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Agenda

Enrollment Pre-Requisites

* Entering Returning Student Projections

* Entering New Student Projections

* Reporting Projected Enrollment

* Editing
- Deleting New Student Projection

- Deleting Returning Student Projection

- Parallel editing of current and projected data
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Enrollment Projections Key Terms

Enroliment Projections Key Terms

e Returning Student

e New Students

e New School Year

* Projected Enrollment
* Maximum Seats

* Rotations

* Current Year
* Projected Year
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Any student currently enrolled in the school.

Any student that is NOT currently enrolled in the
school but plans to attend in the upcoming
school year

The upcoming school year beginning in August
or September

Estimated enrollment for the upcoming school
year

Maximum number of students in a class

A rotation is a specific period of time during
which groups of students rotate through
identified courses.

Active year- select for Returning Student Projections
New School year- select for New Student Projections
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Enrollment Pre-Requisites

The purpose of this step is to prepare the ClassMate
System to accurately receive student projection data

* Create a New School Calendar

* Enter New Student Registration Data
* Rotations (if applicable)

e \Verify Projected Room Seating

* Activate Sync Seat Process

e Verify Seat Override Max Value
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Create a New School Year

Create a New School Year Getting Help

(Mandatory Step)

Prior to projecting students, create a new Please visit:

school calendar for the upcoming school www.classmate.net for an

year into which you would like to project instructional guide on creating a new
students. school year (Creating & Updating the

School Calendar)

| Main Location Main Location

2009-2010 School Year Y 200910 |2003-2010 School Year

My Modules > School Calendar Information > School Calendar Management > Day Management Tab
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New Student Registration

New Students Registration Getting Help

All new students must be registered in Please visit:
ClassMate before you can begin to project www.classmate.net for an

them into the upcoming school year. instructional guide on creating a

. . . new school year (Student
You may begin entering new students into . . .
registrations as soon as the applications Registration w/Services)

begin to arrive.

Please ensure you complete the pre-requisite
steps prior to beginning the new student
registration process.

My Modules > Student Registration > Student Registration Information module OR SL Student
Registration Information module
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Creating rotations

Create New School Year Rotations
(Mandatory Step if using Rotations):

Prior to projecting students, create a new school calendar for the upcoming school year into

which you would like to project students. Getting Help

My Modules > School Calendar Information > Calendar Session Please visit:

Management > Rotations Tab www.classmate.net for an

instructional guide on creating
Rotations (Creating & Updating the
School Calendar)

* Click on the Rotations Tab

* Click the Green Rotation ID Button to Create New Rotation
* Enter the rotation Name

* Enter the Start Date

* Enter the End Date

* Click Save * ®|®|0| Q{olol _| :

Harris Career and Technical Center

2018-2019 School Year

# Good Morning Mrs. Mottau
24 Calendar Marking Periods
- Al

|Allemale MP I Coop Sessions s amaslarsl Summarl Billing I

| @2 000001 Rotation A\
L@
L@ 08/27/2018

=L Calendar Alternate Marking Periods
#.[1 Calendar Coop Sessions
2 Calendar Rotations

) Rotation A
|| ERotation B
|| &) * Reserved Rotation End — Final Selection
|3 Calendar Semesters

| Calendar Summer Sessions
' [ Calendar Billing Cycles

000001 Rotation A: 08/27/2018 thru 01/14/2019

£ 000002 Rotation B: 01/15/2019 thru 05/23/2019
- £ 999999 ** Reserved Rotation End — Final Selection: 08/27/2018 thru 05/30/2019
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Verify Room Seating
(Mandatory Step)

Prior to projecting students, verify the number of student seats for EACH class in the upcoming school year.

Double click My Modules > Double Click Base Data Information > Click Location/Building/ Room Management
*  Select the Campus, Location, Building and Room from the left hand view
*  Fromthe room level verify the # of student seats are accurate for the upcoming school year.

. Edit as needed > Click Save

[# CiassMate for CTE - ClassMate - ** Live Environment ** - [Location Management (BLDMNT_M)]
% Fle Edt ¥ew ClearData

Olele] Hlele| e

Campus | Locations | Buildings RDDH’IE'

= Main Building =
-©) 000110 - Building & Property Maintsnance Lab

© 000120 - Bldg Const Technalogy Classraom
© 30-Building & Property Maint.Classroom
- 000160-Elec Occupations Classroom

© 000180 - Electrical Qccupations Tech Lak

O 000190 - Clagsroom/Conference Room

© oo 95 - Bldg Const. Wing Girls Lockers

-©) 000206 - Culinary Arts

-0 (00213 - Culinary Arts-Girl's Locker

© 000214 - Culinary Ans-Boy's Locker

© 000400 - Adult Day Care

© 000407 - Computer Lab

-0 000411 -HRT ADC Lockers

- 000417 -HRT Classraom

© 100420 - Autamotive Collision Classroom

O 000430 - CADYEngineering

© 000440 - Machine Tool Technology

-©) 000442 - Manufacturing YWing-Girls Locker

-©) 000450 - Welding Technology

© 000454 - Welding Technology Classroom

© 000480 - Automotive Technology

© 000485 - Automotive Technology Classroom-H
-©) 000486 - Automotive Technology Classroom-SM
-©) 000500 - CSN Computer Lab

Note: You may generate a Room Maintenance Report to view the number of student seats currently assigned.
Reports > Base Data Information > Room Report
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Sync Seats

MP Closel Delete/Return Student | System Rolloverl Purge P

1. To insert ALL curriculum, leave student ID blank. To insert individual curriculum, select a student. Click Insert Curriculum TRUE., then

1. Insert Curriculum
" True (¢ False

click SAVE.

2. To reset the class seating. click Sync Seats TRUE. then click SAVE.

Sync Seats
(Mandatory Step)

This process verifies the number of student seats available for each class in the projected year. This
step may only be done AFTER the number of seats have been updated for the upcoming year.

Double click My Modules > Double Click System Administrator >

Click ClassMate Master Control

*Click Misc Tab

*Click T (True) in the 2. Sync Seats box in the right hand view
*Click Save
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Seat Override Value

This process establishes the incremental number of student seats available

should you exceed the number students seats during projected enrollment.
Should this occur an alert message will allow you the option to override the
enrollment by the number of seats established in this step.

Double click My Modules > Double Click System Administrator > Click Custom Control > Click Enrollment Tab
*Classroom Seat Override Max > Enter the number seats when override is > Click Save

[ ClassMate for CTE - ClassMate - ** Live Environment *+

oleolo| Hle| o

- [Classmate Custom Control (Custom_M)]

&)

Enroliment ﬂendancel Gradlngl Rubrlcsl Misc |

01011900

Ertry Status
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Projecting Students prior to completion of Master Schedule

All students must be projected into a minimum of 1 class prior to rollover.
If the student schedule is not yet known but must be projected, a student can be

projected into a Homeroom or Lunch class. A generic placeholder course/ class can be
created in Instructional Course Offerings for projections as well

Updating Course Offerings

If you will be offering new courses, you can add new courses and class to Instructional
Course Offerings (My Modules > Curriculum Management> Instructional Course
Offerings) prior to beginning projections.

However, you may not delete nor change a course/class to “Inactive” status until after
system roll-over is complete
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After system rollover all projected

students will be officially
enrolled. All seniors NOT
projected will be archived

New Student Registration
Information Is entered into
ClassMate as the applications
are received

New
Rollover Student

Analyze & Report
enrollment projection data
for the upcoming

school year.
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Registration

Returning Students are
projected into the upcoming

Report Project : :
. . school year. Seniors will be
Projected Returning .
Archived .
Enrollment Students

Project New
Students

Newly registered students are projected into
the upcoming school year , AFTER returning
students. Returning students have priority for
course & class

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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* Enrollment Pre-Requisites

e Entering Returning Student Projections
* Entering New Student Projections

e Reporting Projected Enrollment

e Editing

- Deleting Student Projections
- Deleting Returning Student Course Change Projections

- Parallel editing of current and projected data
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Returning Students

Sullivan County ﬂ
Sullivan County BOCES
H 6 Wierk Avenue
Worksheet for Returning Students Liberty, NY 12754
(845) 2954152
The Projected Class schedule report is Projerted ClassSchatuloRepart
intended to facilitate the projections process by P e S
Student Grade Chss Chass ID
allowing the staff to identify any known student Muslfomay =
17 Kish, Joseph R 10 AM
withdrawals, course changes or special e " o —
000000973 Cooper, Matthew J 11 AM
conditions that may affect scheduling for the 000000147 Danke, Krsopter D 1 s
000000869  Jarvis, Andrew R 11 AM
upcoming school year in a formalized manner. GO00T345" Ky Demmn' u - —
000000773 IMMottan, Kristopher W 11 AM _'L‘
K| >
Getting Started

Note: The report is meant to be used as a source document for

Double click > My Reports > Double Click staff when projecting students

Student Projection > Click Projected Class

Schedule by Grade

. Generate Report

. Distribute to staff

. Collect completed worksheets

. Utilize worksheets throughout the projection
process
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Returning Students

Returning Students
When projecting returning students, there are three options to choose from:

. Return the student to the same course
. Return the student to a different course
. Student does not return

Return
to Same

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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Returning Students Same Course

All returning students must be projected into a course and class. This is MANDATORY.
This step will be used for those students being projected into the SAME course in the upcoming school year.

Getting Started

Double click > My Modules > Double Click Student Projection > Click Return Student Projection/Enrollment

Select Location if Multi-Location site
The system will default to projected School year and Non-Rotation Students
Select the Course

. Click on the Course Dropdown Selection > Select a course from the dropdown menu > Click on the Green
checkmark icon on the tool bar along the top of the page.

Select the Class

. Click on Blue Class button > Select the class by single clicking > Click on the Green checkmark icon on the
tool bar along the top of the page

Status: Auto-Populates based on your site Custom Control setup (if student requires different Enrollment
Status click button to select)

Begin Date: Auto-Populates First Student Day of NEXT School Year based on Calendar set up

Note: You must select BOTH course and class

You can also Sort by Alpha or Grade
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Returning Students Same Course

[ ClassMate for CTE - ClassMate - ** Live Environment ** - [Return Student Projection/Enrollment (FR53_MTB)]
7 Fle Wew Report

olele| Blel o

Harris Career and Techrical Center

. utamative Colision & Refinishing Technology
I

Rotation

Status E05_00 05 Nor-Academic Student

08/2212018
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Projecting Returning Students into the Same Course

Select Students
Click on the name of the students you would
like to project into this Course and Class

. Select the student by double clicking the name of the student from Enrolled Student list,
located in the left hand view of the screen.

. The students name will appear in the right hand view of the screen in the selected
students list after double clicking

. Click “Save”

If you need to REMOVE a student from the Selected Student list > click the student name
and then click the REMOVE button

If you need to REMOVE ALL students from the Selected Student list > click the Clear button
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Returning Students Same Course

Projecting Returning Students into the Same Course

R s s
. - ]

Course Automative Collision & Refinishing Technalogy
Class AW A M

=
]
08/22/2019 -

Clavseelian

= L R

Status E06_00 E0b Mon-Academic Student

m- Enrolled Students T =

— emove

[ Toass forade | ot st | E|
AM Banach i ' Raven M 9 100013124
AM 10 Banach Blaze o & 2 Blaze D 10 100012802
AM 10 Banach David J <
AM 10 Carroll Dante L 00001291 000012
AM 10 Dell Cheyenne M 00001303 000018 o
AM 10 Einstein Garrett Cc 00001298 000012 -
AM 10 Garfield Isaiah A 00001298 000012
AM 10 Mottau Christopher W 00001295 000012
AM 10 Packers Max 00001306 000018
AM 10 Reale Eli 00001305 000013
AM 10 Reale Keonne 00001298 000012

J AM 1n Qtarn | Namatrine n nnAnTa11fnanAtex |

Note: After saving the Selected Students list will appear empty. The Enrolled Student list will still have the
student’s names but they will now appear in BLUE. This indicates the student has been projected.

The number of available of seats for the class can be viewed from any projection module.
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Returning Students Different Course

All returning students must be projected into a course and class. This is MANDATORY.
This step will be used for those students being projected into the DIFFERENT course in the upcoming school year.

Getting Started

Double click > My Modules > Double Click Student Projection > Click RETURN Student Course Changes

Select Location if Multi-Location site
The system will default to Active Students and Projected School Year
Select the Current Course in which the student is enrolled.

. Click on the Course Dropdown Selection > Select a course from the dropdown menu > Click on the Green
checkmark icon on the tool bar along the top of the page.

Select the Current Class in which the student is enrolled.

. Click on Blue Class button > Select the class by single clicking > Click on the Green checkmark icon on the
tool bar along the top of the page

Program Status: Auto-Populates to Changed Program/Course but can be changed is appropriate
End Date: Auto-Populates Last Student Day of Current School Year based on Calendar set up

Note: You can also Sort by Alpha or Grade
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Returning Students Different Course

Projecting Returning Students into a different course

Harris Career and Technical Center

]

Iz
| - Projected School Year

Automative Collision & Refinishing Technology

O
Changed Program{Course

Withdrawal _
08/03/2019

Projection | District{School | Rotations |

Course 470604 Automotive Technology 08/22/2019 -
Class _ E05_00 E05 Non-Academic Student

| Ewoleasuas LM
_|* [Class [Grade JlLat B

0000131
0000128
0000130
0000128
0000130
0000129

Banach Raven
Banach Blaze
AM 10 Banach David
AM 10 Carroll Dante
AM 10 Dell Cheyenne
Einstein Garrett

'OZ"‘—UZT
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Returning Students Different Course
Projecting Returning Students into a different course

Ensure you are on working in the Projection Tab which reflects the NEW COURSE & NEW CLASS.

Select the New Course

. Click on the Blue Course button and select the course name reflecting the NEW COURSE the student will be
projected into for the upcoming school year

. Select the Course by single clicking

. Click on the Green Checkmark on the tool bar along the top of the page

Select the New Class

Click the Blue Class button and select the class reflecting the NEW CLASS the student will be projected into
for the upcoming school year.

. Select the Class by single clicking
. Click on the Green Checkmark on the tool bar along the top of the page

Select Students

. Click the name of the students you would like to project into the New Course and Class

. Select student by double clicking the name of the student from Currently Enrolled Student list located in the left
hand view of the screen.

. The students name will appear in the right hand view of the screen in the Selected Students List

. Click “Save”

If you need to REMOVE a student from the Selected Student list > click the student name and then click the REMOVE button

If you need to REMOVE ALL students from the Selected Student list > click the Clear button
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Returning Students Different Course

Olele| dle| @

Ly

Harris Career and Technical Center 2

- - N )
: lacrirldiale
— g
(]
Autemotive Collision & Refinishing Technology
AM AM <= ook i ifex o

Changed Program/{Course
06/03/2019 M| ¥ L L L g

D isirich'SchooIl Rotations |

Course 470604 |Automotive Technology 08/22{2019 i
Class | EntryStatus |[WE05_00 E0S Non-Academic Student

W«  CEnrolledStudens o D]
_|* [Ciass |Grade | e M| B
| [ _AM S Banach _______Raven ________M_____ 0000131
O

elected Students

Remaove

Banach  |Raven 9 000013124

' Banach Blaze D 10 000012802
AM 10 Banach David J 0000130
AM 10 Carroll Dante L 0000129
AM 10 Dell Cheyenne M 0000130
AM 10 Einstein Garrett [ 0000129

=]

Note: After saving the Selected Students list will appear empty. The Enrolled Student list will still have the
student’s names but they will now appear in BLUE. This indicates the student has been projected.

The number of available of seats for the class can be viewed from any projection module.
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After editing, adding or deleting student data it

is a ClassMate best practice to verify the .,
accuracy of the data. The ClassMate Reporting — ﬁl
mechanism is an easy and efficient tool to verify et

the quality of data being entered into the tglEd

system. Projection reports should be run T

throughout the projections process .

Discrete Value

Report Sample:
Double click > My Reports > Double Click > Student Projections

Folder > Click Projected Class Schedule by Grade report
In Report Parameters:
. Click Report Type
. In the Discreet Value drop down menu:
Click Edit List for Projected Class ID

oK I Cancel

Other Report examples:

Current Student Course Changes
Projected Roster by Program/Class

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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* Enrollment Pre-Requisites
* Entering Returning Student Projections
* Entering New Student Projections

* Reporting Projected Enrollment

* Editing

* Deleting New Student Projection
* Deleting Returning Student Projection

* Parallel editing of current and projected data
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Enrollment Projections
New Student Projections

All new students should be registered in ClassMate prior to beginning this step.

** ClassMate will default to the #1 Program Preference** this can be changed depending on what Preference Program
student is being projected into. Refer to your Registration guide to assist you with Program Preference.

Double click > My Modules > Double Click Student Projection > Click New Student Projection/Enrollment

Note: Defaults include: Preference #1, Non Rotating Students & Projected School Year
Select the Course

. Click on the Course Selection dropdown menu > Select the Course > Click on the Green Checkmark icon on
the tool bar along the top of the page. The selected class will now be visible in the field

Select the Class

. Click on Blue Class button > Select the Class by single clicking > Click on the Green Checkmark icon on the
tool bar along the top of the page. The selected class will now be visible in the field

Select Registered Students

. Select the student by double clicking the name of the student from Registered Students list, located in
the left hand view of the screen.

. The students name will then appear in the right hand view of the screen in the Selected Students list

. Click “Save”

If you need to REMOVE a student from the Selected Student list > click the student name and then click the REMOVE button

If you need to REMOVE ALL students from the Selected Student list > click the Clear button
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New Student Projections

8 ClassMate for CTE - ClassMate - ** Live Environment ** - [New Student Projection; Enrollment (FR51_MTEB)]

% File Wiew Report

Blole| Hle| o

Harris Career and Technical Center =

Clacrelia

tutomotive Collision & Refinishing Technology
____oms P X

01/01/1900 01/01/1900
Entry Status E0B_00 E0E Non-Academic Student

Remove

1212842015 470603 470603 |100012( ' i 100012099

Note: After saving the selected New Students will be removed from the Registered Students list. The
remaining students names will be those that have not been projected into the Course or Class.

The number of available of seats for the class can be viewed from any projection module.
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e Enrollment Pre-Requisites

* Entering Returning Student Projections
* Entering New Student Projections

* Reporting Projected Enroliment

e Editing

* Deleting New Student Projection
* Deleting Returning Student Projection

* Parallel editing of current and projected data
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Reporting Projected Enrollment

Reporting Projected Enroliment

Throughout the projection process ClassMate
Reports can provide an up to date view of
projection totals. The reports can be utilized by
various staff at any time during the process.

For Example:
New Student Projected Enrollment Rosters allow
advance enrollment totals of next year’s class.

Counselors and other Administrative staff may use
Projected Schedules worksheet as a resource for
planning returning student schedules.

Getting Started

Double Click My Reports >
Double Click Student Projection >
Click report name to view

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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Commonly Used Projection Reports

Returning Students

-Current Student Course Changes
-Projected Alpha Returning Enrollment
-Projected Class Schedule by Grade
-Projected Schedule Letters Returning
‘Return Student Projected Enrollment

New Students

‘New Student Projected Enrollment Roster
-Projected Alpha New Student Roster
-Projected New Student Enrollment Roster
-Projected Schedule Letters New

All Students

Projected Class Schedule by Grade
Projected Enrollment by : Course or District
Projected Rosters by Program/Class
Projected Summary by Course or District

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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e Enrollment Pre-Requisites

* Entering Returning Student Projections

* Entering New Student Projections

* Reporting Projected Enrollment

* Editing

* Deleting New & Returning Student Projections
* Deleting Returning Student Projections (Course Change)

* Parallel editing of current and projected data
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Editing: Projections
Editing
During the enrollment projections process it will
become necessary to make edits to the data entered
into ClassMate. There are two main ways to

approach the editing process:

New Students

. Deleting Course or Class in the upcoming school
year.
. Deleting new students from the upcoming school
year.
Returning . Re-projecting new students into the upcoming school
Students year.
Returning Students
. Editing of current and projected data
. Deleting Course or Class in the upcoming school
year.
. Re-projecting returning students into the upcoming
school year.

. Parallel Editing: Edit data in both the current &
projected school years.
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Enrollment Projections
Editing: Deleting Student Projections

This step should be utilized when deleting a COURSE or CLASS for a NEW or RETURNING student .

Double click > My Modules > Double Click Student Projection > Click Projected Student Deletion

*  Click the New Student or Return Student radio button in the top left hand view as required
*  Select the Student Name from the list in the left and view by single clicking
*  Onthe Projection Tab, the currently projected class and course information will be displayed.

Delete Class Only Option 1 Delete Class Only Option 2

y Click the class session in the Projected Class . Click the Class session in the Projected Class
Schedules list schedules list

. Right click the Class name . Click the word Edit located along the top of the

. Click the Delete button toolbar

. A grey confirmation message will appear . Click Delete Class Schedule

’ Click “ Yes” to delete the class : A grey confirmation message will appear

. . Click “ Yes” to delete the class
The class will no longer be listed. The student can

now be reprojected into a different class. The class will no longer be listed. The student can

now be reprojected into a different class.

Note: The above process is for NEW STUDENT Course Projection errors or changes. This is NOT to be
used for RETURNING STUDENTS. Please use the returning student process

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.



=\, HARRIS
Enrollment Projections ’(\, School Solutions

Editing: Deleting Student Projections

EIassMa[._- for CTE - ClassMate - ** Live Environment ** - [Projected Enroliment Deletion (PRJ1_MTB)]
% File | Edt Wiew Report

Delete Mew Student Master
Delete Course Enrolment

Delete Class Schedule

sl

Delete Course Changes

IHarris Career and Technical Center

_1 Harris Career and Technical Center

. Atkins, Alexa M 100012099 W Course Changesl

Atkins, Alyssa R 000012485
Atkins, Anahi G 000012199
Atkins, Archie R 000012845
Atkins, Bianca | 000012515

Alkins, Brenda L 000012622 ) | Automative Collision [08/22/2019 | 01/01/1900 470603 |470603 1100012099 ) | rutomotive Collision [AM 08/22/2019 | 01/01/1300 | 470603 |470603 1/100012098
Afline Chrictian S NNNN12R13 I 1

Note: For instructions to re-project the student after deletion refer back to Entering New Student Projections
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Editing: Deleting New Student Projections

Delete Course and Class Option 1 Delete Course and Class Option 2
‘ Click the Course session in the Projected Course Click the Course session in the Projected Course
Eprollment list Enroliment list
’ E:.gitt;llclgtf;etC%urtie name . Click the word Edit located along the top of the toolbar
. ick the Delete button
. . . . Click Delete Course Enrollment
. A grey confirmation message will appear
. Click “ Yes” to delete the class . A grey confirmation message will appear
. Click “ Yes” to delete the class

The Course & Class will no longer be listed. The

student can now be reprojected into a different The Course & Class will no longer be listed. The
student can now be reprojected into a different
Course & Class.

Course & Class.

nt ** - [Projected Enrollment Deletion (PRI1_MTE)]

s

i_1 Harris Career and Tachnical Center

Atkins, Alexa M 100012099 W Course Changesl

Atkins, Alyssa R 000012485
Atkins, Anahi G 000012199

Alk!ns. A.rchle R 000012345 l Pr0|ected Course Enroliment __I H Prolecled Class Schedules
Atkins, Bianca | 000012515

Alkins, Brenda L 000012522 , A tomative Collision [IHfZZlZI]Hi l]1f[l1l1€ll][l 47m;u3 47nsua 1 mumzuaa , A tomative Collisi na/zyzuw uwmnauu 47m;u3 47m;u3 1 mumznas
Afkine Christian & NNNMNT2R13

Note: The above process is for NEW STUDENT Course Projection errors or changes. This is NOT to be
used for RETURNING STUDENTS. Please use the returning student process
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Editing: Deleting New Students

. Click the New Student radio button in the

If a New student has been projected in the upcoming school top left hand view

year then decides to NOT attend, the student MUST be . Select the Stqdent Name fro_m jche list in
removed from the projected year. the left and view by single clicking

, . _ _ . Click Edit on the toolbar located at the top
This step MUST be utilized when deleting an entire NEW of the screen
student record. . Select Delete New Student Master

Double click > My Modules > Double Click Student Projection >~ A confirmation message will appear,

Click Projected Student Deletion . Click “Yes”

Or you can Right Click > Delete by selecting the
Projected Student Master at top right of module

P8 ClassMate for CTE - ClassMate - ** Live Environment ** - [Projected Enrollment Deletion {FR31_MTB)]

it Fle | Egt ¥iew Repert
Delete Mew Student Master %
Delete Course Enrollment q

Delete Class Schedule
Delete Course Changes

|Harris Career and Technical Center Projected New Student Master Information

[Home _______[work ________Jlast ________JFist ____[M [5f]

[__BithDate [Distiict _[School |
01701/1900 AASD  |WHHS () - ) - Abreu Al 100012100

righticlicks>.delete

i Harris Career and Technical Center

. Abreu, Al 100012100

Note: If the student is not deleted entirely by performing this step, the student will be enrolled in upcoming school year without a
Course and Class.
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Agenda

Enrollment Pre-Requisites

* Entering Returning Student Projections

* Entering New Student Projections

* Reporting Projected Enrollment

e Editing

- Deleting New & Returning Student Projections

e Class Only
¢  Course & Class

. New Student Master

- Deleting Returning Student Projection

Course Change

- Parallel editing of current and projected data
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Editing: Deleting Returning Student Projections

Deleting Returning students Course and Class Projections

Option 1 Option 2
Mandatory Step for Deleting a Course Change Mandatory Step for Deleting a Course Change
Each time a Returning Student changes Program or . Click the Course Change Tab
Course, a record of the change is recorded. When . If a course change record exists, you must delete the
using projection modules you must delete this record record
along with the Course and Class. . Click Edit located along the toolbar on the top of the
screen
. Click the Course Change Tab . Select Delete Course Changes
. Verify a Course Change Record Exists . Click “ Yes” to delete the Course Change record,
. Right click the Course Name Course and Class
. Click the Delete button
. A grey confirmation message will appear
. Click “ Yes” to delete the Course Change Record,

Course and Class

The returning student can now be reprojected
into the correct course and class using the
Return Student Course Change module and
accompanying instructions.

Note: Deleting the Course Change Record will delete both Course and Class session as well.
This can be verified on the Projections Tab. You may use either option.
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Editing: Deleting Returning Student Projections

Deleting Returning students Course and Class Projections

Option 1

Carroll, Aidan D 000012157
Carroll, Alaysia 000012246
Carroll, Alex G 000012824
Carroll, Alyssa M 000012083 I
Carroll, Amya M 000012107

Carroll, Anayeli E 000012489

Carroll, Anthony M 000012540

Carroll, Bailey C 000012885

Carroll, Brandon G 000012637

Carroll, Brian 000012728

Carroll, Carlos 000012730

Carroll, Chase W 000012072

Carroll, Christopher A 000012612

Carroll, Clancy A 000012884

Carroll, Collin A 000012141

Carroll, Cory T 000012138

Carroll, Daimien M 000012264

Carroll, Dante L 000012913

elete New Student Master
Delete Course Enrollment

(0 pth h2 Delete Class Schedule

Course Changes
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e Enrollment Pre-Requisites

* Entering Returning Student Projections

* Entering New Student Projections

* Reporting Projected Enrollment

* Editing
* Deleting New Student Projection

* Deleting Returning Student Projection

* Parallel editing of current and projected data
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ClassMate Enroliment Projections
Parallel Editing of Enrollment Projections

Parallel Editing: Changing Returning student data in the current and projected
school year

E : 4 During the projection and enrollment
‘M Akian. 000000004 process it may become necessary to

edit returning student data in both the
ew | Withdraw Student | District Updates | Non-Resident Upg current school year AND the

R projected school year.

- Global Studies Remediatio, EO1 This step will be used when a

. Schedule # 2 - RM4 Returning student (that has been

- Physical Education, EQ1 projected into the upcoming school

- Auto Body Repair, EO1 year) changes Course or Class in the
“Schedule # 1-PM Current School year.

E/] 1/2007 : Auto Body Repair, EO1
11/2007 : Auto Body Repair, EO1

Current School Year
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Parallel Editing of Enrollment Projections

Parallel Editing: Changing Returning student data in the current and projected
school year

Parallel Editing Example:

1. Johnis currently enrolled in the
Carpentry Program, in the AM class.

2. John has already been projected in the
same program (Carpentry) and into the
PM class for the UPCOMING school year.

3. John decides that he would like to
change programs before the end of the
CURRENT school year. John would like to
change to Welding, AM.

4. Parallel editing would then be required to
address this scenario.

Note: Verify the projections after making any edits.
This may done using the Projected Class Schedule by
Grade report.
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Parallel Editing Process:

Edit Returning Student Course or Class
change in the current school year.
. For example: You would change
John from Carpentry AM to
Welding PM in the current year
using the proper process in the
Student Scheduling module

Then delete the Projection for the Upcoming
school year using the Returning Student
Projection instructions, Delete BOTH
Course and Class.
. For example: You would delete
John’s projected Carpentry course
and his PM class.

Then Re-project the student into the New
Course and Class for the Upcoming school
Year using Returning Student Projection
instructions.
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ClassMate Enrollment Projections
Enrollment Scenarios

I am trying to project a student that was withdrawn in the current school year but is
coming back in the Fall of next school year. What should | do?

Solution: Tip:
Double click > My Modules > Double During this process of Projecting a
Click Student Projection > Click Withdrawn student, you will need to re-

enter the information on the Withdrawn
student, such as Year End Status,
Program Status, Withdraw Status and
End date. It is a ClassMate Best Practice
to review the Student Scheduling
Module > Withdraw tab to find this
information before moving forward.

Return Student Course Changes

E| student Frojection
; ----- ton/Enrallment

fa—

----- ﬂ:‘ Erojected Student Deletion
----- 2 Return Student Course Changes
T EETn Sdert ProjecionyEnra,
@ 5L Projection / Scheduling

fa—

. @ Student Projection Display

pe—
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Enrollment Scenarios

I am trying to project a student that was withdrawn in the current school year but is
coming back in the New upcoming school year. What should | do?

1. Review Withdrawn Information from Student Scheduling Module

b8 ClassMate for CTE - ClassMate - ** Live Envitonment *# - [Student Scheduling (SENROL_M)]
3 Fle View Search

ololel dlelel & e

1. Year End Status

2. Program Status

3. Withdrawal Status
4. End Date

49 Hanis Career and Technical Center

£ Atkins, Alexa M: 100012099 4444382559
B8 Alkins, Alyssa F: 00001 2485 444439718

B i, AnahiB: Q00012138 4444726357 Health Related Technology
B8 Alkins, Archie F: Q001 2845 4444871995

B Akins, Bianca . 000012515 4444404055 Endive Area School District
88 Aikins, Brenda L 000012522 4444816038
-8 ki, Chistian S: 00001 2513 444650071 Endive Area High Schaal
€ Aikins, Colin £ 000012148 4484304133
B Aikins, Dariels : 000012827 4444656192
£ Aikins, Darian D: 000012508 4444890183
-8 Aikirs, Davien ; 000012523 M44300432
£ Aikins, Dezaiay N: 000012343 4444038673
-8 Alkirs, Dominic.: 000012524 4444453452
-8 Aikins, Glenn & 000012351 4444667075
-8 Alkirs, Hector D: 000012589 44443605890
B8 Aikins, Jacob D: 000012030 444183374
€ Alkins, Jacab E: 000012097 4444072001 08292016
B8 Aikins, Jahki & 000012149 444714047
B Aikins, James & 000012447 4444302812
B Aikins, Jason ; 000012362 444087375
£ Aikins, Jevon R 00012565 4444165730
B8 Alkirs, Jordan &; (00012041 444436305

€ Ak, Karina L: 000013024 4444923468 Course Wihcrwl Beg\n Date
B Ak, Llian A: 000012350 4444235686

With. Status

EndDate

§ Alking, Lydia 0: 000012534 4444816133 1 Professional Deve\op E98700 Wo01 08/28/2016 1118/2018
- hikins, Mathen J. 0001 2562 4484854321 12 Physical Education E96_00 WDO1 08272018 11162018
B s 11 Physical Eccaton E05_00 0610612015
B Aikins, Sigourey : 000012121 4444785469 10 Physical Education 06/06/2017
£ Aikins, Stepharie L D000 2200 4444713395 10 Health Education 06/06/2017
8 Alkins, Vashon D 000012521 444573133 o= Relted Techn e
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ClassMate Enrollment Projections
Enrollment Scenarios

I am trying to project a student that was withdrawn in the current school year but is
coming back in the New upcoming school year. What should | do?

2. Open Return Student Course Changes module
3. Select the radio buttons for Projected School Year and Withdrawn Student
4. Fill in information as it related to Student Scheduling
a. Select the Course & Class the Withdrawn student was enrolled in
b. Select the Program Status that was used for this student
c. Select the Withdrawn Status that was used for this student
d. Enter the End Date that was used for this student
5. Select the Course that the student should be Projected into next year (even if the
same course as this year)
6. Select the Class
7. Select the Student and move to the right “Selected Students” grid
8. Verify the Begin Date
9. Click Save
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Enrollment Scenarios

I am trying to project a student that was withdrawn in the current school year but is
coming back in the New upcoming school year. What should | do?

i ClassMate for CTE - ClassMate - ** Live Environment ** - [Return Student Course Changes {FR55_MTB)]
% File View Report

Oleke| dle| e

(N

Harris Career and Technical Center R
= 1.. -
f L - ]
K = Clacreddate
o () '
.m‘. Health Related Technology m m

[ Clss Swiipn PM

Changed Program{Course

m‘ WDO01 Student left school without transterring or dropped out: Replaces W04_B0 W06_00,W07_00,W08_00, W
11/15/2018 M| 2 - O O o

Projection |DisiricI.fSchooI| Rotations |
Course 000007 Health Educalic 08/22/2019 R
Class HE1F1 Period 1 - Friday E05_00 _|R05 Non-Academic Student

([ cvoleaswdoms ] e
| =

Tamra 00001261 i Alexa

100012099

’7
J

12 Atkins Alexa M 10001209

12 Kish Kaitlin A 00001217

PM 12 Stern Miracle A 00001199

Kayla M 00001224
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ClassMate Enrollment Projections
Enrollment Scenarios
| am trying to project a student that attended more than a year ago but is coming
back in the Fall of next school year. What should | do?

Solution:
The student will need to be brought back from Archive before you can
Project them.

1 Getting Started:

B Etretvhmte Ermter et Double click > My Modules >
n Double Click Student

- EFrrollment Dr‘nPECtCtIr'II'“I

- Enrollment > Click
----- iUy Remove/Return Student

==

----- @ Student Enrallment Display
- @ student Forms/CTS0/Comments
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I am trying to project a student that attended more than a year ago but is coming
back in the Fall of next school year. What should | do?
Refer to Student Deletion & Archive Student Return documentation on our website to Return

Archive Student using option 2B Return Selected.

Once student returned, you can then return to Student Registration Information Module and locate
the student. Update the student’s Calendar and Program Preferences/choices on the Programs tab.
And finaly project the student using the New Student Projection/Enroll module.

Olele| Gls|l o

Harris Career afid Technical Center

2018-2019 School Year 2 Archive
04/19/2019 11:23:19 AM Student

Delete/Return Student

1117247035

1485248346

ssssssss t 184491836

Contacts 1501248403

1517248460
i 200491893

gt

216491950

OsStudent Assessment 232492007

O Student Certification Monthlv H... 376492520

| K8
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I am trying to register a new student and a duplicate record message appears. Why
is this happening? What should | do?

Double click > My Modules > Double
Click Student Enroliment> Click
Remove/Return Student

The error message generated has two main

causes:
1. The student you are trying to register
exists in registration.

Blolel 8le| ol
Herrs Caraer aid Technical Cenler 2' The StUdent you are trying to regiSter
exists in archive data.

Solution:
Find the student in registration or

Return the student that exists in
archive data.

ame

JATS Student Achievements 1117247035
Registrafion 1485248346
Registrafion Assessment 184491836
Registrafion Contacts 1501248403
Re egmhnn Pragrams 1517248460
Populafion 200491893
o poriing Inf...| 1175427707
B8kl 218491850
OStudent Assessment 232492007
OStudent Cerfficaion Moniflv H... 376432520
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- 1660 Valley Central Parkway s
Suite 500
Bethlehem, PA 18017

Questions?

Contact our Helpdesk!
support.classmate.net
Phone: 1-855-984-1228
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