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Overview

CTE ‘s are required to collect a variety of student and/or employee
forms to be kept them on file. The task of maintaining the forms Enter Required
collected then determining which students/employees have
missing or expiring forms can be an overwhelming and time
consuming process.

Forms

ClassMate has functionality that easily and efficiently manages the
forms collection and record keeping process. ClassMate allows
users to customize the names of the forms your school is required
to collect. Additionally, all forms can be linked to the specific
Courses they are required for so only the students with enroliment
in those courses need to have the forms collected. Collected forms
received are then flagged in the system by Support Staff.

Flag Forms in
ClassMate

Administrators can easily identify missing and expiring forms via Report on Forms by

reporting. student/employee

Schools utilizing the Document Linkage functionality can also link
selected documents that are Forms and the system will mark the
form as selected for both students and employees.

Contact your ClassMate professional services team member for
more information regarding this functionality.

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 Copyright ©2015 [Unpublished Work] All rights reserved.



7V}, HARRIS

‘\\.J School Solutions

Student & Employee Forms

What we’ll Learn..... Module & Report Assignments
Administrative Modules

Forms Pre-Requisites i )
--Student Registration/Enroliment

-Base Data Setup: Employee Management
-Base Data Setup: Student Forms Management Administrative Reports

-Expiring Student Forms by Class
-Expiring Student Forms by Student
-Forms List by Student

-Student Forms by Student/Course
-Student Forms by Course

-Student Forms List by Form
-Forms Checklist by Student

Student Forms Management
- Viewing Forms
- Creating ALL Student Forms
- Creating Forms for Specific Courses
- Tracking Forms
- Expiring Forms
- Forms Reporting
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Getting Started: Creating Employee Forms

Double Click My Modules > Double click Base Data >
Click Employee Forms Management

m To create a new form enter the Form Name in the field

@ Select the appropriate form options. These include:

Expiring Form: Will require the user to enter a start and end date when selected
Purge at Rollover: System will remove the flag indicating the form was received at rollover
Document Linkage: System will take the linked form and place it | the dropdown for selection

E.] Save the form and associated selections

The newly created employee form will now be available for selection in the Employee
Management module > Forms Tab

School Solutions
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Modules
= Attendance
=]Base Data Management
- Campus Maintenance
# City/State Management
-# County Management
# Discount Management
@ District Managem
--& Employe
# Ethnicity Management
-# Fee Management
# Funding Sources Managemen|
@ Instructional Base Data
# Instructor Rates Management
@ Location/Building/Room Mana
# Master Codes Management

-9 Peri
tudent Forms Manageme

QYEnter Form Name Here

Genera\| Posmon| Ratesl Qualified Col

@ te/Modify | Linked Documents |

Effective Date Expiration Date Expiring Form Docurnent Location

DO Best Form Ever

OFA FAFSA Application
OJob Application
OTeaching Certificate
Ov2018a QA Employee Form

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.



School Solutions

Student & Employee Forms 2 ’l HARRIS

Getting Started: Creating Student Forms not linked to a course

Double Click My Modules > Double click e e
Base Data > Click Student Forms Management Ro2se Data Management

~# Campus Maintenance
Creating a form NOT linked to a Course (Uncategorized) e Sﬁiﬁtfﬁa“ﬂigiﬁi"ﬁf "

# Discount Management
& District Manag

m Select Uncategorized Forms from the drop down menu.
Uncategorized Forms will be available to all students

2 Ethnlmty Management

regardless of their enroliment ~# Fee Management

# Funding Sources Managemen
- Instructional Base Data

# Instructor Rates Management
& Location/Building/Room Mana

# Master Codes Management

@ Peyi
tudent Forms Manageme

A+ Cer‘hf\oatlon Prep Course. COMPUTER TECHNOLOGY/COMPUTER SYSTEMS TEC
ABC Apprentice HVACS, HEATING. AIR CONDITIONING. VENTILATION A

@ Select the Grey button with the GREEN arrow to create the
next sequential ID number.

E,] Enter the Form Name

Uncategorized -

1726
Enter Uncategorized Form Narne Here]
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Creating a form NOT linked to a Course

Identify the Form as:

[@ Expiring Form: Will require the user to enter a start and end date when selected
B Purge at Rollover: System will remove the flag indicating the form was received at rollover
[@ Document Linkage: System will take the linked form and place it | the dropdown for selection

() Select the Save icon to finalize the form

Uncategorized -
1726
Enter Uncategorized Form Name Here]
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Getting Started: Creating Student Forms linked to specific Courses _
rses/Foims |

= & Good Afternoon Petlin

Student & Employee Forms f“:’} HARRIS

By default only Active Course are displayed. If you would like to et nd P o Edona g S
view an Inactive Courses or Both Active and Inactive, select the radio 3§g§gzt:;g_:§gg;:gfg:%h::g;jg;ﬂ;ﬁ;ﬁ;;ogg;;nggggﬁmﬂevomdm
button accordingly. To create forms LINKED to specifics Courses: e

£ 430450 - Criminal Advanced Secunty Officer
3430107 - Criinal Justice 616 Hour Program

£ 430FCO - Crminal Justice Fully Certified Officer
H M 3 4305TR - Criminal Justics Sscurity Training
Select a Course from the course listing B ans. o ey
1610904 - Emergency Medical Techrician
DI61EMTC - Emergency Medical Technician Care
£3 PT0208 - History & Efhics of Pharmacy & Phamacy of the Respirafory System & Nuciear

@ Select the Grey button with the GREEN arrow to create the next B o o e s gy o e Croair

£3 PT0204 - Infection Cnirl. Med. Erors & Altem Med & Phamacologyof Integumerntory Syste
H 1610801 - Medical Assisting
sequential ID number, enter Form Name and make Form 5 110701 ion Oce S
53 11 MOWE - Microsoft Word/Excel
£1062010 - Notary Public

Requirement Selections (see previous slide) MO Knat L niatnOme

LI610710 - Patient Navigator

0 PayPal - Pay Pal Test Course

£ PT0108S - Pharmacy Math Corversion & Calculations

3510806 - Pharmacy Technician

0 R £3 FTD102 - Fharmacy Teminology & Abbreviations
3100202 - Video Production & Digital Media

E-] Select a previously created form from the drop down menu. The
form selected will then populate the previously created ID and
defaults

Child Development, Child Developrnent -
Book Pick-Up
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Viewing Courses & Linked Forms

By default only Active Courses are displayed. If you would like to view Inactive Courses or Both Active and
Inactive, select the radio button accordingly.

To view Forms linked to specifics Courses:
m Select the Course you would like to view. Note: Blue Courses do not have any linked forms

@ Select the Form. Once the Form is selected all associated information will display in the grid

Faorm Name Form 1D
Courses/Forms TB Test ]
Life Scan @ 28

=--# Good Afternoon Petlin
-------- {1 Uncategorized Forms
-------- {2 PT0201 - Administration of Medications and Pharmacology of the Endocrine/Lymphatic Syste
-------- {1 PTO206 - Administrative Aspects of the Pharmacy Tecnician & Fharmacolgy of the G

-------- {1 PTO206 - Aspects of Hospital Pharmacy and Pharmacology of the Unrinary and Reporoductiy
-------- [ PT0202 - Aspects of Retail Pharmacy and Phamacology of the Nervous System

-------- {APTO107 - Basic Math Skills
----- 31210 - Child Developrment

(1 FT0301 - Clinical Externship

Helpful Report Base Data > Student Forms by Course

L hild Develo pment

Form ID Form Name Expiring Form
28 Life Scan Y
4 TH Test b
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Tracking Student Forms
Getting Started

Double Click My Modules > Double click
Student Processing > Click Registration /Enrollment > Forms Tab

- Certificate Eligibility
& Enrollment Summary
@ Parking Permits

. . @ Placement Information
m Select the appropriate Student Filter from the dropdown menu BT siration/Enrolment

@ Student Assessment Manage
@ Select the Student Name & Student Contacts

@ Student Industry Credentials
@ Student Surveys

@ Select the Forms Tab & Waltlist Processing

@ Select the Course the form is linked to from the dropdown menu

El] Select the Form by clicking the box to the left of the Form name

Demographics | Special Pops/Lang | EnrDHmentl Pro 9

W' cademic Hlstmyl MNotes | Linked Ducumenlsl CASASInfDl

) Adult Students
Stern, Heather 100000313 - 4444
-8 Anderson, Alexandria 100000714 - 4444
€ Anderson, Alexis 100000113 - 4444
-8 Anderson, Alexis C 100000618 - 4444
- B Anderson, Alicia A 100000824 - 4444
€ Anderson, &lonna 100000108 - 4444
-8 Anderson, Ami 100000440 - 4444
€ Anderson, Anai 100000769 - 4444
€ Anderson, Andrew 100000431 - 4444
- & Anderson, Angel 100000400 - 4444
€ Anderson. April 100000231 - 4444
& Anderson, Banuelos 100000615 - 4444
-8 Andsrson, Brandon 100000673 - 4444
€ Anderson. Brandon 100000596 - 4444
-8 Anderson, Carlos 100000689 - 4444
-8 Anderson, Daniel 100000525 - 4444

9 Child Development, Child D evelopment -
Gy [Fomtlote___FomiD__|_EffeciveDaie

-~ Form D ates/Camment

Effective Date: I‘m/ﬂ;‘ZmE

[EIQE

Expiration Dete [10/11/2m8

Ciomimenit:

Cancel & s D
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Student Registration/Enrollment: Forms Tab
Tracking Student Forms

E Select the Form by clicking the box to the left of the Form name. Evpria Form
If the Form selected has been identified as expiring effective dates are required. [k
The Forms requiring dates have a “Y” in the Expiring Forms column. E

-Enter the Effective Date:

-Enter the Expiration Date:

-Enter any Comments pertaining to this Form
-Save

—Form DratesComment

Effective Date: l01/01/2018
Expiration Date; 11143002016

L+f L]

Comment:

Enter any Motes or Comments Herel

Cancel Save

Helpful Hint: If a Form has been identified as Expiring, Effective Dates will need to be entered.
Expiring Forms reports are available to assist in identifying students with expiring forms
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Getting Started: Reporting

Double Click My Reports > Double click
Student Processing or Base Data

=% Analysis Reporting

=% Attendance
) A £

=% ClassLink Internal

=@ Curriculum Management
# Data Validations

=@ Grading

=% Payment Processing

=% Personnel Management
=% School Calendar
JwState Reportmg

The following companion reports should be
assigned to the appropriate groups or individuals:

Base Data
o Student Forms by Course
o Student Forms List by Form

] A
& Student Prooessm

Student Processing FEtTation

o Course Forms by Class # Unassigned Report Category
o Expiring Student Forms by Class
o Expiring Student Forms by Student
o Forms List by Student et s o
o Student Forms by Student/Course R —
o Student Forms Checklist " Eamo Fom ume Saipsie  Endoats Commnt
Practical Math
Form ID Form Name Start Date End Date Comment
1782 Abacus Test 01012016 11/30/2016 Enter any Nctes or Commen!

Here
1777 HIPPA Code of Ethics
1778 Remedial Math Test Scores

Uncategorized
Form ID Form Name Start Date End Date Comment
1737 CNA 2 Step TB Test 10152015 101152015

ClassMate Adult Ed STDFORMS_R Printed by: classmate
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Helpful Hints

Master Codes: Master Codes
Any Form previously created in Master
Codes 1700-1799 in now linked to the Student

--© 001702 - LPN Appllcatlon

Forms Management module. Users can now O 001703 - Submit Letier of Recommendation #1
. © 001704 - Submit Letter of Recommendation #2

create and link student forms all from the 0 001705~ Entrance Exam Soheduled

-0 001706 - Graduation-HS Diploma
Student Forms Management module and users © 001707 Craduation: M5 Transerip
can by pass the Master Codes module all -+~ 001708 - Graduation- GED

-0 001709 - TEAS Exam - Accepted
together © 001710 - TEAS Exam - Waillist

--@ 001711 - TEAS Exam - Not Accepted

DOCU ment Li n kage: 2 00] 21 2- I:‘nterview witl:n Supervisor

When using the Document Linkage functionality,
users will automatically have the Form checked
on the Forms tab when the Form name is ittt bepe satose  Engose Commen

1775 Back Ground Check

selected. If the Form is NOT displaying on the LT —

Medical Law/Ethics/HIPAA

linkage drop down ensure that the Document o HPArn senpels Fdbsle Smmen
Linkage radio button is set to “yes” in Student o2 FomsMoms e B o e r o

Here

1777 HIPPA Code of Ethics

Forms Management T8 Remecit it Tot Scrs

Uncategorized
Form ID Form Name StartDate  End Date Comment
1737 CMA 2 Step TB Test 10152015 11572015
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