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What we’ll Learn..... Module Assignment

e Modules
Certification Hours Setup

*Attendance
*Administrative Attendance
*Attendance by Student
*Transfer Hours
*Enter Transfer Hours (Admin Only Module)
*Class Transfer Hours
*Certification Hours by Student

Taking Attendance, Editing & Verifying *Make-Up Hours Management
Hours *Administrative Attendance

e Curriculum Management

o Instructional Course Offerings
* Base Data

o Period Management Table
e Administrative Attendance

o Transfer Hours

Report Assignment
* Transfer Hours P &

* Make up Hours
* Attendance
* Certification Hours by Student

Administrator Reports

Attendance

Student Clock Hours Report
Attendance History Report
Attendance Roster
Monthly Attendance Roster
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Certification Hours: Instructional Course Offerings

Getting Started

i Modules
. =B Attendance
Double click My Modules > =3 Base Data Management
Double click Curriculum Management>Click =
Instructional Course Offerings & Lurriculum Management
----- # Assessment/Credential Management
. e | # Competency Management
Certification Hours & # Industry Credentials Management
ClassMate allows users to track certification hours || - Insrelsnell SES: O EInES
A | # Instructor Unit Curriculum Mgmt
by student to ensure the student earns the required || # Multi-Educator Assignments
number of hours for a specific course. The number  H_- 2 Program Management

of hours are established at the course level. As
attendance is created the established number of

earned hours per class accumulate and are then tabulated
using an automated process. The number of hours

can be adjusted as required due to absences, tardies or
previously earned hours. A real time summary of

student hours is the result, allowing both instructors

and students to easily identify a potential deficit.

NOTE: To open Modules or Sub-Modules, click on the
Module’s Title or the plus sign (+) to the left of the Title
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Certification Hours: Instructional Course Offerings

Ensure the correct number of hours required for the course has been properly

established. The hours are setup at the Course or Class Level. The entire certification hours
functionality uses this number along with earned hours per class to determine if hours are
Missing. If the course and class hours differ, the class hours will be used

Should you need additional assistance with this see the system administrator

Prograrms | Cnur

Basic Information W Financial Information | Federal/State Reparting Information | Online Riegistration Information | Certifications

AVAL 200 Service & Troublzshoating

7.1 ngramTDD\s Equip, Uniforms...e
[ Agriculture, Food & Natural Res Sp18a 5 piing 201742018

1 {4 Architecture & Constructio

w1 460703 - Cﬁbinatmﬁkmg and Millwark
(1 460201 - Carpeniry/Carpenter

[ 469999 - Construction Trades, Other
B4 460302 - Electrician

-1 AED10T-RT ELECTRICITY 1
[0 AENT0Z-RT ELECTRICITY 2

[ AED201 - RT ELECTRICITY 3

N [ AED202-RT ELECTRICITY 4 HVAC M-F 5:00-10:00PM
=14 470201 - Heating, Air Conditioning, Yentilation and Refrigeration Maintenance Techr
- HVATDZ - BASICWIRING Banach, Luther
LA HVAI03 - HVAC 2-HEATING Other Decupational

[0 HVAZ01 - HVAC 3- Air Conditioning
~CO HVAT0T -HVYAC - INTRO TO ELECTRICITY - Seleot An Insliuclor Rate
<0 HVAT04 - HVAC 104 Heating —

LA HYATIT - HVYAC 111 Electicity 8 Wiring 04/20/2018 -
LI HvAI20 -HVAC120-A)C

]--’,_J HYAZOD - HVAL 200 Senvice & Troukleshooting 05/31/2018
i | Splia |+~
[ HVAZ03 - HVAC 203 Sheet Rack and Framing

- £ HVA204 - HVAG 204 Electronics, New Tech, Geo, Solar <d | g
- Splda pr— |

Note: It is a best practice to change hours required for a course on the class level
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Certification Hours: Period Management Wy Folders: n
. ) Modules

Getting Started B Adcssies

Double click My Modules > @ Carnpus Mairtenance

. . . @ City/State Management
Double click Base Data>Click Period B Coimy Managergnent

Management> ..@ Discount Management
- District Management

@ Emplover Management

@ Ethnicity Management

- @ Fee Management

@ Funding Sources Managemer

@ Instructional Base Data

.4 Location/Building/Room Mana

- Master Codes Management
Period Management

NOTE: To open Modules or Sub-Modules, click on the
Module’s Title or the plus sign (+) to the left of the Title
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Certification Hours: Period Management

Ensure the correct number of hours earned each day has been properly established.
Classroom and/or clinical hours can vary if needed and appropriate.

@ Select the Course utilizing certification hours functionality from the list on the left
@ Confirm Class & Clinical Hours table for Day held, Start Time, End Time and Length

@ All data entered here will stamp the hours earned each time attendance is taken for this
course. Proper setup is vital to accurate hours calculation

& Good Aftemoon  Burson «] 000013 LPN AP1 Sept Wk 1
-{"7] D00OO7 &E Evening Program Period [EVE)
7] 000002 AE D aytire Program Period (DY)
{1 DODODZ AE COL Period [M-F) [EEE PN APT Seprwih 1
7] 000004 AE Mabile Equipment Perind [M-TH) e
7] 000005 AE Police Academy Period [M-TH)
7] 000006 AE 5T Computer Perind (W, W]
{71 DDDOOT A ST Computer Period (T, TH] @ Class Hours
7] 000008 AE 5T Basic Mackine Period [Wed Only) X
{71 000009 A ST Nurse Aide Period (M, W, TH] Class Held: i Sunday Monday Tuesday Wednesda Thursday Friday Saturday
(7] 000010 LPN Lac 2 [MF)  True " True i True * Tue o Tue o Tue T Te
{71 000011 LPN Loc1 [#-F) % False * False " False  False  False  False * False
{71 000012 LPN Loc 3 (M-F
@ T ,u, qp' ﬂ_ﬂ_ ; Start: [12004M [1z00AM | [o7:304m [ [07:30.4M [1z00AM
11 000014 LPN APT Sept ik End [1200 44 [1z:00 A [fz:00 P 1200 [10:30 4 [10:30 4 [12004
{1 000015 LPN AP1 Septwk3
(1] 00D LPN AP1 Septwkd Lt [oo:00 [oo:00 [oz00 [o7:00 [o3:00 [o3:00 [on:00
{1 000017 LPN 4P1 Oct'wh1
{1 00018 LPN 4P1 Oct'wk2 .
~{7] 000019 LPN AP1 Octwk3 @ Clinical Hours
~{] DODOZ0LPN &P1 Oct w4 _ Sunda -~
L 1 tionday Tuesday wednesda Thureda Friday Saturday
L1 000021 LPN AFT Nov wh Blnal ek ||  Tre & True & e & Tne & Tue © Tie
~{] 000022 LPN &P1 Nav wk2
] 000023 LPN AP Now'wik " False {* Fake " Fake " Falsa " Falsa " Falsa {* Falss
(] 000024 LPN £P1 Now 'whd Start |12-nn Ah |12 00 &M |n?-3n AM |n?-3n Ah |DT-3D b |n?-3n A |12 00 &
{1 000025 LPN AP182 Now/Dec Wik _
~{] 000026 LPN 4P1%2 Dec Wk2 End [1z004m [12004M [oz:00 P [oz00 P 123040 123040 [1z004M
{71 000027 LPN AP152 Dec Wk
-] 000028 LPN AP122 Dec Wkd Lenath: |DD:DD |00 [i] |07:00 |07:00 |DS:DU |03:00 |00 [il]
L) 000023 | PN AP2 Sept ik |

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION

Do not copy or distribute without written permission from Harris School Solutions, Copyright ©2014. [Unpublished Work]. All rights reserved.



Certification Hours 7"\’4 HARRIS

‘\\. School Solutions
Certification Hours: Enter Transfer Hours (Admin Module/Multiple Hour Entries)

If a student has previously earned hours, either in another class or school, ClassMate can
account for those earned hours in the system. These hours will be credited to the student

and included in the total hours earned but identified as transfer hours. This modules allows users
to make multiple transfer hours entries if needed. This module is considered an administrative
module as all student names are listed and can have data added or edited

Getting Started

Double click My Modules >
Double click Attendance>
Click Enter Transfer Hours

1 Module
=& Attendance

----- # Administration Attendance

----- 2 Attendance by Student

----- # Certification Hours by Student

----- # Class Makeup Hours

----- # Class Transfer Hours

----- E{Enter Transfer Hours]

----- # Instructor Attendance

----- # Make-up Hours Management

----- # NonClassroom Hours by Class

----- # NonClassroom Hours by Student
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Certification Hours: Class Transfer Hours (Dual use Module/Multiple Hours Entry) ‘\"

@ select the Student from list on the left
@ Select the Course to log transfer Hours
@ Confirm or Edit Date of transfer hours
@] Enter Classroom Hours (if applicable)
(G) Enter Clinical Hours (if applicable)

(®) Enter a Comment if desired

Click “Save”
FRGs] 4]

Start Date
04/02/2018

End Date
04/11/2018

Course Total Xfr Hours
STATE INSPECTION
03/05/2018 10/1/2018

0
Bking for the Halidays 0
LPN Leval1 0 01/02/2018 03232018
LPN Level Il 0 03/22f2018 067142018
0
0
0

b1 Students

Addams, Wednesday 100008033
q Anderson, Abimael 100007471
Anderson, Addarn R 100007341
& Anderson, Andrew J 100007454
€ Anderson, Brittany 100007652
€ Anderson, Cari 100007039
& Anderson, Derek R 100006525
€ Anderson, Jacquelyn 100007641
& Anderson, Michael J 000006257
€ Anderson, Paticia 100007057
& Anderson, Richard D 100005648

LPN Level Il 014022018 03/26/2018
LPN Level IV SplE
HVAC 200 Service & Troubleshooting Splda

03/ze/2018 06/11/2018
04/20/2018 08/31/2018

Tot Hes Class Hrs. Clinic Hrs. Comrment

& Ancerson, Stephen M 100007938
€ Anderson, “ulitza 1100007383

€ Bradley, Ashley 100007788

€ Bradley. Brandan b 100006742
€ Bradley, Christipher .J 100008024
€ Bradley. Daniel J 100007380

€ Bradley, Elizabeth L 100007300
€ Bradley. Hunter 100007685

€ Bradley, lsaac. 100007277

€ Bradley, James E 100005088

€ Bradley, Jared b 100008262

€ Bradley, Jason 000011091

€ Bradley, Kyle K 100006265

€ Bradley, Lauren 100007717

€ Bradley, London 100007110

€ Bradley. Louis (Tony) R 100007754
€ Bradley, Mathew P 100008020

€ Bradley, Michael P 100007989
Eooi i £io00nmcs

© IRE—
o
© .

) From Classhate Universit]
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Certification Hours: Class Transfer Hours (Dual use Module/Single Hours Entry)

This module is considered a dual use module. This module will take the user type flag set in
employee management and display the appropriate view based on being identified as an
administrator or as an instructor. This module can be assigned to both administrators and
Instructors

If a student has previously earned hours, either in another class or school, ClassMate can
account for those earned hours in the system. These hours will be credited to the student

and included in the total hours earned but identified as transfer hours. This modules allows users
to make only one transfer hours entry per student

Getting Started

Double click My Modules > =
Double click Attendance> E"%A“:e”: d.ar.‘ce>.

N | . ation Attendance
Click Enter TransferHours || - # Attendance by Student

----- # Certification Hours by Student

----- # Class Makeup Hours

----- &{Class Transfer Hours|

----- 2 Enter Transfer Hours

----- # Instructor Attendance

----- # Make-up Hours Management

----- # NonClassroom Hours by Class

----- 2 NonClassroom Hours by Student
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Certification Hours: Enter Transfer Hours (Admin Module/Single Hour Entry) ‘\" Py

G] Select the Course from list on the left

@ Select the Class to log transfer Hours

@ Select the Student from the class enrollments
@] Enter Classroom Hours (if applicable)

(G) Enter Clinical Hours (if applicable)

(®) Enter a Comment if desired

Click “Save”

=2 Good Morning

% Cosmetalogist

Stern

4F17a -Stem

Course Class Start Date End Date Schedule # Pron

Cosmetalagist Fi17a 08232017 07/06/2018 41856 1

-8 Holms, Mary G 100007512
-8 Mottau, Ajana D 100007559
€ wilson, Tatym 100007680
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Once the certification hours setup has been completed, Administrators and/or Instructors,

can then begin using the attendance functionality within ClassMate. This functionality

then credits students with the established hours earned. The hours earned can be edited

based on students being tardy, leaving early or being absent. Taking attendance for

EVERY scheduled class period is VITAL to ensuring accuracy in hours earned. The real

time calculation of hours earned by student is available in the Certification Hours by

Student module. Please reference either the Administrative or Instructor Attendance Quick

reference guide for step by step instructions.

Getting Started

Taking Attendance: Administrators
Double click Modules > Double click Administration Attendance

Taking Attendance: Instructors
Double click Modules > Double click Instructor Attendance> Click Instructor Attendance

NOTE: Please see the Administrative Attendance QRG for detailed
instructions on taking attendance
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Class Make-Up Hours

This module is considered a dual use module. This module will take the user type flag set in employee
management and display the appropriate view based on being identified as an administrator or as an instructor.
This module can be assigned to both administrators and instructors.

Students can be required to “Make-up” hours in order to fulfill their course hours requirements. ClassMate
allows the addition of these hours while identifying them as such. These hours will be added to the overall
“Hours Earned’ for the student

Getting Started

1 Modules

Double click > Modules > Double Click E|
Attendance> Click Class Makeup Hours & Administration Attendance

@ Attendance by Student

--# Certification Hours by Student
@ Class Transfer Hours

@ Enter Transfer Hours

@ |nstructor Attendance

--# Make-up Hours Management
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Attendance: Adding Make-Up Hours

El-## GoodAftemoon  Stem

G] Select the Class from list on the left

@ SElECt the Student The Student Current students are displayed by default
. . : h_owever withdrr-;wn studen_ts can be
Enrollment will display along the top viewed by toggling the radio butons

of screen

@ Select the course you would like to
add the transfer hours. A
certification hours summary will

display along with a historical listing S IR Comeet

of all make-up hours by date. 1 Cooper Homeh K 100007370

P Q Figher, Stephanie 0 100007437
Additionally, the student name, ID & G Holns May 5 10007512
. . . . . ! Maottau, Siona [ 100007553
vital class information will display 1 wison Taym 100007690

Course [lass Start Date End Date Schedule # Pragram D Location D Courze D

Cosmetologat @ Fi7a 0a/232m7 07/06/2m8 4856 120401 005168 05228
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Attendance: Adding Make-Up Hours

E Enter make-up hours information in the following Fields:

Make-Up Date: The date the student made up the missed hours

Apply To: The date the students hours will cover

Start Time: Arrival time of the student to make up the missed hours. You MUST enter
the time in the following format 10:00 AM

End Time: Departure time of the student from the make-up session. You MUST enter
the time in the following format 10:00 AM

Make-Up Hours: Total Hours based on start & end times entered. Auto-calculated

Class: Total number of class hours earned during the make-up session

Clinical: Total number of clinical hours earned during the make-up session

Comment: Any comments related to the hours. Optional field

0540142018 04/30/2018 2
0E:00 Prd 10:00 Pr

Liz came to the eveing Coz class bo make up her hours miszed. |

Note: Class and clinical hours entered must equal the total make-up hours calculated by the
start and end time
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Attendance: Adding Make-Up Hours

Save the data entered by selecting the BLACK

disk icon located along the top of your screen i|@| Gl @ |

A listing of all make-up hours entered will display {7 % 25 eren st

in the grid along with an hours summary {4 FI7a -Stem

Makeup Date Makeup Hour [lassHours ClinicHours Start Time End Time Apply Ta Comment FrogramiD CourselD
(5/7/2018 2 1 1 120000 020000PH 05 /04/2018 120401 L0528
0h/10/2m8 4 b ? (06:00:00 Pt 100000 PH ps0Ema Liz came tothe evaing Cos class to make up her hours missed. 120401 o522
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Certification Hours: Editing Make-Up Hours

Should the need arise to edit an entry previously entered, this can easily be accomplished

m Select the Date form the Make-up Date Grid. The previously entered information will display
for the date selected

Edit any field as required. If you edit the start or end time, the make-up hours will auto calculate BUT you
MUST correct the hours in the Class or Clinical Field

@ Click “Save”

=jo@Dele]

=-§ Good Moring  Stem
=1+ Cosmetologist
< F17a - Stem

Class.

nnnnn a
F17a

Start Dater End Date Schedule # Program 1D Location 1D
0e/23/2m7 07/0e/2me 41856 1204 005168

54 F17a Cosmelologst

€ Bradey, Elabeth L 100007300
B3 Cooper, Hannah K 100007370
-8 Fisher, Stephanie 01100007437 0570772008
& ok, blary G 100007512 B

-8 Mottau, Aiona D 100007555 9

€ wisen, Tatym 100007690

1100

‘ Makeup Date linicH ours: Stait Time. End Time ApplyTo | Comment
o 06072018 12:00:00 Pk 02:00:00 P 05/04/2018
| 061042018 0F:(00:00 P 10:00:00 P 04/30/2018
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Certification Hours: Certification Hours by Student

The Certification Hours by Student module is an overall summary of exactly what the
student has earned to date based on transfer hours, make-up hours, attendance and

is then compared to the required number of hours. This is a read only module. That is, all
adjustments can only be made in the module where the original data was entered

Getting Started My Folders: R
i hlod

Double click My Modules > g

Double click Attendance>

Click Certification Hours By Student Certification Hours by Student
@ Enter Transfer Hours

- Make-up Hours Management
i L —— h
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Certification Hours by Student

El---ﬁ Students_> =

(D Select the Student from list on the left. |- € Akian. Margaret 100001206
@ FulFTime LPN

- & Burson, Christine M 100001221
-8 Cooper. Mark A 100001218

- & Coaper, Kelsey R 100001226

- & Cooper, Katherine E 100001207
- & Danke, Tiffany 100001175
-8 Danke, Nicols L 100001228

@ Select the Class. The student hours history will
display by date and summary. The student name, ID
& vital class information will display.

OO o OO e OO o OO BN

|
+
|
H
a|
H

272

(05:00:00 PM 10:00:00 PM

NOTE: To open Modules or Sub-Modules, click on the
Module’s Title or the plus sign (+) to the left of the Title
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Certification Hours by Student : Date Specific Hours data

@) select the Class Date from list on the bottom the screen

05:00:00 P 10:00:00 P apl8a 005168

03.#28/201 8

5 F 05:00:00 P 10:00:00 PR 4?0201 HVA204 Sp1 fa

04/03/2018 5 F 5 05:00:00 P 10:00:00 P 47020 HyAZ04 SplBa 005163
04/05/2018 ] F ] 05:00:00 P 10:00:00 P 47020 HvaAZ04 Spl8a 005168
04/06/201 8 5 N e,

04/10/2018 5 N

n4A2/208 5 Moo e,

04/13/2018 ] M

0417720148 5 N e,

04/19/20m8 5 o SOV SO

The following information will be displayed for the selected date in the top section portion of the
screen of the screen:

Class Date

Class Hours

Recorded Attendance
Hours Earned

Start Time
End Time
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Certification Hours by Student: Overall Summary

To view an overall summary of the student certification hours (including earned, transferred and
make-up) review the middle portion of the screen.
The following information is displayed:

Total Course Hours: Pulled from Instructional Course Offerings

Total Hours Earned: Cumulative hours from attendance, make-up and transfer entries
Attendance %: Total percentage of attendance based on hours earned to date
Attendance: Class, Clinical & Total Hours

Make-up: Class, Clinical & Total Hours

Transfer: Class, Clinical & Total Hours

NOTE: Should changes need to be made to the data, edits must be
done in the appropriate modules
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Helpful Hints

Hours modules will open by default to active course enrollments. View Inactive enrollments by
changing the radio button to Inactive or both

Helpful Reports

Classmate has a variety of attendance reports available but a few of the most helpful ones are
listed below

Student Clock Hours

Hours Summary by Student

Hours Summary by Student-Clinical
Missing Attendance by Class
Attendance History by Student

NOTE: Should changes need to be made to the data, edits must be
done in the appropriate modules.
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