedule & Time Summary you will need to
correct the linkage in the Sending School Management Module.
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Correcting School Schedules to Time Summaries Links

Double Click Modules > Double click Base Data > Click Sending School Management

1. Click a District.

2. Click a School.

3. Click the School Schedules tab.

4, Click on a Schedule to select.

5. Check that the dropdown shows the correct linkage to the Instructional Time Summary.
6

. Ifit does not, click the dropdown and select the appropriate Instructional Time Summary.
7. Click Save

] ClassMate for CTE - ClassMate - #* Live Environment ** - [Sending School Management (School_m)

O*wlc bela <

# Good Moming r Stem Allentown City School District
] **PIMS Out of State District

+ -
i [ *PIMS; PA State District . . J—I
-1 Allentown City School District A e (e St
A Allentown SD
- Lehigh Yalley Christian Schoal

D\strlot' School School Schedules |§d’woo| Schedule Changes'

4 whitehall High School | V|
7 [ Bangor Area School District
« (] Bethlehem Area School District N [121-3090-302 Schoal AUN: 121-397-803

7 (] Bethlehem Area Vocational-Technical
[ Career Institute of Technology

# (] Coatesville Schonl District

#[1 Commanwealth Cannection Acadermy C5

Location: IHarns Career and Technical Center

#-[ 1 East Stroudshurg School District
# [ Easton Area School District

(1 “Whitehall-Coplay School District
# (1 Wilson School District

QII

Instructional Tim

|
|
-]
—

. —_— Did Schedule Change? Semester —
+.[ 1 Lancaster School District SES BV RS :I' ’7  Yes = MNo H Hours: 0 Minutes ‘ & NA
7 (] Lehigh Career & Technical Institute
) MNazareth Area School District Sunday MMonday Tuesday ‘Wednescda Thursdlay Friday turcl  Sem rl
7 [ Morthampton Area School District Held: © True © True < Tie © True © True < Tie < True  Semesior?
+ [ Palisades School District
[ Pen Argyl School District & False & False & False & False & False & False & False
0] Philadelphia School District Stant IIZ[I[IAM IIZEI[IAM IWEI]IJAM |12EI[IAM |12EIEIAM IWEI]EIAM Iwz 00 AM
+[ 1 Pleasant Valley Schoal Distict
# [ Pocona Mountsin 5D Enck 12:00 AM |12 00 Ah ITE:UUAM |12 00 Ah |12 00 Ak |12:uu AM |12:uu AM
71 Saucon Valley School District B
5 [ Stroudsburg Area SD fant L T T 5 0 0 5 5
# [ venango test I I I I I I I

Instructional Time Surmmary:

# [ Session | School Schedule
B P P2 Hrs 45 Minul
3 AM AM 2 Hrs 35 Minut

— Select An Instructional Time Summary

onal Time S

8 o
Ak 2 Hrs 20 Minutes/Harris Career and Technical Center
Akt 2Hrs 40 Minutes/Harris Career and Technical Center
Pt 2Hrs 45 Minutes/Harris Career and Technical Center

Abd 2Hrs 35 Minutes/Harris Career and Technical Center
FD 6 Hrs 20 Minutes/Harris Career and Technical Cantar
P 2 Hrs 15 Minutes/Harris Career and Technical Center
Abd 0.0-Special/Harrie Career and Technical Center
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School/Student Associations

You can also view which school is assigned to which Time Summary
and which students are assigned to the School Schedule by
performing the following:

i District Billing
P Child Accounting Managemen
-2 Instructional Tirme Summary

Double Click Modules > Double click District Billing > Click Instructional Time Summary
1) Click ona Time Summary

2) Click the School/Student Associations tab
3) Click on a School Schedule

(& ClassMate for CTE - ClassMate - Y% Live Environment ** - [Instructional Time Summary (CADTIM_M;
Bl Edt View Report
= wlel Oole e
Harris Career and Technical Center j s:"l"::_nuuw" & False . -
2016-2017 School Year |~ #2 AM 2 Hrs 40 Minutes
Time Summaries ,—-—‘_—__—__—_""--
& Good Marning Mr. Stom Time Summary Prncndura( SchoolfStudent Associations ]‘.‘)ludenv Scheool Associatinn|
g 2 v B B
L aPM 2H
S aam H W Ses... | District | School Loc... Student | First [Last [PasecureiD | =]
VY Bangor Area Senior High ... |000... 000011... Joel Akian 4444472280
j ;im GE:"‘“”‘: 1 AM EASD Bethleham Catholic High ... 000... 000011... Deven Burson 4444759134
000011... Christian Burson 4444673246
000011... Rodney Burson 4444507989
000011... Justin Cooper 4444905035
000011... Jared Cooper 4444392770
000011... Karlee Danke 4444558385
000011... Taylor-Jane Danke 4444583892
000011... Zakory Danke 4444113249
000071... Natalia Fenstermac... 4444625625
000011... Joao Fenstermac... 4444876202 i
000011... Destiny Garfield 4444053114
000011... Hunter Garfield 4444119239
000011... Kaide Garfield 4444828335
000011... Mark Garfield 4444371769
000011... Joshua Garfield 4444758832
000011... Anthony Heard 4444244336
Q00011... Abbey Heard 4444585931
000011... Andrew Heard 4444160029
000011... Shane Heard 4444540525
000011... Amber Heard 4444486971
Q00011... Daniel Heard 4444588151
000011... Danielle Heard 4444107239
000011... Audrey InTel 4444156190
000011... Dakota Jarvis 4444048407
+ R an0n11_ leshua Kish AAAARSAP16 =l
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Double Click Modules > Double click District Billing > Click Instructional Time Summary

New tab in Instructional Time Summary. Student/School Association: v —
- District Billing

P Child Accounting Managemen
-2 Instructional Tirme Summary

On this tab the user can perform the following:

. Identify which students do not have a school schedule association assigned in Student Scheduling —
District Updates tab. These students display in red.

. Clicking on the student row in red will display an available school schedule to the right in the School
Schedule Window. Clicking the School Schedule will automatically associate the Student to the selected
school schedule # in Student Scheduling — District Updates tab.

** The primary function for this tab is for PIMS administrators who are left to process PIMS Child Accounting
information after the Student Services staff has left for the summer and they do not know how or where to
update student schedules.

i B Edt Yiew Report

Olele| dlelal el

IHarris Career and Technical Center j (S:S‘Te:emwer G Fels ;I _I
| 2016-201T;School Year j #2AM 2Hrs 40 Minutes
(Time =
& Good oring . Stem Time Summary Procedures| School/Student Associatiéns Student/ School Association | \/
¥ 3PM 2Hrs 46 Minutes _ P
) 4AM 2Hie 35Minutes Red Font= Students with no School Schedule Association
S5 oHe ToMmae Dakota Akian, %
5 T AM 00 pecial ~Select a Student Cllck szupdate Student School ——
o pamGoseend Student |Prgm# |First |Lasl |PasecureID |Tr:] ‘111 |Ses |D|slr|ct |Schoo| |LDN
000011266 1 Dakota Akian 4444822458 2/ ||[02 PM  EASD  Easton Area High School 0000...
000011266 15 [Dakola  AKian | 0440520058 O AM  EASD  Easton AreaHighSchool  0000..
000011289 1 Hunter Akian 4444868665 2 b 04 PM  EASD  Easton Area High School 0000
000011289 5 Hunter Akian 4444868665 O _
000011394 1 Maureen Akian 4444890085 2 b — —
000011394 5 Maureen Akian 4444890065 O I
000011800 3 Mitchell Akian 4444548419 3
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Recommended Reports

School Calendar Information > School Calendar List

Review scheduled days for accuracy

District Billing > Instructional Time Summary

Review Time Summary data

District Billing > Student School Schedules

Review students linked to school schedule number

**Note: Students are not linked to the Time Summary Number.

If there are students who are not linked to the proper School Schedule Number those students will
need to be manually adjusted in Student Scheduling / District Updates tab.

District Billing > Time Summary Assignment
Review Schools associated with Time Summary

Must export PIMS templates before generating the following reports:
PIMS Management > Alpha Student Calendar Fact

PIMS Management > PIMS Student Calendar Fact Summary

PIMS Management > PIMS School Calendar

PIMS Management > Current Yr — School Calendar Report
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Child Accounting Reports
Reports > District Billing > Enrollment Membership Summary

On this report review/validate district data, look for discrepancies of membership that exceed your total
days in session and Blank Districts

Reports > PIMS Management > PIMS ADM Summary

***Note: Before running these reports you MUST export the PIMS School Calendar &
PIMS Student Calendar Fact templates

Compare the PIMS ADM Summary report to the Enrollment Membership Summary
report.

Look at all data including membership entries and totals. Make sure no students are
missing. Make sure that the data matches.

Clients should review student discrepancies individually, checking schedule begin
dates and end dates, checking to see if the Student is linked correctly for PIMS, etc.

Discrepancies that cannot be corrected should be sent to the Help Desk for
assistance.
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Time Change * Special Circumstance
During the School Year

Once the School schedules have been created, inserted, updated and saved ClassMate does allow for
changes to the schedule while the school year is in session.

Getting Started

Double Click Modules > Double click Base Data Information > b3 Base Data Information |

Click Sending School Management | £ C?W Maintehance
------ # City/State/Zip Code Manageme

------ & County Maintenance ]

------ & Location/Building/Room Manag

------ # Period Management

I_Q Sending School Management |
------ # US States Maintenance
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Time Change * Special Circumstance, continued
Time Change Example

School A’s AM students have been attending the CTC for the first 90 days of school at 8:00AM until 10:45
AM which is 2 hours & 45 minutes of instructional time.

Now School A has informed the CTC that these same AM students will now be coming at 8:30AM until
10:45AM which is 2 hours & 15 minutes instructional time for the last 90 days of the school year.

This example would require a Schedule Change be created. The process is:
Mark the schedule that will be changed to “Schedule Change?: Yes” on the School Schedules tab.

Create the original schedule in the School Schedule Changes tab.
Create the new schedule with the changed times in the Time Changes tab.

W

Make additional changes, as needed, if the schedule changes again — if the schedule changes back to
the original, for example.

At the end of the process, you may have multiple time changes for one schedule but they must add up to
the full number of school days in the year.
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Time Change* Special Circumstance, continued
Creating a Time Change: Part One — Mark Schedule as Changed on School Schedules tab:

1. Select the school.

2. Select the School Schedule that requires the Time Change.
3. Click “Yes” for Did Schedule Change?

4.  Click Save.

Dis’rrio’r' @ohool School Schedules |Sohool Schedule Changes'

District ALIMN: |121_3gg_302 School ALN: 121-397-803
Locatian: IHarris Career and Technical Center j
O |3 ki 2 Hrs 35 Minutes =1
— — El
_ “Uid Scheduls Change?;\ Instructional Time 5 0
SessmnSle: Ak hd Q (ol  No E { Hours: Igi hinutes: |357 & 1A
— Sunday honday Tuesda ‘ _'JE{ Thursday Friday Saturday " Semester 1
Held: " True " True & True @ True & True @ True = True  Samastar?
* False " False " False " False  False " False ~ False
Start |12:nn Abd In?:sn Ahd In?:sn Ahd In?:sn Ahd In?:sn A ID?:SDAM |12:nn Abd
End: 12:00 AM |1n:25 Ahd Im:zs Ahd |1n:25 Ahd |1n:25 Ahd |1D:25AM |12:nn AM
Cert. Minutes
Lost [ B B B B B B
Instructional Tirme Surmrmarny: IAM 2 Hrs 36 Minutes/Harris Career and Technical Center
# I Session School Schedule I Location I Semester
2 P P 2 Hrs 45 Minutes Harris Career and Technical Center 1]
3 Abd A2 Hrs 35 Minutes Harris Career and Technical Center 1]
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Time Change* Special Circumstance, continued.
Time Change Part Two: Creatingthe Original Schedule in Time Changes Tab.

1.
2.

© N O Uu &

Click the Time Changes Tab.
Click the Green Next Number button.
Enter a Time Change Name for the original School Schedule time — This will be the initial schedule.

. ClassMate best practice is to use the number of days. Example: “First 90 days.”
Enter the # of Days in the # of Days box (example: 90)
Enter the # of Hours in the # of Hours box (example: 2)
Enter the # of Minutes in the # of Minutes box (example: 45)
Click Save.

When all time changes have been entered , user must click the recalculate Average button so that all
the time change hours and minutes can be averaged in to 1 average Hours and minutes time

summary. District| School | School Schedules [ Time 1 )

District AUM School AUN: Location 1D 007088

Sk Y1s1EIE s [

Note: Remember that this info is for the 2 1 First 90 days  (3)
original schedule. In the next step we
will enter the data for the changed
schedule.

#Days:  [gp @ # Hours: W # Minutes: ’?@
@ Avg Minutes: ’07 Haurs: ’0— Min: ’0—

# |Time # | Days ‘ Hours | Minutes |
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Time Change* Special Circumstance, continued.
Time Change Part Three: Creating the New Schedule in Time Changes Tab.

1.
2.
3.

N o v s

Click the Time Changes Tab if not already selected.
Click the Green Next Number button.

Enter a Time Change Name for the new School Schedule time — this will be the new
schedule.

*  ClassMate best practice is to use the number of days. Example: “Next 90 days.”
Enter the new # of Days in the # of Days box (example: 90)
Enter the new # of Hours in the # of Hours box (example: 2)

Enter the new # of Minutes in the # of Minutes box (example: 30)
Click Save D:smct|5mum|smm|3mammg@

\Q Q, m e Q SchodlAUN: [000.005-455 | LocatonID:  [oo07068 |

Note: If during the school year the @E f @

schedule changes yet again, such as # Days - g;._@ #hous' o (5) #unes [ (6)
back to the original time, a 3" Time AvgMnutes: g Hours: g M. g

Changes schedule must be created ¢ Time # | Days | Hours Minutes | H

with that information.
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PIMS Export Management

Getting Started:
Double click > Modules > Double Click PIMS Management > Click PIMS Export Management

*  When the module opens:
1. Click Edit
2. Click Add Snapshot/Submission Dates
3. Click the Snapshot Date drop down arrow & select the submission date — 06/30/YYYY

* Note: We know on the PDE PIMS Calendar PDE lists the Snapshot Date as N/A but a Snapshot

Date is required for Export so utilize the end of the school year which is 06/30/YYYY.

4. Check the boxes for the templates that are due for the PIMS Child Acct EOY Submission which are:

Student, School Enrollment, School Calendar, and Student Calendar Fact.
5. Click the Save icon

6. Click the Close icon to return to the initial PIMS Export Management screen
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PIMS Export Management

3y i i {¥ PIMS Snapshot Dates
B -Eu:ht Wigw  Repork :
1 = File

N iCreate Export Templates
| %) |1
- 2 add snapshot/Submission Dakes 5 6

Cl:  Purge Export Daka
Snapshot Date: IDE;"EDIEDM vl 3 ’
Sul Purge CSY Folder
~Select all that apply
Fil issi
le  Delete Submission Dates ¥ Student F Course
File Delimiter: r [~ Student Snapshot [~ Course Instructor
[~ School Enroll [~ Staff Student Course
Note: We have noticed several locations I~ Program Facts (4 ' " CTE Student Facts
that throughout the year last year had [~ Staff [~ CTE Student Credentials
entered various random dates in as [ Staff Snapshot W School Calendar
ZmeISSI(I)n DatET. -I-Ih:’ should rl;Ot be [~ Staff Assignment ¥ Student Calendar Facts:
one, only actual valid PIMS Submission
! \ [~ Staff Development Fact [~ Safe School Templates
Dates should ever be added to this g g
dropdown, adding additional dates that

do not match actual PIMS Submissions
can affect the validity of your exported
data.
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PIMS Export Management

Getting Started:
Double click > Modules > Double Click PIMS Management > Click PIMS Export Management

* Once back at the Initial PIMS Export Management
1. Click the Submission Date drop down arrow & select the submission date that you just added

2. Check the boxes for the templates that are due for the PIMS Child Acct EOY Submission which are

Student, School Enrollment, School Calendar, and Student Calendar Fact
3. If you want the file headers included on your export files check the Include Header box

*  If you export your files with the headers included, on the PIMS Site when you upload the files

you must check the boxes for include headers for each file.

4. To export the files click Save (floppy disk icon)
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PIMS Export Management

[#] ClassMate for CTE - ClassMate - ** Live Environment ** - [PIMS Export Management (PIMSEX_M)]

File Edt ‘iew Report

Olole| Hla 9

Harris Career and Technical Center hd
06/3072017 v

AClsssmate ) [ b |
o

CTC Callections | CTC Collections I Individual Exports | School Enrollment Deletion | PIMS No Show Students |

120463007 _Stuclent

120433007 _Stud_Snapshot_

120483007_School_Enrall_

120483007 _Programs_Fact_

120453007 _Staff_

120483007 _Staff_Snapshat_

120453007 _Staff_Assignment_

120463007 _Staff_Dev_Fact_

120483007_Course_

120483007_Course_Enroll_

120453007 _Crse_Instruct_

120483007_5Staff_Student_Subtest_

120483007_PIMS_School_Calendar_

120483007_PIMS_Student_Calendar_Fact_

120463007_CTE_Student_Fact_

mEEE R EE R R RN R R

120483007_CTE_Student_Credential_
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PIMS Export Management

Getting Started:
Double click > Modules > Double Click PIMS Management > Click PIMS Export Management

iilm‘litt fr CTE-Dassbote - ** e Envroment ™ - [P Exrt Manogement PIMSE )]

*  Multi-location processing for most export files, except Safe
Schools, must be uploaded as 1 combined file.

*  When exporting multi location information, clicking the foiteasintee i
Combined locations radio button on the right of the Sl W] -
submission date drop down will create 1 export file which | ** s |
will include the export template data for all locations. el T P

Tl T it x|

*  PIMS does not require multi-locations to submit combined
location files; however, if your site has students who move
from one Location to the other Location thru out the school
year, we highly recommend you submit your files as a
combined location file. In the past, we found that submitting
individual location files in some situations resulted in DQE
errors on students who moved from one location to another.
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Suite 500
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Questions? Contact us!
ClassMate HelpDesk

855-984-1228
support.classmate.net
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