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Before We Begin

The Cooperative Education module in
ClassMate requires base data setup prior to
training. Please ensure you have the following
items available:

¢ Student Handbook
¢ Co-op Employer List

¢ Job Descriptions & Pay Rate
® Coop Student Roster

® Current Training Agreement *
® Current Training Plan *

® Current Employer Evaluation

* state Required
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Base Data Setup
(Mandatory Steps)
System Administrators

Employers Cities
Master Codes (OAC types/categories)
Assign Proper Modules (Coop Education Options) =~

Equipment List
Attitudes List
Affiliations types

Coop Education Instructor and System Administrators
Identify Student as a COOP Student

* Create Coop Sessions
* Assign Students to Coop Sessions
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Cooperative Education Checklist

WE
Coop Education Instructor and System Administrators R} e d
* Document Post Secondary Plan, Student Career {7 %
Objectives, Career Pathway & Counselor ~ § =77 . é
Setup Employers Qe

Setup Business Contacts
Identify Job Titles

Assign students employers, work schedules and
create training plan

Coop Education Instructor and Occupational Instructors
Daily Attendance
Editing Daily Attendance
Daily Work Ethic Grade
MP Grading Policy
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Using Navigator

ClassMate Navigation Key Allows the user to add a
« Displays a help screen to clarify login messages displayed “<¥ folder to ‘My Favorites’
on the top toolbar on login Allows the user to refresh the
*  Open the system navigator main menu \Q folder or favorites lists
* Closes the Application
«  Allows the user to adjust their application defaults Allows the user to erase the

activities listed in the Recent

 Allows th r ly new lication defaul
ows the user to apply new application defaults Activity list

OrAllows the user to refresh the folder or favorites lists

« Displays information about the ClassMate application and
version

Allows the user to search the list
of folders
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J] Module & Report Window Search function: Search modules & Reports for key
words
Favorites Window: Create and
@ organize modules & reports (Sj Create a new folder function in favorites
Recent Activity Window: Easily @ Refresh favorites function
locate a recently used modules or
reports

|® Clears recent activity window

H
W ihodules 1 -
E1 Admin Attendance

&) Admin Attendance Options
- [E] Admin Discipline

@ E Admin Grading

- F) Base Data Infarmation
E!Eﬁ Coop Education Options

[§| ) Curriculum Management
) Curriculum Options

&) Data Impons

- [E] District Billing

E) District Export Options
¢-[51 Harris Internal Modules
@ Fersonnel Management
E] PIMS Management

% School Calendar Information
Special Education Options |

-5} Special Populations - ="=

%=1 Snecial Ponulations Ontions
STUDENT INFORMATION | FINANCIAL, MANAGEMENT | SCHOOL NUTRITION

& Classhate ID Control

& Sending School Management

& Student Master Information

") Group Module/Report List

"] Application User Report

& Adrmin Begin Session

& Attendance Begin Session

& SE Attendance Begin Session

& Sel-Contained Class Time Adjmnt

& Archive Admin Student Snapshot

& ClassMate Master Contral

& User Module Management

& Intemal Module Management

& sSL Administrative Anecdotals

"] Cooperative Education Training Plan *
: R

: o

Custom Repors
& Classmate Report Retrieval
& Classmate User Management
@ Database Activity Manager
& Internal Report Flags

& Report Category Maintenance
& Report Maintenance

& Student Master Information

& Student Scheduling

& User Module Management

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



7V}, HARRIS

‘\\.J School Solutions

Cooperative Education

Using Navigator

My Folders My Favorites: (Optional)
. Double click on the Module . Create New Category Folder(s) in My
folder or Report folder Favorites by selecting the yellow “Add a
. Double click the name of the Favorites Folder” button.
module/report you would like to . Drag the specific module/report from My
access or click on the + next to Folders & drop into My Favorites or into
the module/report to expand the newly created folder
. Click the specific module or . Double click the Module or Report to open
report -
Iﬁg Favoritesz d
" ) ; 1 Daily activiti
g w | é u Q | 0 | 53 G_di .r:n[TE;
:| Great reporTS for parent conf
- ") Projected Class Schedule by Grade ™*
Search My Folders: Q & Quarterly Grade Export
|
.| -
=
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Using Navigator
My Recent Modules Search My Modules

The mostly recently used module or . Type one or more search words
report is first on the list into the search field
. Double Click specific module or report to . Click search
open . Modules or reports containing
that word will appear in BOLD
font

# Student Scheduling 2
& Student Master Information

& Coop / Admin MP Gradebook

& New Student Projection/Enroliment
# Student Registration Information
& Projected Student Deletion

# Return Student Course Changes

Search My Folders >

il e

@ Return Student Projection/Enroll. My Folders: ‘ |
" Projected Class Schedule by Grade ” __w Admin Attendance Deletior

" Projected New Student Enrollment R o
: R & Admin Begin Session

<
3 , » @ Admin Work Ethic Comments
Lol /
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Identify Student as a COOP

Identify the student in ClassMate system as a Cooperative Education participant

Double click My Modules>Double Click Student Enrollment> Click Student Master Information
OR My Modules>Double Click Student Enrollment Options Click SL Student Master
Information

«  Click the appropriate student name from the left hand column
* Click on the Student Information tab

« Change Coop to “T” for true OR WBL to “T” for true

« Click “Save”

iches Student Information Dhcademics | Career Obiective | CTSO | Student Forms
- ' 01/03/2000
-

HS - e | T -

T - E - E -
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Document Student Career Plans
Ensure student Post Secondary Plans, Career Objectives, Career Pathway & Counselor are

assigned.
Double click My Modules>Double Click Student Enrollment> Click Student

_ Master Information
Populate all fields

Click the appropriate student name from the left hand column
Click on the “Career Objective Tab”

Select the student’s Post Secondary Plan from the checklist
°Optional: Enter in the Post Secondary Institute

Select the student’s Career Objective from the drop down list

Select the student’s Career Pathway from the drop down list

Select the student’s Counselor from the drop down list

CI|Ck “Save” . ssMate for CTE - ClassMate - ** Live Environment ** - [Student Master Information (SMASTR_™M)]

-
. 9
Harris Eareel and Technical Center

n 000012038
L4 * jJacob

Note: Career Objective and
Career Pathways are
mandatory fields for the state
of PA.

Atkins

R
—

Hartis Career and Technical Center _;I Address | Student Information | Academics Career Dbjective 2 | Student Forms |
s

Atkins, Alexa M 000012099 44443825!
Atkins, Alyssa R 000012485 44443978 o Post Secondary Plans

Atkins, Archie R 000012845 44448718! O Blue Collar Worker
Community College - in P4

[

1 4 Year College or University nat in PA

Atking, Daniela 000012827 44446561

Atkins, Darian D 000012503 4. Protective Services. Security & Protective Services, Other

Atkins, Davien 000012523 44E Police & Sheriff's Patrol Officers

Atkins, Dominick J 000012524 444445¢
Reale, Jonathan

e
(<]
e
e
e
: g
€ Atkins, Chiistian S 000012613 444465 4
e
e
2]
e
2]
e

-- Select &n Industry Certification T arget
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Creating Coop Sessions

Identify the CTE session in which the student will not be present due to COOP participation.

Double click My Modules>Double Click School Calendar Information> Click
Calendar Session Management

* Click on the Coop Sessions Tab

« Click the Coop ID green button to assign the next sequential number

« Tab to the next field and enter the Session Description (For example: Mon-Thurs
PM)

« Session: Use the pull-down to select the session

*  Click “True” each day of the week the student will be excused from school due to
COORP patrticipation

* Click “Save”

* Repeat for all UNIQUE coop sessions

DO NOT modify an existing session if assigned to a student. If needed, a session can be created for just one
student.

MP | Altemate MP "

—

000001 _ |Mon-Thurs
Session: v g
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Assign a Student to a COOP Session

Scenario: Assigning a Coop session to a student that has been out on Coop since the First Day of

School Double click My Modules>Double Click Student Enroliment>

Click Student Scheduling

To an existing schedule where date range is a coop period

Click the appropriate student name from the left hand column
Click on the “Change existing Tab”

Click on the student’s Active Occupational Program

Select the appropriate coop session from the drop down list

Click “Save”
Dlelo@dlela| 4

ClassLink Career and Technical Center j Alexander W Burson. 000000062
* Alpha

I— +
2 j ‘ e '@ Create New | Withdiaw Student | Distrct Updates | Non-Resident Updates | Attendance Histary

Q Burson. Alexander W 0000000€]

Burson, Alysha L 000001221 —I | Schedule# 1 Course:  |Outdoar Power Equipment Technology
gan el 0w [ s i ;
& Burson, Andrew A 000001058 1 E:;a"_m —SelectAiRotafion H
€ Burson, Andrew M 000001292 i o M.W. F PM Coop 1D: 000002 |
€ Burson, Angel L 000000042 BeginBate, — Select A Coop Session —
€ Burson, Ashley M 000001407 CAD Status: M,, F AM Coop ID: 000001
€ Burson, Benjamin Y 000001087 Program * D -
€ Burson, Brandon 000001014 Status: eect A brogram Stans 2
& Burson, Carissa M 000001342 Lijee [in School -
€ Burson, CarsonJ 000001056
& Burson, Cassandra N 000001436 # [ BeginDate [ EndDate [ Course [class  [Title [ First
€ Burson, Chelsea A 000001117 99 09/09/2009 01/01/1900 Professional Portfol PM Mr. CTC
€ Burson, Chelsea T 000001192 3 10/26/2009  01/01/1900  Outdoor Power Equipm PM Mr.  Danit

€ Burson, ChristopherJ 000000086 2 09/22/2009  09/22/2009  Physical Education PEPMB  Ms.  Kathl
€ Burson, Cody 000000054 e‘ "09/09/2009 " T10/23/2009 " Outdoor Power Equipm "PM Mr. | Danii |
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Assign a Student to a Coop Session
Scenario: NEW - Assigning a Coop session to a student that has never been out on Coop - Part A

Double click My Modules>Double Click Student Enrollment>
Click Student Scheduling

To Schedule a student that has never been on Coop before, complete both Part A & B in order.

Click the appropriate student name from the left hand column
Click on the Change existing Tab

Click on the student’s Active Occupational Program

Enter an end date (MM/DD/YYYY)

Select Program status — Click “Changed coop status”

Click “Save” Hleolo@tee] a

ClassLink Career and Technical Center Alexander W Burson. 000000062

1+ Apha i
- j o
iD - e Change Existing | Create New | Withhaw Student | Distict Updates | Non-Resident Updates | Attendance History |

QBurson, Alexander W 00000006~

Burson, Alysha L 000001221 = Schedule # 1 Course:  [Outdoor Power Equipment Technology

8 burson, Amandal 000001137 | e B b, Sietn. biasion z
* Rotation:

& Burson, Andrew A 000001058 1L Foa gl e G -
€ Burson, Andrew M 000001292 £ — Select A Coop Session — =
€ Burson, Angel L 000000042 Begin Dote: 09/09/2009 EndDote: ‘.1 0/23/2009 Celendar.  [200910
€ Burson, Ashley M 000001407 CAD Status: |  Qtrtime & Halttime © Fulltime C FullDay
€ Burson, Benjamin Vv 000001087 Program 5 g "
€ Burson, Brandon 000001014 Status:
€ Burson, Carissa M 000001342 e ||n School -
€ Burson, CarsonJ 000001056
€ Burson, Cassandra N 000001436 # [BeginDate [EndDate [ Course [class [ Title [First
€ Burson. Chelsea A 000001117 99 09/09/2009 01/01/1900 Professional Portfol PM Mr. | CTC
€ Burson, Chelsea T 000001192 3 10/26/2009 01/01/1900 Qutdoor Power Equipm PM Mr. Dani
€ Burson, Christopher J 000000086 2 | 09/22/2009 094222009 Physical Education PEPMB Ms. Kathl
€ Burson, Cody 000000054 Q1 09/09/2009 10/23/2009 QOutdoor Power Equipm PM Mr. Danit
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Assign a Student to a Coop Session
Scenario: NEW - Assigning a Coop session to a student that has never been out on Coop - Part B

Double click My Modules>Double Click Student Enrollment>
Click Student Scheduling

To Schedule a student that has never been on Coop before, complete both Part A & B in order.

Click Create New tab

Select Enrolled Course

Select Enrolled Class

Enter Begin Date (the date student started coop) end date 01/01/1900
Select the appropriate coop session from the drop down list

Select Currently Enrolled for program status

H 13 7
Click “Save b © )

Do Qiead o

ClassLink Career and Technical Center El Alexander W Burson. 000000062

+ Alpha +

D j Hi&lﬁ’?l Change EQQ | Withdraw Skudenll DislliclUpdatesl Non-Resident Updalesl Attendance Hislnvyl
€ Akian, Shawn 000000017 =) —
€ gkian. Shelbie 000000007 - :

n, Zecharian 000000787 e Outdoor Power Equipment Technology LI
€ Burson, Alexander W 0000000¢ Class: PM  Mr. Stern, PM Session ZI
€ Burson, Alysha L 000001221 = | Location: ClassLink Career and Technical Center, Campus: ClassLink Career and Technical
€ Burson, Amanda L 000000129 Borstan, ;
€ Burson, Amanda L 000001137 e I oleclioRaltion =
€ Burson, Andrew A 000001058 & M.W. F PM Coop ID: 000002 4
€ Burson. Andrew M 000001292 E=diibote 012612009 CocBate) 01/01/1900
€ Burson, Angel L 000000042 g:‘,ﬁ:ﬁn — Select An Instruction Delivery —
€ Burson, Ashley M 000001407 ' E Infi i
€ Burson, Benjamin ' 000001087
€ Burson, Brandon 000001014 FroaemSens @@)Curenty Enrolled [ I
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Set Up Employers

Establish Employers in ClassMate

Double click My Modules>Double Click Coop Education Options> Click
Employer Management

Create New Employers

* Click on Employer Tab
* Click on Green Arrow Button to assign next sequential Company |D number
«  Enter all company Information available. Populate as many fields as possible.

¢ Click “Save” Note: Established Employers
- Repeat for each new Employer are listed on the left

-—_

= 000000011 48-343559
4 Cut Above
9 South Broadway

¥ Good Morning Mr. Stem

{:| A-_Tech Automotive  Ph =
) Micro Tool Co.
{771 31d & Feny Fish Market (610)863-3332
{7 A&H Sportswear
=1+ A Cut Above
€ Ms. Donna Reale
{1 Ato Z Machine Shop
A Testa
{7) A& Frankenfield Contractors
{ ) AB Precision Grinding Co.
7] 4BEC
{7 Abington Manor at Morgan Hill
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Set Up Contacts

Establish Business Contacts in ClassMate

Double click My Modules>Double Click Coop Education Options> Click
Employer Management

Create New Contacts for Employers

* Click on Contacts Tab

* Click on Green Arrow Button to assign next sequential Contact |D number
« Enter all contact Information available

*  Click “Save”

Note: Established

contacts are listed on the
left under the employer $ Good Moring M. Stem
name

9 South Broadway

] ATech Automotive
{1 Micro Tool Co.

“Wind Gap.PA v 18091

{1 %d & Feny Fish Market (610)863-3332 - [ -
[ A&H Sportswear
[=-_{ A Cut Above Co-Op Emplayer

€ Ms.Donna Reale
{7 A'toZ Machine Shop
(A Testa
(7] AA Frankenfield Contractors
(] AB Precision Grinding Co.
() ABEC
(] Abington Manor at Morgan Hil
[] About Time Home Repaits
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Set Up Contacts

Establish Business Contacts in ClassMate

Double click My Modules>Double Click Coop Education Options> Click
Employer Management

Create New Contacts for Employers (optional Fields)

* Click the Category drop down arrow and select the appropriate program of OAC Affiliation
« Under the CTC Affiliations, click the box to the left of the appropriate affiliation

* Click >> to add the selection to assigned affiliations.

*  Click the “Save” button

* Repeat for each new contact within the company.

CTC Affiliations Assiqned Affiliations
' Affiliation Status __[ID Mod
0O0# Board Member R - ~ :
0¥ Occupational Advisory ’0’| » |Co-op Employer A _vJOO240 1042712
02 Mentor
0 QO—OE EmployeL.>.
— @) T Araraitan b arbar :.' il—l Ll
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Set Up Job Titles
Establish Job Titles in ClassMate

Double click My Modules>Double Click Coop Education Options> Click
Employer Management

Create New Job Titles for each Employer, these are all the jobs available to the student at this employer.

* Click on Job Titles Tab

* Click on Green Arrow Button to assign next sequential Job |ID number
«  Enter starting Rate of Pay, Job Title, and Job Description
* Click “Save”

* Repeat for each Job within the company.

Employerl Contacts

2 Pay Rate: [$5 00 Open Word: E
BRI Hostess
.. . Joh i 1 S|
Note: Existin g Job Titles 5 o Greet Customers, bring to the table. Provide menu and server name.

Inform server of a new table. Ensure server has visited the table within

appear in the window along 5 minutes of the customers being seated|

the bottom of the screen

|

| & Active " Inactive l

& Cathy's Cafe
") # 1 - Student Intern - Unpaid . $00.00
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Assign Students to Employers
Tracks student employment history, current rate of pay, work schedule and training Plan.

Double click My Modules>Double Click Coop Education Options> Click Student
Employment

Adding Employment

*  Click on the Student Name

* Click on Green Arrow Button to assign next sequential Job 1D number

« Select the Employer, Contact, Supervisor and Job Title from the drop down menus
« Enter Clearances and Clearance Date (if applicable)

* Enter Pay Rates (the Current Rate can be updated later if the rate changes)

« Enter Starting Date & Ending Date (leave at 01/01/1900 if still active job experience)

*  Enter Working permit # and Date

* Click “Save” and repeat for each student and each students employment opportunities

mam ||
~o

‘Wegmans Food Markets

Mr. Matt Raykos. Front End Manager

& Good Morming Mr. Stern
€ Atkins, Jacob E 000012097
€ Banach, Bryane | 000012049

Mr. Matt Raykos. Front End Manager

€ Canoll. Michael J 000012234 Front End Cashier
€ Dell. Noelle M 000012567 ;
€ Feltenberger, Vincent J 000012139 = 01/01/1300

€ Heard, TamiaJ 000012618 $1000 310,00

€ Kish, Kaitin 4 000012172 —

Leeper. Angelica 4 000012030 09/04/2018 01/01/1900 0000.00

I Mot Awin COOOTTZ110 —
08/29/2018 08/29/2018

€ Mottau, Brianna R 000012369

€ Mottau, Chiistopher C 000012511

€ Napierkowski, Daniel S 000012579 - Select A 2nd Contact a
ﬁ Reale, Nicole 000012233

- Select A 3rd Contact hud

¥ # 1 - Weagmans Food Markets : Front End Cashier, $10.00, 09/04/2018
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Assign Work Schedules

Tracks student employment history, current rate of pay, work schedule and training Plan.

Double click My Modules>Double Click Coop Education Options> Click Student

Employment
Adding Work Schedules

* Click on the Student Name
* Click onthe Work Schedule Tab

«  Click “True” each day of the week the student will be expected to report to work. Indicate start and
end times.
*  Click “Save”

* Repeat for each student.

Ashley E Akian 000001172 L|_I

Employmen %ork Schedule |1 mments'

Sunday
" Tre

¢ False

[12:00 AM
[12:00 AM

" False
08:00 AM

¢ False

12:00 AM
§12:00 AM

(¢ False

[12:00 AM
1[12:00 AM
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Using Additional Hours field

Tracks students additional hours that they work outside of the set work schedule.

Double click My Modules>Double Click Coop Education Options> Click Student
Employment

Adding Hours to Additional Hours field
Note: Use the Comments tab to

«  Click on the Student Name indicate the individual days that
- Click on the Employment Tab additional hours were worked.
- . . : . Keep th t i
* Update the Additional Hours field (this number is self maintained) ta%(_ap & comments as a running
*  Click “Save”
* Repeat for each student.

Harris Career and Technical Center

Paid Coop

‘Wegmans Food Markets

¥ Good Morming Mr. Stem Mr. Matt Raykos, Front End Manager
€ Atkins, Jacob E 000012097
g Banach, Bryane | 000012043
€ Cairoll. Michael J 000012234 Front End Cashier
€3 Dell. Noelle M 000012567

g Feltenberger, Vincent J 000012133
€ Heard. TamraJ 000012618

€ Kish, Kaitin & 000012172

€ Leeper. Angelica A 000012030

€ Mottau, Austin C 000012118

€& Mottau, Brianna R 000012369

€ Mottau, Christopher C 000012511
& Mapierkowski, Daniel S 000012579
€ Reale. Nicole 000012233

Mr. Matt Raykos, Front End Manager

01/01/1900

$10.00
03/04/2018] 01/01/1900 |
08/29/2018 T —

- Select A 2nd Contact =
- Select A 3rd Contact =

& #1-Wegmans Food Markets : Front End Cashier. $10.00, 03/04/2018
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Creating Training Plans
Tracks students associated tasks, attitudes and equipment for each employment.

Double click My Modules>Double Click Coop Education Options> Click Coop
Training Plan

Creating a Training Plan for a Job Title

* Click on the Student Name

* Click on the Job Title for which you are creating the training plan

* Click on Green Arrow Button to assign next sequential Training Plan ID number

« Enter the Starting Date ( The date will default to the date you are creating the plan)

*  Click “Save” T e —
Ole|e @t o3

ClassLink Career and Technical Center = Ashley E Akian 000001172

? :;Dha I Career Objective: Pastry Chef

Employ t: Intern - unpaid

Note- If a task does not appear as ii:?uf;::;nu ;l - 3 1 Starting Dma10f28f2009 Ending Date: l01101l1900

Red Font = No Career Objective on File
Tasks | Atitucles | Equipment |

a choice in the list you may can Blue Font = Training Plan on File
2 Good Afternoon Ms. Warke =

add additional tasks by course, & Akian. Ashiey E 000001172@D) _| : -
. € Akian, Shelbie 000000007 # CourseTitle
cluster, All school wide tasks or & Burson, Alexander W 000000062 [t =
i € Burson, Christopher J 000000086 1\ Treining Plan has been saved!
you can type a new task into the g g ki
system & Burson, David L 000000079
& Burson, Devon J 000000034
€ Burson, Jenna L 000000072
& Burson, Joel R 000000905
€ Burson, Nicholas A 000000124
€ Burson, Rebecca S 000000102 |

€ Ashley E Akian
£y Student Intern - unpaid Q
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Creating Training Plans
Tracks students associated tasks, attitudes and equipment for each employment.

Double click My Modules>Double Click Coop Education Options> Click Coop
Training Plan

Adding Tasks to the Training Plan
Within the plan created

* Click onthe Blue Add/Delete Tasks button
*  Click on the box next to the Duty ID number to select
«  Select all tasks appropriate for the training plan (you may select all at once by clicking the Green

check mark)
N Cl iCk “Save” kto—op Training Plan Task Management: Ashley E Akian 000001172
ile:
° Repeatforeach student. [u|a| &

gDate:  [01/01/1900

Select to View Tasks
’7“' Couse ¢ Cluster € Al FreeFom ﬂ
Check the box to automatically save the iate tasks.
Save Tasks | ViewsDelete Tasks | g
Note: In the Select to View Tasks Course Titie f’ (Du) Task - CourseTitle

box, Click the radio button to Culinary Arts
expand your task choices.

Deciphers invoices and
000002 Practices FIFQ principle:
000003 Retrieves and stores suj
000004 Identifies inferior produc
000005 Follows proper recycling
000006 Places orders

000007 Calculates unit pricing
000008 Demonstrates ability to ¢
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Creating Training Plans
Tracks students associated tasks, attitudes and equipment for each employment.

Double click My Modules>Double Click Coop Education Options> Click Coop
Training Plan

Within the plan created

Red Font = No Career Objective on File
. . Blue Font = Training Plan on Fil
» Click onthe Attitudes Tab & oo i Vo
*  Click on the box next to the Attitude to| & At JacobE co0012057
€ Banach, Bryane | 000012049
select € Carroll, Michael J 000012234
. . Del, Noelle M 000012567
- Select all Attitudes appropriate for the | § e v sz
H B Heard, TamraJ 000012618
training plan B Kish, Kaitin 4 000012172
o Click “Save” - & Leeper, Angelica & 000012030 :
€8 Mottau, Austin C 000012118 0 Perseveiing
* Repeat for each student. g Mottau, Brianna A 000012369 Bgosil‘ivemtitude
Mottau, Christopher C 000012511 Iecise
€ Napierkowski, Daniel 5 000012579 M Punctual
3] Flepale, Nicole 000012233 [ Reliable
O Respectful
, [ Responsible
Note: If an attitude does not appear as a choice in 4 Rrpeiian Egj:m’:ﬂe -
the list you can add additional attitudes in the - ,.‘l'” : 09/05/2018 O Thiity
Training Plan Base Data Module -
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Creating Training Plans
Tracks students associated tasks, attitudes and equipment for each employment.

Double click My Modules>Double Click Coop Education Options> Click Training
Plan Base Data

Editing Attitudes in the Training Plan

If an attitude needs to be added to the selection list:

*  Click on the View button located along the top of
the screen

* Click on Training Plan Base Data. You will jump
to the module.

P& ClassMate for CTE - ClassMate - ** Live Environment ** - [Co-op Training Plan (COOPTR_M) ]

09/05/2018

Red Font = No Career Objective on File

Blue Font = Training Plan on File Tasks Aftitudes I Equipment |
@ Good Morning Mrs. Mottau
€3 Alkins, Jacob E 000012097 Attitude #
- €3 Banach, Bryane | 000012049 L Attention to Detail 002811
€ Caroll, Michael J 000012234 O Confidence 002815
€3 Dell, Noelle M 000012567 O] Creative 002606
-~ €3 Feltenberger, Vincent J 000012139 Dedication 002814

. 8 Heard Tamea.l NONMN2R1A
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Cooperative Education

Creating Training Plans

Double click My Modules>Double Click Coop Education Options> Click Training
Plan Base Data

Editing Attitudes in the Training Plan

If an attitude needs to be added to the selection list, within the Training Plan Base Data Module

Click on the Attitudes Tab

Click on Green Arrow Button to assign next sequential Attitude D number
Type the Attitude Description in the Name Field

Click “Save”

ISIE ¢+ SICINIE]

Good Morning Ms. Warke

nUMachineryl
—Add New Attitude
Aftitude [iD | sta
Attention to Detail 002811 A e" 4 I00231 7
Confidence 002815 A h)
Creative 002806 A Name: QIFriendM
Dedication 002814 A
Honest 002812 A
Optimistic 002807 A
Persevering 002809 A
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Creating Training Plans

Double click My Modules>Double Click Coop Education Options> Click Coop
Training Plan

Adding Equipment/Machinery to the Training Plan
Within the plan created

Click on the Equipment Tab button

Click on the Blue Add/Delete Equipment Button
Click on the box next to the Equipment to
select [Hais oo e Tz Carke
@ Click the red X to
exit the module

K

Red Font = No Career Dbjective on File
Blue Font = Training Plan on File
& Good Moming Hrs. Mottau

€ Akins, Jacob E 000012097

Repeat for each student.

Note: In the Select to View Tasks
box, Click the radio button to
expand you task choices.

€ Banach, Bryane | 000012043

6 Canol, Michsel ) 000012234

€ Dell, Noele M 000012567

€ Feltenberger, Vincent) 000012139
6 Heard, TamaJ 000012618

& Kish, Kaitin A 000012172

€ Leeper, Angelica 4 000012030
6 Mottau, Austin C 000012118

& Mottau, Brianna R 000012359

€ Mottau, Chistopher C 000012511
6 Napierkowski, Daniel S 000012573
& Reale, Nicole 000012233

Co-op Training Plan Equipment Management: Nicole Reale 000012233

Mya

[0 L L]

Save Equpment | Delete Equpment|

Couse Tile Eoqupmert
Health Related Technology e E 1 Themometer

Mz Litts

0Oz Computers

ns Blood Pressure Eauioment
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Creating Training Plans
Tracks students associated tasks, attitudes and equipment for each employment.

Double click My Modules>Double Click Coop Education Options> Click Training
Plan Base Data

Editing Equipment in the Training Plan

If equipment needs to be added to the selection list:

*  Click on the View button located along the top of
the screen
* Click on Training Plan Base Data. You will jump

to the module.

B ClassMate for CTE - ClassMate - ** Live Environment ** - [Co-op Training Plan {COOPTR_M) ]

09/05/2018

Red Font = No Career Objective on File

Blue Font = Training Plan on File Tasks Aflitudes | Equipment |
@ Good Moming Mrs. Mottau
88 Atkins, Jacob E 000012097 Allitade 8
& Banach, Biyane | 000072043 O Attention to Detail 002811
& Carroll, Michael J 000012234 O Confidence 002815
Q Dell, Noelle M 000012567 .
[ Creative 002806

€ Feltenberger, Vincent J 000012139 B
| € Feltenberger, Vincen [ Dedication 002814
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Cooperative Education

Creating Training Plans

Double click My Modules>Double Click Coop Education Options> Click Training
Plan Base Data

Editing Equipment in the Training Plan

If an attitude needs to be added to the selection list, within the Training Plan Base Data Module

Click on the Equipment Tab

Click on Green Arrow Button to assign next sequential Equipment ID number
Type the Equipment Description in the Name Field

Click “Save”

Dlele@U|e| @
Bl
hEeerenniecma)
g Se———__
Select a Course —Add New Equi t/Machinery
Construction Technology 2l | course: Culinary Arts
COOP Education oy Ii
1 Cosmetology e 0 :
1 Culinary Arts Name: eRecipe Folded
1 Early Childhood Education
Exploratory Occupations ' Active " Inactive
1 Floral Design/Greenhouse Technology
GED # | Equipment / Machinery Status
Heavy Equipment 1 Knife Set A
Motorsports Fabrication 2 Apron A
1 New Vision Allied Health 3 Uniform A

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.



7V}, HARRIS

g

Cooperatlve Educat|0n ‘\\. School Solutions

Training Plan Best Practices

Double click My Modules>Double Click Coop Education Options> Click Coop
Training Plan

Helpful Hints

* Equipment Lists can be copied from one course to another

« Student Training Plans can be copied from one job title to another

* You may select several choices at once by clicking the Green check mark box

« Training plans need to be created for EACH student individually

* You can select task by course, cluster, all tasks in all programs or enter a free form task.
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Cooperative Education

Daily Attendance
Allows Coop Instructor to take daily attendance for students participating in the Coop program.

Double click My Modules>Double Click Coop Education Options> Click Student
_ Daily Attendance
Daily Attendance

; Harris - Mount Joy Campigs 44 ) )
ClassMate can_ help reduce the amount of time e Tl Enddato GRD_[courseri T
and effort required to track Coop student 01/01/1900 11 |Culinary Arts 120608 10167
attendance. You have the ability to pre- P Akcan, Achley E 0000C

populate attendance for the days the student is | g #kan. Shebie 000000007
€ Burson, Alexander W 000001

scheduled to be at work. € Burson, ChristopherJ 00000
€ Burson, Cody 000000054

° i & Burson, David L 000000079
CIICk on the Student Name -8 Burson, Devon J 000000034

v

art Date End Date Current School
10/27/2009 v [12/2372008 | FULH

«  Verify the Schedule appears in display 8 Burson, Jenna L 000000072 1212372008 | CO-OP Student - Presont ATWo
¢ C“Ck the deSired Start Date g 23222 LI{J?:rL(EI{aZOAO%%%%%%I F 124212009 |CO-OP Student - Present At Wol
’ CIICk the deSired End Date g 23@22 gaeraiimctisdogggggg 1211842009 |CO-OP Student - Present At Wol
«  Click “Present” o & Burson. Terry L 000000096 A W

+  The attendance will display for the B Cooperpriber L UI0N4G )

selected time period. Note the attendance
condition applied.
Repeat for each student

Hint: If nothing happens when you perform the steps above, verify the students schedule has a coop session
assigned in Student Scheduling module. Also verify the schedule dates align with the dates you are entering in the
Start/End date fields of the attendance module.

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Cooperative Education

Daily Attendance
Allow Coop Instructor to take daily attendance for students participating in the Coop program.

Double click My Modules>Double Click Coop Education Options> Click Student
N _ Daily Attendance
Editing Daily Attendance

To edit a pre-populated attendance day

* Click on the Student Name

« Scroll to desired Date in the grid

* Click to the right of the attendance
condition

* Agrey box with a black arrow will display

*  Click the grey box and select the new
attendance condition from the drop down
menu

* Repeat as needed for each date and
Student_ Start Date End Date Current School
[10/27/2009 =l [12/23/2009 | FULH

School Testln Q j‘ 15

1242342009
F 1242142009 |CO-OP Student - Present At Woi |10

Note: Editing attendance conditions
should be in line with your school
attendance policy.
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Daily Work Ethics Grade and Comments
A daily work ethic grade is assigned to each student based on their attendance condition.

Double click My Modules>Double Click Coop Education Options> Click Coop
Work Ethic Comments

Editing A Work Ethic Grade

Coop Instructors have the ability to edit default

Work Ethic grades and enter comments into Teachmmmems|
ClassMate. The grade edits can be based on Grade

either observations while in the field or from ort =hie mrace - : .
feedback provided by the employer. AUk o S LI

Cararment
+ Agsisted Other Students
+ Assisted teacher

TO Edlt a Work Ethlc Grade :g;:;?stgcrie;?\igfli«b!?asswgned
* Click on the Coop Tab  Folows aciors gty
. nghllght' the Work Ethic Grade Selected Comments:
tO be edlted Selected Comment | CommentiD) |
. + Assigted teacher anaaTo
*  Type the New Work Ethic Grade + Agsumedtesponsioy 0004

*  Click “Save”
* Repeat for each student

Freeform Comment:

Enter a "Freeform” Comment
Here. Don't forget to use the
Spell Check Button!
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Cooperative Education

Daily Work Ethics Grade & Comments

Work ethic comments can be applied to each student based on their co-op performance

Double click My Modules>Double Click Coop Education Options> Click Coop
Work Ethic Comments

Entering Work Ethic Comments

Coop Instructors have the ability to enter
oop Comments MTeacher Comments |

Work Ethic comments into ClassMate. The

b
comments can be selected from a pre- B e %;8 ,-
determined list or added as a Free-form ICR 10 Seeclapplican’e Lomments |
Lormrment
Comment + Agsisted Other Students
+Assisted teacher

+Assumed responsibility
+ Completed all work as assigned

To Enter Work Ethic Comments: + Contibuted o toam aciiios

o C||Ck On the Coop Comments Tab + Follows instructions diligenthy

- Click to select applicable Selected Commens: e
comment(s) AND/OR e oo

* Type the freeform comment in the
field provided

Click “Save” Freeform Comment:
Repeat for each student |

Enter a "Freeform” Comment
Here. Don't forget to use the
Spell Check Button!
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Cooperative Education

Coop Grading

Entering Skill/PDP, Work Ethic & Knowledge Grades
Coop Instructors have the ability to enter skill, knowledge and work ethic grades into ClassMate from one module. The
grade edits can be based on observations while in the field or from feedback provided by the employer. The process for
entering grades should be established by the administration prior to entering anything into the system.

Double click My Modules>Double Click Coop Education Options> Click Coop/Admin
MP Gradebook

* Click on the Course Name

* Click on the Class

¢ Click on the Student Name

*  The Student Name, Grading Formula, Skill & Work Ethic Rubric will display.

Olele| <
* Coop Students _+|
Current MP: 1
e l;l Culinary Arts GRD Last PGR SKL KNW
E:I INTPM - Cooper 10 Burson 999 69 59
D PM - Cooper
5 999
D INT/-\M Cooper
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Cooperative Education

Coop Grading

Entering Skill/PDP, Work Ethic & Knowledge Grades

Within each grading component a Coop instructor has the ability to drop down a list of all the associated activities, skills or
default work ethic grades associated with the student. These drop down lists can be entered, updated or edited from this
screen. The overall PGR or period grade is automatically calculated as the grading components are populated.

Double click My Modules>Double Click Coop Education Options> Click Coop/Admin
MP Gradebook

Click to the right of the Grading Component Name F——— — = gg®
«  Agrey box will display |

* Click the Black arrow and a drop list will appear

«  Select the Skill, Knowledge Activity or Work Ethic Grade you would like to enter or adjust.

* Enter the grade

* Click outside the box and the grade has been entered.

*  The date will default to the current date. The date may be changed to reflect the actual date
a grade

* Repeat for each student

Student lTask Grades 1
. i ; PTS |Task EndDate |REQ _ |Duty «
Note: IndIVIduaI (,';radmg Component 3 m Deciphers invoices and check 0170171900 |T 0001
Modules are available for Coop 00 |Practices FIFO principles 0170171900 |T 000!
Instructors 04 Retrieves and stores supplies 1072972009 [T 000
00 Identifies inferior products 017011900 |T ooo
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Cooperative Education

Grading Coop Students

Coop Instructors with the proper permission can add knowledge activities to occupational instructors
knowledge banks. This eliminates the need for the occupational instructor to enter all the Coop grading
information. The process for entering grades should be established by the administration prior to entering
anything into the system.

Double click My Modules>Double Click Admin Grading > Click Admin
Knowledge Bank

Adding Knowledge Activities to a Teacher’s Knowledge Bank

* Selectthe Course

* Click on the Class

* Enter the Knowledge Activity using the established process (See Additional Resources at the
end of the guide)

« A pre-defined sequence number should be used so the Coop Activities are grouped together
and away from the Occupational Activities. For example, all Coop activities should have a SEQ ID
of 000888. Occupational Instructors MUST be notified that additional activities will appear in the
knowledge bank and will be graded by the Coop Instructor.

* Click “Save”

* Repeat for each course/class.

STUDENT INFORMATION | FINANCIAL MANAGEMENT | SCHOOL NUTRITION
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Cooperative Education

Helpful Reports

Double click My Reports >Double Click Coop Education Options > Click
Cooperative Education Training Plan

Cooperative Education Training Plan

b oM o= | dh
Prited: 1100620 1810:17 am. Cooperative Education Training Plan Paglofl
1 1 Educational Career Ohjective: Frotective § arvice CIE Code: 439999
G Ive t h ISre p O rt to Student Leammer: Jordan Carroll Phone Number: (999) 573-0905 Ernail:
I h . I Parent / Guardian: Mrs Jemifer Carroll Fhone Number: (999) 573-0005
Em ployers to use while Training Agency: A Frankenfidd Contracters Fhone Number: (30€) 995-7685
. Traiming Supervisor: hr. Ant Fekenberger Fhone Number: (999) 995-7685
evaluating students at Bnstructor: Mx. David Aflins
Career Fathway : Fire Fighters Cumrent Job: construction b orer
the job site.
Irsining fupanriox Datu Ingtructox Dat
ftude ot Loarmax Datu Pamnt/ Guanlian Data
Cooparative Education C oo pdimatox Datu
Attitudes:
Atuntonte Detad Posttie Attitale Eulisbk

Equipment or M achines to beused:
Aiway Mansument Eqmpment Wamning ot

Majex Tasks / Competendes:
Explin the b toryand rels of prirate secumity. Practis patmols and fixed poste.
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Helpful Reports

W
e

Double click My Reports >Double Click Coop Education Options > Click
Business Contacts Labels

Use this report to send
out mailings to all
employers.

HARRIS

School Solutions

General Manager
1660 Valley Center Parkway
Bethlehem, PA 18017

Kathy Kish

Arby's

Asststant M anager

1660 Valley Center Parkway
Bethlehem, PA 18017

Andy Dell

Devery's

owner

1660 Valley Center Parkway
Bethlehem, PA 18017

Christine Heard

Easton Nursing Center
contact

1660 Valley Center Parkway
Bethlehem, PA 18017

Business Contact Labels
L1+ LRI,
Bob Reale Bruce Oliveira
Arby's Quizno's Subs

contact
1660 Valley Center Parkway
Bethlehem, P& 18017

Paul Kish

Quizno's Subs

contact

1660 Valley Center Parkway
Bethlehem, PA 18017

Margaret Banach

Sodexho - Easton Hospital
Contact

1660 Valley Center Parkway
Bethlehem, PA 18017

Amanda Leeper

Sodexho Health Care Services
HR & Safety Manager

1660 Valley Center Parkway
Bethlehem, PA 18017
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Helpful Reports

Double click My Reports >Double Click Coop Education > Click
Alpha Student Coop Roster

Alpha Student Coop Roster

1 Yoy g
Alphabetical Student Coop Roster

Use this report to get a

|isting of all students Printed: 11/06/2018 10:28:454M Page 1 of 1
schedule for a coop for | “Tne’
Last Name First Name Suffix Intl Grade StudentID Birth Date
the roster date Harris Career and Technical Center
Enolled High School S tudents
selected. Atkins Cluistian S 11 000012613  05/13/2002
Atkins Jacob E 12 000012097  03/02/2001
Barach Bryane I 12 000012049  03/25/2000
Canoll Joxdan 10 000012039  07/26/2003
Camoll Michael 1 12 000012234 05/12/2001
Dell Noelle M 11 000012567  12017/2001
Feltenberger Vincent I 12 000012139 112012000
Heard Tanra ] Il 000012618 021022002
Kish Kaitlin A 12 000012172 01/18/2001
Leeper Angelica A 12 000012030  09/01/2000
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ClassMate
/599 Beth-Bath Pike
Bath, NY 18014

855-984-1228 Help Desk: Option 1
www.classmate.net
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