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Agenda

Pre-Requisites

« Assigning Modules

« Assigning Reports

« Setting up School Calendar
* New Student and Contact Import
* New Student Application Entry

* Viewing Returning Student
Applications

* Accepting Returning Student
Applications

* Viewing New Student Applications
» Accepting New Student Applications

» Processing New & Returning Student
Applications

» Generating Reports
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Pre-requisites

Getting Started
Pre-requisites:

Please assign the following Modules:

CM Modules:

Student Applications > NEW/RETURN Approval/Processing
Student Applications > New Student District Requests
Student Applications > New Student Import/Entry

Student Applications > Returning Student District Requests
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. . Na School Solutions
Pre-requisites

Getting Started
Pre-requisites:
Please assign the following Reports:

CM Reports:

Student Projections > Course Acceptance List
Student Projections >Course Waitlist

Student Projections > Student Acceptance List
Student Projections > Acceptance Evaluation Form

Student Applications > Application Edit List

Student Applications > Application Verification List

Student Applications > Online Approved Registration Counts
Student Applications > Online New Student Applications
Student Applications > Online Registrations by District
Student Applications > Online Registrations by Program
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Pre-requisites Nag School Solutions

Getting Started
Pre-requisites: Creating a New School Year Calendar

Create a New School Year Getting Help

(Mandatory Step)

Please visit:

www.classmate.net for an
instructional video on creating a new
school year.

Prior to projecting students, create a new school
calendar for the upcoming school year into
which you would like to project students.

I Main Location Main Location

|200310 |2003-2010 School Year

My Modules>School Calendar Information > School Calendar Management

Note: An electronic quick reference guide on the
topic is available on the ClassMate Website
Or from your implementation consultant
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New Student Import

Go to My Modules > Student Applications > New Student Import/Entry Module. Click on the
“Application Import” Tab

Step 1.

. Before 1st import, if you want to clear your Prior Year imported students > click to select to Purge New Student
Registrations and/or Purge Return Student Registrations (this should only be done ONCE — prior to importing)

Step 2:
. Click the “Browse” button for “Enter a Student File Location” select the Student File for Import

Step 3 (to do at the same time or after Step 2):
. Click the “Browse” button for “Enter a Contact File Location” to select the Contact File for Import

Step 4.
. Click the blue “Play” button to import the data Note:

NY Student Files must follow the Student Lite Format
Step 5: for successful Import

«  After importing is complete please run and review
ODR Import Issues Report to identify any students
or student information that did NOT import

PA Student Files must follow the Student Snapshot
Format for successful import

Both NY & PA Contact Files must follow the ClassMate
Contact Template Format. You must include either the
State Secure IDs or District Student IDs.

You cannot import a Contact File if the Student File
has not been imported yet.
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# Clac<Mate for CTE - ClassMate - ** Live Environment ** - [New Student Application Tmport/Entry {APPMNT_M}]
ik File Wiew Search

II'DIC?EllIDn mlli"I'ft A pplication ﬂtryl

MAODR Files'Pé Student Template oz | Bowse |

MAODR Files\PA Student Template ls [ Bz ]
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Individual Student Application Entry

Go to My Modules > Student Applications > New Student Import/Entry Module.
Click on the “Application Entry” Tab

Use this module to verify successful import from the Application Import tab (first tab). If
successful, you will see the students names (left) and information (right) listed. OR use this

Step 1: q District Seats:
«  Select a District from the drop- Ao
down
Step 2:
«  Select a Sending School from
L Zoe
the drop-down abutts , wyote -12345676 /12332532
. Akian Adam - 000003776 / 3627061
Step 3: Aki:n ,Eh:rles - 000010036 / 6276561
. : Akian Keri - 000010794 / 8279580
C|||Ck toglg Stl:dent Namg_ t?_ ‘ Akiaan. Christian ?u:mnusm /6560517830
selec enter a new Distric
ID to add a new student Akian, Evangeline. - 000003507 / 3118491933
. View and up date importe d Akian, Jahmic - 000010738 / 2022513659
student application information FanJusin Q00D T 21 aaeee Wison SchoolDistic
OR enter a New Student Akian, Shakuan - 000010661 / 1241351697 Wikon Ares High School
. . . . Akian, Sky - 000010641 /1307448267 Easton Area School District
Application for portal viewing Burson Adan - 00010518 / 5140027 Easton Area School District
) . Burson . Enily - 000010800 / 53814651
. Click the Save icon to save Burson Michasl - 0DDD10S17 / 974814
Burson, Alexandru - 000010782 / 5028283895
chan ges aﬂiiﬁﬁ A;n?n- ?uum 0639 / 8125910408

_ Burson, Ashleigh - 000010730 / 1664410620
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Individual Student Application Entry

Additional Information Tab: Update or enter additional Student Information in this tab

Shident Infarmation  Addiional Information | §pesjsl Popsl thtactsl Ereatez'M-:.dInh:.l

Select & Primary Race
Select & Race 2
Select s Race 3
Selectd Race d
Selectd Race B

M1./01A1900 11471141900 M1./011.1900
(11011500 (114111400 11011900
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Individual Student Application Entry

Special Pops Tab: Update or enter special populations information in this tab

£560517830
000009721
Christj

Aklan
Student Information | Additional Infarmation  Special Pops | Contacts | Create/Mod Info
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Individual Student Application Entry

Contacts Tab: Update or enter contacts information in this tab
If importing contacts and a Primary Contact (field ad_contact “T”) has an email address during
importing automation will grant Portal Access and flag will = “Y”

*additionally if student already has a Primary Contact and you are importing an updated file with a
different contact ad_contact “T” ClassMate will import the 2"d Primary indicated contact as “F”.
Student can ONLY have 1 Primary Contact

123456783
933888777

Catrina

illiams
Student Information | Additional Information | Special Pops  Contacts | Create/Mod Info |

R oher -
R T |

angell @charlie.net
[555] 555-5555

[N ]
= =
P =

i

T Mizs Kelly Garrett Mather
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Viewing Returning Student Applications

Go to My Modules > Student Applications >
Returning Student District Requests Module

Step 1:
+  Select a District from the drop-down
+ Select a Sending School from the drop-down

*  Once the Student Applications list appears, ; : : :
students can be filtered by: Cocalico School District_ 113361303

— Registered Students

— Waitlisted Students

— UnSelected Students

— Approved/Accepted Students
— All Students

*  Users can also search for students by “Alpha” ,
“District ID” or “State ID”

. Click on a Student Name from the Student
Applications list to view and modify a returning

student application Akian, Amber L - IDE224545 / 4444622454 .
Akian, Zack T - /4444057417
. . . ) Burson, Azalie J - ID9823703 / 4444982370
Color Coding of students is used to identify: Bursan, Carson - 1071359526 / 4444135952
. Waitlisted Students Burson, Cassidy - IDS105809 / 4444510530
. Registered Students Burson, Christian - 107039312 / 44447058931
Burson, Dustin - ID9749578 / 4444974957
g Approved/Accepted Students EBurson. Glotia - |0A91EE24 ! 4444591 FE2
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Returning Student Applications

Viewing Returning Student Applications

(CTE ONLY) — _
Yocational Preferences | Academic Preferences I
Vocational Preferences Tab | I B
. . . Harrig - Mount Jay Campus v
Once a returnlng StUdent appllcatlon Culinary Arts/Thef, Institutional Food \Workers ﬂ
is selected, you can view or modify Culnaty Ats/Che_1 [
their application preferences.
Step 2- Vocational Preferences:
. H Harriz - Maunt Jay Campus
C:_u rrent VO cation aI Pro g ram Intraduction ta Allied Health - ), College Credit Courses
displays Inroduction to Allied Health (HACT-AH140)_1

«  Select up to three Preferences
for the projected Year

- Select a Location Harris - Wwillow St Campus
- Select a Preference (Course) nma rouc' i
cnimal Produc

- Select a Class session

« Can change Status to
Registered; Waitlisted

. Click the Save icon to save
changes

[} L o
- Toremove preferences > select -ﬂ‘ @‘ o ‘

Student and click the Delete from ==
top of menu

Note: You may choose different locations for each preference.
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Returning Student Applications

Viewing Returning Student Applications
(CTE ONLY)
Academic Preferences Tab

Step 3- Academic Preferences:
«  Select up to 3 Academic Preferences Mispot 2 i Et J
. egistere
for the prOJeCted Year Remaining Seats 72 LI
. Select a CIaSS SESS|On Matthew & Cooper - 000160004 / 4144273196
« Select Fall, Spring, or Full Year i Pl
° 1 1 Academic 1:
CIICk the Save Icon to Save Changes IF'h_l,lsicaIEduc:ation, Physzical Education ;I
IPeriocH - Manday_PETM1 =l
These academic [ O Fal 1 Sping % FullYea |
preferences can also e =
- Select Supplemental 2 -
be Supplemental “Pull | =
O utll Classes [ O Fal " Spring - FullYear -
Academic 3:
-- Select Supplemental 3 d
&
[  Fal " Spring ~  FullYear ]
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** NEW YORK ONLY **

Viewing Returning Student Applications
(Alternative Ed & Special Ed ONLY)
CoSer Preferences Tab

Step 4- COSER Preferences: — -
©® Selectalocation ﬂ
@ Selecta COSER

Click the “Add COSER” button

=
[\

Location | coseR | COSERd | LaclD |
- : . ITAP-Elem SE 3004-5 ITAP COSER 000001 000001
@ Click the Save icon to save i
changes
Lacation > ﬁ |ITAP-Elem SE 30046 |
COSER -> e [ITAP COSER
A i
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Returning Student Approval
Go to My Modules > Student Applications > NEW/RETURN Approval/Processing Module
Click on the “Approve Return Students” Tab

Step 1: _

«  Select a District from the drop-down Step 5 optional: . .

Step 2: » Use the “Set Choices in Bulk” to mark all

*  Select a School from the drop-down StUdgntS with the same preference
numpoer.

Step 3:
. » Select the Preference that all

»  Under Status, select “Registered”, “Waitlisted”, . .
“Approved/Accepted” or 9A"” students will be marked with

Step 4: » Click the Blue Set button (and watch

»  Under “Approved Choice” Enter a preference all students turn red down the list)

number next to the Student Application to » To clear this, Select “Clear All
Accept/Approve the student into that Preference Preferences”, then click the Blue Set
(student will turn red immediately — this means Button

they are Accepted/Approved). The preference »  You can Change individual students
selected will also shade in/highlight. preferences after you use this Set

Bulk Preference option

NOTE: This only updates student application status.
Students will still need to be PROJECTED at this time.

If your site utilizes our Auto Projection functionality please
view P.24 for information
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Approving Student Applications

Returning Student Approval
Go to My Modules > Student Applications > NEW/RETURN Approval/Processing Module

Click on the “Approve Return Students” Tab

denle  Approve Hetun Students | Process Ne e e —

Return Student Approvals

REGISTRATION DASHEDARD

Cocalico School Distict _ 113361303 1 | Mew | Retum | Toatal |

District Seats: 100
Cocalico Senior High School 113361303 _0000068235 2 Approved 6 4 70
Registered 15 0 15

[ Y

mn Students n
Approved Lhoice
Burzon Chiistian ) General Paycholagy - MJ Automnotive Mechanics Culinary Cluster - )
Burson Gloria & Culinary Arte/Chef Introduction to Alied Health - kJ Animal Production Scie
Burson Y esley E A Cabinetmaking & Wood Technalogy Transportation Cluster - BT Painting/Ceramic Tile &
Garfield Meqgan E ) Protective Services Academy Sanitation and S afety - MJ None Selected

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.



Online District Registration Student Processing f\’/ HARRIS

2 .
New Student Applications (NS school Solutions

Viewing New Student Applications

Go to My Modules > Student Applications > New
Student District Requests Module

Step 1:
. Select a District from the drop-down
. Select a Sending School from the drop-down
. Once the Student Applications list appears,
students can be filtered by:
— Registered Students
Waitlisted Students
— UnSelected Students
— Approved/Accepted Students
— All Students

. Users can also search for students by “Alpha”,
“District ID” or “State ID”

. Select whether to register into Projected Year or
Current Year

Cocalico Schoal Digtrict _ 113361303
Cocalico Senior High School_11:3361 303_0000065233

Hoffmaster, Ethan E - 007300033 # 4033057 736
Houck, Emily J - 001300549 £ 4924473732

. Click on a Student Name from the Student

Applications list to view and modify a student
application

Color Coding of students is used to identify:
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F.eeney, Brianna - 332346054 / 9332346004
Feller, Hapley & - 001300183 / 5212024027
Fely, Seand - Q01200213 / 4875F7E128
Filian, Lucas P - 0071300257 / BREEEST 727
Lipko, Bryianna M - Q01300536 / 93279229372
b artin, Conzza B - Q0712300235 / 2612167235
b artin, Ethan P - 001300475 / 1302610243

[Martin, Travis C - 001900432 / 4920505272

Martin, Travviz J - 001200565 / 4552139755
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New Student Applications

Viewing New Student Applications
(CTE ONLY)
Vocational Preferences Tab

Once a New student application is
selected, you can view or modify their
application preferences

Step 2- Vocational Preferences:

*  Select up to three Preferences for

the projected Year
—  Select a Location
—  Select a Preference (Course)
—  Select a Class session

« Can change Status to
Registered; Waitlisted

 Click the Save icon to save
changes

« Toremove preferences > select
Student and click the Delete from
top of menu

School Solutions

YYocational Preferences | Academic Preferences

Harriz - Mount Joy Campus

Early Childhood Education, Child Care and Support Services Manage
E arly Childhood Education_1

Harriz - “Willaws St Camnpus

Medical Azziztant, Medical/Clinical Aszistant
Medical Asziztant_1

Harriz - Mount Joy Campus
- Select Preference 3

Note: You may choose different locations for each preference.
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Viewing New Student Applications
(CTE ONLY) District Seats: 100 J
) Appr_oved 2 7 9
Academic Preferences Tab Regstered 13 8 1
Remaining Seats e LI
Matthew A Cooper - 00060004 [ 4444273198
Step 3- Academic Preferences: R
+ Selectupto 3 Academic Academlam: -
. Physical Education, Physical Education hd
Preferences for the projected e -
year [ CFal " Spiing ™ FullYear
. Select a Class session
Academic 2
«  Select Fall, Spring, or Full Year [- Select Supplementa 2 =]
. Click the Save icon to save ! =
Changes [ Ol " Spring & Full'Y'ear |
Academic 3
- Select Supplemental 3 ﬂ
These academic [
l_(" Fall ~ { Sping T FullYear _|
preferences can also

be Supplemental “Pull
Out” classes.
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** NEW YORK ONLY **

Viewing New Student Applications
(Alternative Ed & Special Ed ONLY)

CoSer Preferences Tab

Step 4- COSER Preferences:

© Select a Location

Select a COSER

Click the “Add COSER” button
Click the Save icon to save
changes

SRR
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Tatal .

District Seat 100
Approved 1] 1]
Fegistered 0 0
Remaining Seat 100 hd
Courtney R Skian - T024283 7 4444500274
Location | coseR | COSERd | LaclD |
ITAPElem SE 3004-6 ITAF COSER 000001 000001

; TN
Lacation - 0 [ITAP Elem SE 30046
i

COSER -> e [ITAP COSER
o
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New Student Approval
Go to My Modules>Student Applications>NEW/RETURN Approval/Processing Module
Click on the “Approve New Students” Tab

Step 1:
. Select a District from the drop-down Step 5 optional:
Step 2: »  Use the “Set Choices in Bulk” to mark all
*  Select a School from the drop-down students with the same preference number.
Step 3. »  Select the Preference that all students
»  Under Status, select “Registered”, “Waitlisted”, will be marked with
“Approved/Accepted” or “All” »  Click the Blue Set button (and watch all
Step 4: students turn red down the list)

» To clear this, Select “Clear All
Preferences”, then click the Blue Set
Button

» You can change individual students
preferences after you use this Set Bulk
Preference option

»  Under “Approved Choice” Enter a preference
number next to the Student Application to
Accept/Approve the student into that Preference
(student will turn red immediately — this means
they are Accepted/Approved). The preference
selected will also shade in/highlight.

NOTE: This only updates student application status.
Students will still need to be PROJECTED at this time.

If your site utilizes our Auto Projection functionality please view
P.24 for information
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Approving Student Applications

New Student Approval

W

Go to My Modules>Student Applications>NEW/RETURN Approval/Processing Module

Click on the “Approve New Students” Tab

V) HARRIS

School Solutions

'
approve Mew Students | Anprwes Batum Shiden iatinns |

Hew Student Approvals

s—
REGISTRATION DASHEOARD

mn Students

Cocalico School District _ 113361303 Mew | Bl | Tatal |
District Seats: 100
Cocalico Senior High Schaoal_113381303_000005293 Approved BE 4 70
Fiegistered 15 i] 15
Hemaining Seats 15

Approved Lhoce

1 Ferrell Erandon L ) Transportation Cluster - BT td anufacturing Cluster - BT Mone Selected
1 Lipka Erianna 1l A Health Care Cluster - BT MHaone Selected Mone Selected
1 @ herkey Abigail J & Commercial Art Digital Design/Print Media MHone Selected
1 Miller Ethan C ) Transportation Cluster - BT M anufacturing Cluster - BT Mone Selected
1 Mayer Alewiz b4 A Health Care Cluster - BT Maore Selected MHane Selected
1 Hunez Shyra K & Tranzportation Cluster - BT t anufacturing Cluster - BT MHone Selected
1 R auzer Chriztopher L ) Transportation Cluster - BT M anufacturing Cluster - BT Mone Selected
1 Schlatt Alewiz b4 A Weterinary Assiztant Cozmetology - MJ MHane Selected
1 Schilott Carlin J ) Computer Systems Technology Mone Selected Mone Selected
1 Senzenig Owen J ) Transportation Cluster - BT t anufacturing Cluster - BT Mone Selected
1 Shirk. Evah b4 A Transportation Cluster - BT F anufacturing Cluster - BT Maone Selected
1 Shupp Mathan J ) Transportation Cluster - BT td anufacturing Cluster - BT Mone Selected
1 Wiallace Tre 14 A Automnative Mechanics Maone Selected Maorne Selected
1 Wik Dane b & Tranzportation Cluster - BT Constuction Cluster - BT MHone Selected
1 Zimmerman Jozeph b ) Transportation Cluster - BT M anufacturing Cluster - BT Mone Selected
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New/Return Student Approval & Processing
Go to My Modules > Student Applications > NEW/RETURN Approval/Processing Module
Click on the “ProcessStudent Applications” Tab (use for both new and returning)

Step 1:

. Select a District with the checkbox to process - Districts with Approved NEW or RETURNING (if
enabled) students will appear in RED font

Step 2:

. Click Duplicate Students checkbox if you want to update Student Data previously imported into
Registration.

Step 3: If site utilizes ClassMate Auto Projection functionality:

. Click to select to Auto Project New Students and / or Auto Project Return Students (if enabled) to
automatically Project student into Approved Choice Program

Step 4:

. Click the blue “Run” button from the toolbar to process ALL new & returning student applications into
registration for the selected district. (if using Auto Projection functionality this will also process
Projection selections)

NOTE: If your site does NOT use Auto Projection functionality the process will only bring students into
Student Registration Information. Students will still need to be PROJECTED.
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Processing Student Applications

[ ClassMate for CTE - ClassMate - ** Live Environment ** - [Student application Approval/Process (APPOK_M)]

% Fle Wiew Color Key

Melel | élal el

= fpprove New Students | tuin Students  Process Student Appiications

NEW Student Application Processing

tict # NEW Applications # of NEW Registrations 3 of NEW Wallisted # MEW Approved # of HEW Frocessed # RETLRN Regstrations # RETIRN “Watlisled

i i i i i i I I

O &ppie Citp S chonl District 2 0 0 0 0 0 0 0
[ Banana Area Schonl District 0 0 0 0 0 118 0 0
[0 Bluebeny &rea Sehool Distict 0 0 0 0 0 0 0 0
O Blusbemy dueaVocational Technical 0 0 0 0 0 0 0 0
O Caramel Institute of Technalagy 0 0 0 0 0 0 0 0
[ Cilantre Cornection Academy C5 i i i i i i 1] 0
[0 Conomut Schaol Distict 0 0 0 0 0 0 0 0
[ East Penn Schocl Distict 0 0 0 0 0 0 0 0
[ E.ast Souash Gehoal Distict 0 0 0 0 0 0 0 i}
O Erdiwe Area School Dishict 0 0 0 0 0 2 0 0
O Lemon Caramel & Tachrizal Imstiute 0 0 0 0 0 0 1] 1]
O Lalliop School Distict 0 0 0 0 0 0 0 0
O Wectaring Area School District 0 0 0 0 0 3 ] ]
[ Mut firea Sehool Distict 0 0 0 0 0 137 0 0
[ Fear Gchoal District i i i i i i i i
O Fineapple: 5 chool District 0 0 0 0 0 78 0 0
[ Fistashio Mountan 5D i i i i i i I I
O Prune: S chool District 0 0 0 0 0 0 0 0
O Purrpkin Sichol District 0 0 0 0 0 0 0 0
O Squash &rea SD 0 0 0 0 0 1 0 0
[ Strawbernisaliey Schod District i i i i i i I I
W atercress School Distict 306 1 0 1 0 T4 3 0
[/ atemelon $ehoal District i i 0 1 1 i I I
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Reports

Suggested Online Registration Reports
Go to My Reports > Student Applications >

Application Edit List
Application Verification List
ODR Import Issues
ODR Import Issues — Hist by Date

Online Approved Registrations Count
Online Registration Program Summary

Online Registrations by District
Online Registrations by Program
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