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e Customizing Required Forms & CTSQO’s

* Flagging Collected Forms
e Administration
* Support Staff

* Forms Reporting

* Support Staff

e Teachers

*  Missing Student Forms Validation
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e Student Forms

CTE ‘s are required to collect a variety of student forms and keep

them on file. The task of maintaining the forms collected and

determining the students with missing forms can be an

overwhelming and time consuming process. Q

ClassMate has functionality that easily and efficiently manages the

forms collection and record keeping process. ClassMate allows the

users to customize the names of the forms your school is required to

collect, Then, the forms as received are flagged in the system by

support staff. Both Administrators and Teachers can run a report to y
identify those students missing required forms. {/

forms by student.
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Getting Started

Customizing Required Forms

School Solutions

Student Forms I‘\l 2 HARRIS

Double Click My Modules > Double click System Administrator

Folder > Click Master Codes Maintenance

e Select Student Form Checklist.
* Click the + to left to expand and
display the list of forms

ClassMate populates the Student
Form Checklist with commonly
required forms.

The module is completely
customizable, add, edit or remove the
default forms as needed.

Master Codes

s @ Altendance Condition Information
s @ ClassMate Custom Control

s @ ClassMate 1D Control

- @ ClassMate Master Control

- @ Classmate Report Retrieval

s @ Classmate User Management

- @ District Email Administration
- @ District Email Base Data

S @ ID Card Collection

= e

2 Special Services Cats 1000-1049

2 PLACE OF INCIDENT 1100-1149

21 AWARDS CATEGORY 1200- 1299
21 INDUSTRY ASSESS LEVS 13011399
2 DAY TYPES

& Progress Rpt Comment Calegory

2 Allowable Medications 1601-1639
=&} Student Form Checklist 1700-99

141001701 - Career Objective Form

0 001704 - AUP - Parent Form Signed and Recieved
0 001705 - Demographics

© 001707 - Media Release Fom Rec'd

0 001708 - Medical Consent Form Rec'd
0001709~ E00 Form Rec'd

© 001710- State Required Form Rec'd

0 001711 - Parent Portal Permission Rec'd
0 001713- Placement Denied

0 001714 - Media Release Denied

0 001715 - House Project Safety Form

© 001718 - Media Release Fom Accepted
0 001717 - School Handbook

@ DataBase Activity Manager

Dynamic report Menu

Master Codes Maintenance
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1. Identify Available ID Range :

Determine the available ID number range. Student Forms is 1700-1799.

Note: The required forms cannot have an ID that falls outside of this range. : - Career Objective For ,
: - Student Media Release Form Received

Determine the next available sequential ID. In this example, the next ID for - Student Computer/Intemet Policy

available for use is 00714. - Emergency Card
2. ID Field - Student Health Histary Card
Enter the next available sequential ID. In this example, the next ID available for e saludery Foce o oncuct
. ’ ! The next 001708 - Electronic Devices Verification Form
use is 001714 awilable ) (101709 - Media Release Form - Yes
3. Description _ 'ﬂb 001710 - Media Release Form - No
Enter a Description of the Form. Keep in mind the description can indicate nu?; " 001711 - Student Insurance Form

N : :
whether a parent has accepted or declined the form content. This field can be | o4 =~ QU171 2 huerk Hanchook Sionof

mg 1713 - Locker Assignment Form

used in a variety of ways to help communicate information to the teachers in
the classroom.

4. ReflID
Used for Teacher Web to link form to the Parent Portal forms.
To indicate Parent Portal the RefID should start with PP followed by 2 digits
that indicate the form name.
When form is indicated as being “Read” and/or “Accepted/Denied” the
appropriate form will be checked in Student Forms checklist in Student Master.
Examples:
PPSH to link form to Student Handbook to indicate “Read”

PPSH-Y to indicate “Accepted” I

PPSH-N to indicate “Declined”

5.  Purge at Rollover m [ : :

Select Yes to indicate if Form rolls over from year to year. Use this option if a
form only needs to signed once during the students career.

Select No to purge during Annual Rollover. Use this option if the student is
required to submit a new form each school year.

5. Click Save
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Editing a Required Form

m Select the form from list that requires editing. A form may require editing due to a spelling error or name change.
@ Highlight the area requiring editing and type the new text in the field.

@ Cdicksave  [FIETG[o0[e[w] ©

.‘-_‘;j NDUSTRY ASSESS LEVS 1301-1393
‘:i DAY TYPES 1400- 1493 D: 001707
Allowable Medications 1601-1639 :
Student Form Checklist 1700-93
) 001701 - Career Objective Form Description:
§ ° 001702 - Student Media Release Form Received
: o 001704 - Student Computer/Internet Policy @Student Code of
o 001705 - Emergency Card
o 001706 - Student Health History Card
001707 - Student Code of Conduct Ref ID I
) 001708 - Electronic Devices Verification Form
Q 001709 - Media Release Form - Yes

Deleting a Required Form

eI
0702

m Select the form from list to be deleted. A form may become obsolete or is simply no longer required.
@ Click Red Round Delete Icon located along the top of the screen

[Clo]o] tS)e| <
(2)

‘;‘3 DAY TYPES 1400- 1493
=

=4 Allowable Medications 1601-1693 D: [um 714
iZ} Student Form Checklist 1700-99 :
€D 001701 - Career Objective Form
3 001702 - Student Media Release Form Received Description:
o 001704 - Student Computer/Intermet Policy
o 001705 - Emergency Card |Hea!hers Test Form

° 001706 - Student Health History Card
€D 001707 - Student Code of Conduct
) 001708 - Electronic Devices Verification Form Ref ID IC
€D 001709 - Media Release Form - Yes
€ 001710 - Media Release Form - No

- 001711 - Student Insurance Form
£ 001712 - Student Handbook Signoff
o 001713 - Locker Asmgnment Form

-He

3] QEmployer Contact Cals 2001-; 2099
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Adding a Required CTSO
Get“ n g Started & Academic Standards Managemenf

Customizing CTSO’s & Career Pathways Assignment
& Career Pathways Management

@ Curiculum Management

Double Click My Modules > Double click Curriculum Management Folder > @ Data Warshouss Base Deta

Click Instructional Classifications @ Data Warehouse Management
e !Q Instructional Classifications
m Adding d CTSO Q Good Afternoon Mr. Warke
. . . =1 Cat Inf ti
Click the CTC Student Organizations Folder to add a CTSO Dcz:i?r.fﬂ;::ﬁi:h
[0 Delivery Information
@ Click the CTSO’s Tab [ Post-Secondary Plans
@_’ CTC S
= AWS
(@) Click the Green Check to auto-generate a CTSO ID number | *;f e
B FCCLA
= FFA
@ Acronym: Enter an Acronym for the CTSO ;;’HOSA
= NTHO
.. = PYFA
(& CTSO Name: Enter a CTSO Description. = EHEHSE
B TSA
Click Save Calegory| Cluslerl Delivery| Post-Secondary Option: @’ 0
9 )@ 7 Acronym: (D [skilsUSA |
Name: SkillsUSA
6)
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Deleting a CTSO Olele| Hle|a
0

IZ Good Afternoon Mr. Warke
Select the CTSO from list to be deleted. A CTSO may become =1 Category Information
obsolete or is simply no longer required. ¥~ 1 Cluster Information
=1 Delivery Information
»»»»» (1 Post-Secondary Plans
o _i CTC Student Organizations
- BAWS
CD 5 DECA
- FBLA
------ B FCCLA
-5 FFA
B HOSA
~ENTHO
------ B PYFA
-5 SkillsUSA
...... % TSA
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Getting Started
Flagging Required Forms

Double Click My Modules > Double click Student Enrollment Folder > Click Student Master Information

To Flag or check off a required form select the Student Name from the student roster.

@ Click the Student Forms Tab to view the list of required forms customized in  J_i ClassLink Career and Technical Center =
. Akian, Alan A 101100536 4444990094
Master COdes @ Akian, Alicia L 091000171 4444654060
. . . . . € Akian, Altana 002070762 4444393517
@ Click the box to the left of form received. A check mark will display in the box 8 Akian, Anas 101100480 4444382970
o . @  Akian, Andrew J 002070668 4444256477
indicating the form has been received. €  Akian, Austin D 002070723 4444970348
L. . . . .88  Akian, Brandon M 002070715 4444366224
Comments: Enter any additional information required by your CTE or any @ Akian, Brandon L 101100379 4444353429
. . . . L € Akian, Charisa 101100140 4444243362
additional information need for quick reference. B8 Akian, Claudio 002070861 4444148493
. € Akian, Daniel 091000175 4444730568
For example, the date the form was received. € Akian Edwin 002071251 4444316203

Addressl Student Infotmationl Academicsl Career Ubiectivel CTS0

| Form I Code | L2
FomS S CHBCKISE 7 cer Objective Form 001701 -1 -

[ Electronic Devices Verification Form 001708 E l! a T&'t |L-jr|:1 I-[-E
M Emergency Card 001705 3 =

@ M Heathers Test Farm 001714
O Locker Assignment Form 001713
O Media Release Form - No 001710 m e
[0 Media Release Form - Yes 001709 oo -
O Student Cade of Canduct 001707 ok il i
[ Student Computer/Intemet Palicy 001704
Student Handbook Sianoff 001712 =

Comments: @ 'You may enter a comment about the form such as the date received, name of the parent that signed the form or any additional A

information you may want to note|
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Flagging Required Forms for Support Staff B Student Enrallment

& Classhate Data Validations

) . & District/C Total
Double Click My Modules > Double click Student 3 Ef}gr'||mestu§§;szjg

Enrollment Folder > Click Student Forms/CTSO/Comments # Remave/ Retum Student
& Student Contact Information

. & Student E pspla
To Flag or check off a required form select the Student Name from the Wm;
student roster. & Stden )

@ Click the Student Forms Tab to view the list of required form customized in Master Codes

@ Click the box to the left of form received. A check mark will display in the box indicating the form has been
received.

| ClassLink Career and Technical Center EJ
: Akian, Alan A 101100536 4444990094
@ Akian, Alicia L 091000171 4444654060
Eiudent F°rm>@l SO | Memo | B  Akian, Altana 002070762 4444393517
€  Akian, Anas 101100480 4444382970
5 -8 Akian, Andrew J 002070668 4444256477
Eain: BRGtesd Fom Code @  Akian, Austin D 002070723 4444370348
B Career Objective Form | @  Akian, Brandon M 002070715 4444366224
@ OElectronic Devices Verification Form 001708 -8 Akian, Brandon L 101100379 4444353429
Emergency Card 001705 8  Akian, Charisa 101100140 4444248362
M| ocker Assignment Form 001713 -8 Akian, Claudio 002070861 4444148493
Mpedia Release Form - No 001710 -8  Akian, Daniel 091000175 4444730568
DMedia Release Form - Yes 001709 } g Akian, Edwin 002071251 4444316203
Ostudent Code of Conduct 001707 .
O student Computerfinternet Policy 001704
Ostudent Handbook Signoff 001712
O student Health History Card 001706
Ostudent Insurance Form 001711
Ostudent Media Release Form Received 001702
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Flagging a CTSO in the Student Forms/CTSO/Comments Module

@ Click the CTSO Tab to view the list of required CTSO’s customized in Master Codes

@ Click the box to the left of form received. A check mark will display in the box indicating the form has been

received. Student Form@@mol

Acronym Name #
EDECA | Distribufive Education Clubs of America
HFBLA Future Business Leaders of America 2

@ OFccLa Family,Career, and Community Leaders of America 3
OFFA Ag Ed Students 4
MHOSA Health Occupations Students of America 5
OpyFA Pennsylvania Young Farmers Association 6
SkillsUSA SkillsUSA 7
OTsA Technology Student Association 8
ONTHO National Technical Honor Association 9
Oaws American Welding Society 10

Adding a Comment in the Student Forms/CTSO/Comments Module

@ Click the Memo Tab to add a comment S(UdentForms‘CTS

@ Enter any additional information required by your CTE or
any additional information need for quick reference. Comments:19/21/11 Waiing on Parent Authorizaon for SkilsUSA

For example, the date the form was received.

Click the “abc” check button to perform a spell check.
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Student Forms Checklist are available in your reports folder.

The following reports are commonly used: R o
G, ‘Eﬂ:m-.n-MurkanaSew,' fenkat %‘ EE r3usfsfa.sfo i 34 §|
e  Teachers: T B i " B ;Egz §§i$§§§§§§§§§§g%§s;§§§5§§§;

Reports Folder: Teacher Discipline i

Folder > Student Forms Checklist by Class Bhpch, Ay | .
Packers, fyan € - 1 00par; ANTIONY:
. . Stern, Dearna T - 1 C r, Richard A
*  Administrators: S . Frk Chsoper

Stern, Katelyn M - 1
SReen, Tristan G - 10 Frank, Richard W
Yorkers, Mebmet &

Garfield, Alexander J
Garfield, Travis R

Reports Folder: Student Information Folder >
Admin Student Forms Checklist

Jarvis, Anthony C
Janvis, Darren E
Jarvis, Jonathan M

XXX X| X| X| X X]|x

XX x| x| x|x] x| Xx|x
KX |X| X x| x| x|x|>x|x
by B3 B s 2 B P B D e

Note: System Administrators can place these reports inside

the modules using the Dynamic Reporting module.

Data Validations 2

Missing Student Form Validation

You can also select to generate the Missing Printed at:  11/20/2018 10:49:5641 Validations
Student Form Validation to identify students 00000 Harris Career and Technical Center
. 50 Missing Student Forms
and the forms NOT checked off as being The follow ing students are missing forms.
received in ClassMate. Grade: 9

000013043 Dell Christopher B
Career Ohjectrve Form

. Student Enrollment > ClassMate Data ggjn-gf;;;ffms%mdﬁnd Recieved
Validations > Missing Student Forms Media Release Form Rec'd

Iledical Consent Form Rec'd
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1660 Valley Central Pa
Suite 500
Bethlehem, PA 18017

Questions? Contact us!
ClassMate HelpDesk
855-984-1228
support.classmate.net
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