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Residential Rooms Management

The Residential Rooms Management functionality in
Classmate allows users to setup rooms, establish
room equipment needs, bed assignments, etc. This
functionality can be accessed from both the
registration and enrollment modules. Additionally,
ClassMate users can also flag students that have
temporary service interruptions & re-instatements.

Getting Started

Double click > Modules > Double Click
System Administrator> Click Rooms Code Management

- I

W

Student Begistration
Swystermn Adrministrator
Archive Update

——

& Attendance Condition Information

& Classhate Custom Control

& Classhate ID Contral

& Classhate Master Contral

& Classmate Report Retrieval
& Classmate User Management
& Data Audit View

& Data Expont Wizard

& DataBase Activity Manager
& District Email Administration
& District Email Base Data

& Document Merge

& Dynamic report Menu

& File Bound Management

& |D Card Collection

@ Log In Message Managerment
& Master Codes Maintenance
& Online Help

& Password Management

& Photo Management

& Portal Processing

& Report Categaory Maintenance
& Repart Maintenance

Foom Codes r1—|r|—|_|1|—'rrll-'r|f

ﬂ:' SL Data Export Wizard
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Room Codes
Rooms codes are created and can be customized for use in drop down menus in this module. It is
important that you are entering the item in the correct category so it will display in the proper
dropdown menu. Category Options include:

Room ldentifier =2} Room Features 101-199
Room Tvbes - 000101 -Tub

yp - 000102 - Shower
Room Assignment Reasons Q000103 - Doorbel Alert

. ¥ 000104 - Shower Seat
Room Un aSSIgn Rea:sons =21 Room Identifiers 201-299
Temporary Interruption Reason Q) 000201 -West Front Side
Room Unavailable Reason -0 000202 - West Rear Side
) ) 000203 - West Middle Side

Bed Locations O 000204 - East
Mobile Equipment ~-€ 000205 - Builders

Room Types 301-399

Foom Assignment Reasons 401-499
Foom Un-assign Reasons 501-594
Tmp Internuption Reason 601-699
Room Unavailable Reason 701-799
Bed Locations 801-899

Mabile Equipment 901-999

[ 15 (8 5 15 6 B

Helpful Hint: Each category has an associated ID range. This
controls which drop down menu the item will display.
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Room Codes

To create a new room code . Use the following steps:

@ Select the Room Code Category . For example; Room Features (101-199). Selecting the category will allow
the ID number to be generate within the correct ID range.

(2) Select the Grey GREEN arrow button to create the next available unique ID number.

(3) Enter the Description in the Description field.

(4) Select the “Save” icon to save the entry

Olelolo@e|s| 9|

& Room Features 101-189 Q
Q000101 -Tub ,
0 000102 - Shower ‘ < D 000105
0 000103 - Doorbell Alert @
- 000104 - Shower Seat Description:
-2 Roorn |dentifisrs 201-249
£} Room Types 301-399 Q)| visual Aler

~&} Room Assignment Reasons 401-499
-2t Room Un-assign Reasons 501-539
-2t Trp Interruption Reason G01-639
~£4 Room Unavailable Reason 701-799
Zt Bed Locations 801-899 Additional Data:
~&} Mobile Equipment 901-999
|

By SR e S -y Y R ooy SO s SO o O o
e e

Helpful Hint: Code with * are considered “Reserved Codes” and cannot be edited or
deleted by users.
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Residential Rooms Management

The Residential Rooms Management Module in
Classmate allows users to setup residential
rooms, establish equipment needs, bedding
arrangements, etc. Additionally, the module will
display the room status and visual view of the
room with student photos. This module is to be
used for residential rooms only.

Getting Started

Double click > Modules > Double Click
Base Data> Click Residential Rooms Management
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_{ Modules
-] Admin Attendance

- T Admin Attendance Options
=3 Adrmin Discipline

St
: T TrETETTEn Ce
----- & City/State/dip Code Management
----- & County Maintenance
----- & County Management
----- & Location/Building/Room Manageme
----- & Period Managerment
----- & Region/Unit Management

Fesidential Foom Management

----- Q LIS States Maintenance

Helpful Hint: ONLY the residential rooms are to be setup in
this module. Classrooms are setup up in
Campus/Location/Building/Rooms Module.
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Room Setup

Location: Select the Location by double clicking on the name or click the “+” sign to the left of the
location name

@ Building: Select the Building by clicking on the name or click the “+” sign to the left of the
building name

[=I--M Campus - Clazslink Career and Technical Center
@ Room: Select the Room by clicking on the room 5 Classlink Carser and Techical Center
name RS Builders Hall
A - Suited

T -Suel
OO0 -SuteD
“E  -RoomE
0 F -RoomF
)G -RoomG
0 H -RoomH
RS Blanchard Hall
RS WOC REHAB/EET
RS kL Curtis Cottage
[+~ RS Mew WA Reszidential Bldg

Helpful Hint: Rooms displayed in RED font are currently
suspended from use.
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The Rooms Tab in Residential Room Management contains the following fields that need to be
populated prior to students being assigned into them.

.. Room | talusl Wiew I
*Room ID (6 Digit
) Raom ID [sutes
Alpha/Numeric) Room e [
% Room Type IGuest Suite j Feoom ldertitier wWest Front Side j
Room Name sl [0
* Roo m Type Room Maote(=) Large sunny raom

Room Identifier

Room Dimensions
Beds Bed # | Bed Location | Bed Status |
Room Notes ! A
*Beds ( Number of beds
& Bed Locat I 0 n ) Bed # I— Bed Location I--Se\ect a Bed Location j
Room Occupancy
Room Occupancy | Room Status | Expected Return I
Room Status & Expected |~
Foom Feature | Feature [D |
Ret u r n Wisual Blert 105
Dioorbell Alert 103
Room Features hovet ¥
Mobile Equipment
Foom Feature ~Select a Room Feature ﬂ
okile Equipment
Wabile: Equipment | Motielx |
Refrigeratar q02
Speciality Bed 04
hobile Equipment -Select Mobile Equipment j

Helpful Hint: Fields with an * are Mandatory and must be
populate to save a room entry.
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Status Tab (Removing a room from service) Nw School Solutions
The Status Tab in Residential Room Management is used to remove a room from service. Once a room is

unavailable, the room will display in RED on the rooms tab. To remove a room from service perform the following

steps:

Select the Unavailable radio button. Mandatory field

Select a Reason. Mandatory field

Enter a Comment

Enter an Expected Return to service date

Select the Black “Save” icon to save the entry

© BCeEee

R 5tatus Dlew |
H - Room H
" hwailable = Undvailable

BAZON |Fh30m required maintenance

Motei=] Broken window, needs to be painted.

Expected Return Date [04/29/2018 =] @

Helpful Hint: If students are assigned to a room, you will not be able to
remove it from service until students have been unassigned.
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Status Tab (Returning a room to service) ‘ School Solutions
The Status Tab in Residential Room Management is also used to return a room to service after it has been

suspended. Once a room is available it will display on the rooms tab in Black. To return a room to service

perform the following steps:

Select the Available radio button. Mandatory field

Select a Reason. Mandatory field. Reason should be **Returned to Service

Enter a Comment

Enter an Expected Return to service date

Select the Black “Save” icon to save the entry

© BCeEee

Ao T |
C -SuiteC
Q % Available " Un-fwvailable
Reason “Retuned to Service
3 ) riotecs) Maintenance complete. JK
Expected Return Dste 03/18/2018 =l @
Availability History
Status I Status Date Reazon Expected Return I Matel=)
**LnAvailable 031872016 Room required maintenance 0401 F201 6
*#* My ailable 07H1/2014 **hewy Room Entry

Helpful Hint Room availability grid will display room service
history.
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View Tab (Visual Display of room status) School Solutions
The View tab in Residential Room Management is a visual display of each bed and its availability. This is a view
only tab and no changes can be made. If students are assigned to the a bed and have photos in the system both

will display.

Foom I Statu %i

143 -143 Suite

Bed #1 Bed #2

Helpful Hint: Rooms displayed in RED font are currently
suspended from use.
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In ClassMate users can assign students to residential
rooms at the time of registration or after enrollment.
To assign a student room at the time of registration
perform the steps below.

Getting Started

Double click > Modules > Double Click @
Student Registration> Click Student Registration @ || - & Registration Services Manager

Information

(‘\\.J School Solutions

----- ~eq. otafe/industry Assessment

----- @ Fegistration Acceptance Criteria
----- Q Fegistration FIMS Information

----- & 5L Student Registration Information
----- Q student Registration Information

After registering a student using ClassMate Best Practices, Select the BLUE Room Button
This will take you to the Registration Residency Management module. This module is used for students
NOT yet enrolled.

Address |Cuntacts| Frograms | Special Fops | Academics

Address 1:
Address 2:

City:

Email Address: I

I— Select A City and State j Zip Code:
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Residential Rooms Management

In the Registration Residency Management module users can
quickly search to find residence rooms that have been assigned,
those that are unassigned and then link registered students to
rooms meeting their needs. This module is only for students NOT
YET enrolled.

(@) Filter Student Type by Assigned, Un-Assigned or both.

Filter
(2) Select the Student Name you need to assign a room. (" hssigned  © Undssigned " Bath (D_|
—rShtudent Search
Once you have identified the student you will need to perform a co ]

search to identify the available rooms that have the required
elements to meet the specific student need.

Additionally, ClassMate will look at a students gender and only
display available rooms/beds with like gender students.

e
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% File Report

ol B

ClazsLink Career and Technical Center

G|c3| <
v|'

= EIassLlnk Career and Technical Center - Undzzigned -
.-’-\Iema EIEIEIEID1118

ian, .-’-'«shIe_I.J L 0000a12a2
ian, Denard b 000001133
ian, Kaitin 000001273
ian, Kapla 000007011
ian, Melvin 000001474
ian, Michasl 000001020

I sk C 000007 406

Helpful Hint: Enrolled students can have room assignments

changed in Student Master.
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Residential Rooms Assignment

Registration Residency Mgmt: Assign Tab for students not yet enrolled
ClassMate users can assign registered student to rooms in this tab. The following search criteria are available.

Users must select at least one.

Location/Building
Room Type

Identifier
Beds

Feature

Mobile Equipment

e

V) HARRIS

School Solutions

@ Select at least 1 search criteria by clicking in the box to the left of the item. A check mark will display.

@ Select the BLUE Search button to create a list meeting the criteria indicated.

Akian, Andrea
Gender: IF_
Undzzign I Higtomy I
| Lacation | Building | Loc = Foom Tupe - Feature | Fe. =
1 ClagsLink Career and Technical Center RS Builders Hall DD[_ Apartment O Coorbell &lert oo
[ ClassLink Career and Technical Center RS Blanchard Hall aoc [ Guest Foom O Shower oo
[ ClassLink Career and Technical Center RwS WOC REHAB/ERT aoc [ Guest Suite — | O 5hower Seat Qo
[ ClaszLink Career and Technical Center Rw'S ML Curtiz Cottage aoc O Infirmary OTub 0o
|—' Claszl ink Career and Technical Center BWS Mew VR Flﬁsirlﬁnri'al Rldn F | [ Suite: _I;I |7f Wisual Alert I =
4 » 4 » 4 »
|dertifier | | - ft Beds Fakile E quipment | Mab
[ Builders [ [ Hearing impaired package Qno:
O East i Oz O Refrigeratar oooE
O \est Front Side | (O3 O Scooter oooE
O'west Middle Side [ 04 [ Speciality Bed 0008
I ezt Bear Side [
- @ I{-f | 3 “| | x| | |

Helpful Hint: At least one search criteria must be entered when
searching for rooms.
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Registration Residency Mgmt for students not yet enrolled
After a search has been performed and a list is generated, users will need to select the
appropriate room for assignment. The color key legend is below:

Black Open

Blue No Open Beds

Green At Least One Open Bed

Red Occupied

Orange Suspended or Out of Service

Azzign |

e Bed #2 - Window - Bed Out of Service -
zzLink Career and Technical Center-FWS Mewy YR Residential Bldg-141 Suite
Bed #1 - Door - Ocoupied - Stern, Lester &

P e Bed #2 - Window - Open

{:l ClassLink Career and Technical Center-FyWS Mew WR Residential Bldg-142 Suite

Bed #1 - Door - Occupied - Lazzaro, Miguel

; Bed #2 - Window - Cpen

El {:l ClazsLink Career and Technical Center-FyWWS Mewy %R Residential Bldg-1:50 Suite

Bed #1 - Door - Occupied - Akian, Daniel &

: Bed #2 - Window - Open

l {:l ClassLink Career and Technical Center-FvwWS Mewy R Residential Bldg-1:53 Apartment

- {:l ClazsLink Career and Technical Center-FyWS Mewy %R Residential Bldg-232 Suite

{:l ClassLink Career and Technical Center-FwWwsS Mewy WR Residential Bldg-235 Suite

{:l ClazsLink Career and Technical Center-FWWS Mewy %R Residential Bldg-233 Suite

{:l ClassLink Career and Technical Center-FwWwsS Mewy WR Residential Bldg-240 Suite | vI
.3

<

Helpful Hint: Enrolled students can have room
assignments changed in Student Master.
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Registration Residency Mgmt: Assign Tab for students not yet enrolled ‘ Nw School Solutions
Assigning or Pre-Assigning a room to a student in registration

Select at building with open beds (Green=At least one open bed)

Select a Black open bed

Select the *Assignment Date (Mandatory)
Select an *Assignment Reason (Mandatory)
Select an Unassignment Date (if known)
Enter a Comment (Optional)

Select the Blue Assign Button

OECEEEE

Agzign |

Bed #1 - Door - Open

T Bed #2 - Window - Open =] 3 ) assionment Date: [0318/2018 =
{:l ClazsLink Career and Technical Center-Ryys Mew WR Residertial Bldg-159 Apartment 9 Resson:
{:l ClazsLink Career and Technical Center-Ryys Mew WR Residertial Bldg-232 Suite
-] ClassLink Career and Technical Center-RiS Mew R Residertial Bldg-235 Suite (3 JExpected Unassignment: 03182017 =1
{:l ClazsLink Career and Technical Center-Ryys Mew WR Residertial Bldg-239 Suite 0 OmMEnt(s):

{:l ClazsLink Career and Technical Center-Ryys Mew WR Residertial Bldg-240 Suite i
-] ClassLink Caresr and Technical Center-RIAS New VR Residentisl Bldg-243 Suite Enter Comment Here] =]
{:l ClazsLink Career and Technical Center-RWS Mew VR Residential Bidg-246 Suite
(D[:l ClazsLink Career and Technical Center-Ryvs Mew VR Residential Bldg-249 Suite
Bed #1 - Doar - Open
Bed #2 - \Window - Open
l {:l ClazsLink Career and Technical Center-RWS Mew VR Residential Bldg-252 Suite
EI {:l ClazsLink Career and Technical Center-RywS Builders Hall-Room E

©. Bed#l-A-Open =l

l {:l ClazsLink Career and Technical Center-RWS Builders Hall-Room -
‘| Fe @ [Csan ]

I““New Reqiztration Pre-dzsighment j

Helpful Hint: At least one search criteria must be entered when
searching for rooms.
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Residential Rooms Assignment

Registration Residency Mgmt: Un-Assign Tab for students not yet enrolled
Un-Assign a room or update an expected

un-assignment date:

V) HARRIS

Na School Solutions

W

Select the desired location from the drop down
menu

Filter students by “Assigned”, “Unassigned”
status or select “Both”

© ©

9‘ Select Student Name fﬁlf:l-‘"kCafEE'a"dTe““”‘Ca‘EE”‘E' G =|| Burson, Bradley R
.  Assigne " Undssigne; ' Bot Gender
(4 Selectthe *Un-Assignment Date  |mmee— Q_ TR
(s} .

(Mandatory)
Select the Reason (Mandatory)
Enter a Comment (Optional)

Current Room Assignment

8 Akian, Alecia 000001118

-8 Akian, Andrea 000001002
B Akian, Andrew M 000001201
B Akian, Anthore.J 00000 283
B Akian, Ashley L 000001 282

Location: Commert:

[CiassLink Career and Technical Center

‘comment.

1=+ ClassLirk Career and Technical Center - Bath j

Building [FwS New VR Residential Bldg

J243 - 243 Suite:

Roarm:

Bed #

LEE

Select the Blue Assign Button

-8 Akian, Dariel & 000001403
B Akian, Denard M 000001133
-8 Akian, Jabari E 000001260
B Akian, Johnathan 000001041

Assignment Date:

—

Expected Unassignment Date

03/21/2016

06/30/2016 [ Updae |

B Akian, Jordar'W 000001215
B Akian, Kaitin 000001273
B Akian, Kayla 0000010711
B Akian, Maria D 000001255
B Akian, Melvin 000001474
8 Akian, Michael 000001020

Unassign I

03/21/2016 =1

@ Unassignment Date:

@ Commert(s):

8 Akian, Noah C 000001406
B Akian, Satum J 000001346
B Akian, Star M 000001284
B Akian, Tiara 000001099
-3 Buison, Amelia 000001283
-3 Buison, April S 000001211
-3 Buison, Austin R 000001287

~ B3 Bureon, Bianca 000001033
3} Burson, Bradley R 000001438
2 Bureon, Brandi D 000001480

-3 Buison, Callie 000001035
-3 Buison, Chelsea B 000001229
-8 Buison, Cliton 000001037
-3 Buison, CodyJ 000001447

- ] R\Mk | 000001 355

|#issignment Enor

| accidently assigned this room]

Helpful Hint: Remember this module is to unassign students NOT Yet
enrolled.
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Registration Residency Mgmt: History Tab for students not yet enrolled I‘\ School Solutions
Un-Assign a room or update an expected un-assignment date:

(@) Select the desired location from the drop down
menu

(2) Filter students by Assigned, Unassigned
status or select Both

©) Select Student Name

On the history tab users can view a historical listing of all student room assignments, related dates and
reasons. This is a “read only” module. Any changes must be made on the un-assign tab.

Olele| 8

CIassLlnk Career and Technical Center
ilter

’7(" Agsigned " Unssigned

Akian, Jabari E

Gender: b

~ Student Search " -
& Alpha ASS|gn| Undizsig @l \
(ol | '
=1 {:l ClassLink Caresr and Technical Center - Assigned 4 | | Roo... | Faom Mame | Bed | Building | Lacation | Status | Agzighment Feasan | Unassigned Datal Unzsign Reazan
H B3 Akian, Andiew M 0000071201 148 148 Suite 1 FiwfS Mew VR Fesidential Bldg | ClazsLink Career and Technic. .. Unazsigned =Mew Student Assignment a7A8s2014 Transfer of existing st
f !? Akian, Anthony J 000001283 OF /072014 148 148 Suite 1 RS Mew YR Residential Bldg | ClassLink Career and Technic... Unazsigned “Mew Student Azsighment Q70742014 “b oved Registration
B3 akian, Dariel 4 000001403 07A18/2014 148 148 Suite 2 Fw'S New VR Fesidential Bldg ~ ClassLink Career and Technic... Azsigned Transfer of existing student
!? Akiar, JabanE 00000 260
B biae | L ooo0ioAl

Helpful Hint: The history tab is “read only.”
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Residency Management Nw School Solutions
The Residency Management module provides all the same functionality as the Registration Residency
Management module but is ONLY used for ENROLLED students and has additional functionality allowing for

Temporary room interruptions.

The following can be performed in the Residency Management module for enrolled students only.

Enrolled Student Room Assignments
Enrolled Student Room Un-Assignment
Enrolled Student Temporary Interruptions
Enrolled Student Room History

Getting Started

----- # Enroliment Processing
Double click > Modules > Double Click :ﬁ R —
Student Enrollment> Click Residency Management | @ Student Omad 'mformahon

----- & Student Enroliment Display
----- & Student Forms/CTSOIComments
----- & Student Locator |

Helpful Hint: If you need to Assign or Pre-Assign a room to a student not yet enrolled or
only registered, use the Registration Residency Mgmt. module.
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In the Assign, Un-Assign & History modules users can follow the same procedures for use as described previously
in the Registration Residency steps with the exception on the Temporary Interruption Tab.

Residential Rooms Assignment

Residency Management: Assign, UnAssign & History Tab for currently Enrolled students

Oleole| Hlsls| o

Cllra‘lfélr_ink Career and Technical Center 'l Akian, Denard M

 Assigned & Unbssigned " Both | andar: —

—Student Search "";._—-_ - — >

& Alpha 1 ___§_s_|__g_lj_§| Undssign | Temporary Interru@.

D — — = —

Red Font = Withdrawn Location | Building | an:l Foom Tppe | | Feature | Fei &
Blue Font = DizabledfIEP [ ClassLink Career and Technical Center RS Builders Hal DDDJ O &partrent [ Dooibell Alert oog

_E\leen Font = Disadvantaged [ ClassLink Career and Technical Center RwS§ Blanchard Hall 0oa [ Guest Room [ Shower U8

(=-i_{ ClassLink Career and Technical Center - Unfssigned « | O ClassLink Career and Techrizal Center FiwS WOC REHAB/ELT 0o O Guest Suite — | O 5hower Seat 0or_|
& Akian, Alecia D 000001118 O ClassLink Career and Technical Certer RS ML Curtiz Cottage 0on O Irfirrniany OTue oo
6 Akian, Ashley L 000001282 Clazsl ink Career and Terhniral Center RS Mew YR Residential Rldn ﬂlfill l Suite: 2 iz aal Alert T
-8 Akian, Denard M 000001193 '4-{ r » 4 » '4-' »
- B3 Burson, April § 000001211
) g gizg: e Idertifir [h=] [EBes Mobiks Equipmert [ Mobi
.8 Burson, Shakira 000001238 O Builders C [mi O Hearing impaired package 000z
B8 Cooper, Anrie 000001100 OEast C O: O Riefrigeratar 000z
€ Cooper, Demetrins & 000001311 O'west Front Side .| |3z O 5cocter 000s
-8 Cooper, Rhonda  D00001465 O west Middle Side r O [ Speciality Bed onns
- Cooper, Richard 000001241 | I',Wesr Fear Side =
. g Cooper, Sean A 000001228 - g C | 2l ]
B3 Danke, Dakota b 000001192 .
B3 Darke, Patick £ 000001324 Assign | |

Helpful Hint: This module is only for students currently enrolled.
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Residential Rooms Assignment

Residency Management: Temporary Interruption Tab for currently Enrolled students

V) HARRIS

\. School Solutions

Any temporary interruption to an enrolled student room assignment must be logged so users have an accurate

understanding of students in residence.

Olele| Hlele al
@ ClassLmkCaleerandTechnlcalCenter kld

‘(‘Asslgnad  Unissigned (ol Bulh@ |

Select the desired location from the

Akian, AnthonyJ

d d Gender: IM_ —
rop down menu s b o Tareora e Do |

D

eeee O

Filter students by Assigned,

___Green Font = Disadvantaged

Red Font = Withdrawn
Blue Font = Disabled/IEP

Current Room Assignment

H Location: ClassLink Career and Technical Center Camment:
Unassigned status or select Both e ot e rd Toori Conor acred i '
"8 Akisn, Andrew M 000001207 Building JRiw'S New ¥R Residential Bldg
g Akian, Anthony J 000001283 Raom: 147 - 147 Suite
Select Student Name § Josierss S
. g Akian, Jordan W 000001216
Enter the Interruption Date 8 i, Mot D 000D 255 e R

Enter the Expected Return Date
Select a Reason from the drop down
menu

- B Akian, Saturn.J 000001 346

- B Akian, Starr M 000001 234

-8 Bursan, FomestJ 000001 219

- B Bursan, Jake B 000001134

- B Bursan, Johnquais L 000001 230
-8 Buisan, Kevin B 000001289
-8 Busan, Kiistopher D 000001 316
-~ B Bursan, Leanna M 000001286
-8 Bursan, Sean S 000001232

Expected Unassignment Dete

12 Intermpt E}instatel

071/01/1939 [CUndate |

Interrupt a Reom Assignment

Irterruption Date:

-8 Bursan, Sekary \wf 000001 202 Expected Return Date:

(4 Moarzzeants k2
(5 Noa/25/2018 3

() Enterany relevant Comment(s) § Pobegitr o
-8 Cooper, Eliah K 00000 345
&l Select the Blue Interrupt button § P s

8 Cooper, Samuel 5 000001238
-3 Cooper, Weslsy F 000001347
B Darke, Bervens M 000001326
B Darke, Gwendolyn L 000001 382
B Darke, Javita T 000001251
B Darke, Martin C 00000 204
B Darke, Mitchell R 000001 218
8 Einstein, Alex C 000001317
-3 Einstein, Cody & 000001183
B8 Einstein, Jossph M 000001205
8 Einstein, Nigsl L 000001350

- €3 Fenstermacher, Christopher ' 000001191

O

Helpful Hint: Users MUST re-instate a student upon their arrival back in
the residence.
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Residential Rooms Assignment

Residency Management: Temporary Interruption Tab for currently Enrolled students

Re-instating a student after an interruption is vital to ensure accurate record keeping. Any temporary interruption

Previously logged must be reinstated upon the students return.

Select the desired location from the
drop down menu
Filter students by Assigned,

A

N

W

HARRIS

School Solutions

ssignes
- Student Search

(‘ Alpha

(sl ]

Red Font = Withdrawn
Blue Font = Disabled/IEP
|_Green Font = Disadvantaged

= ClassLink Career and Techrical Center - Assigned

Gender. IM_

Assign | Undssign  Temporaty Intemuption | History |

Akiah, Anthony J

Current Room Assignment

Location [ClassLink Career and Technical Center

Cammert:

Unassigned status or select Both

€ tkian, Anchew M 000001201 Buiding: [Ruws New VR Residential Bldg
-3 Akian, Anthony J 000001263 @ Room [fa7 147 sue
S I S d N € skian, Jabar E 000001260
e ECt tu e nt a m e b g Akian, Jordan W 000001216 B ¥ ,2—
. . . . 53 Akian, Maria D 000001255 Agsignment Date: 0E/09/2014
Select the Interruption by clicking in the| —g# e O —

g Akian, Star M 000001284
-8 Burson, FamestJ 000001213

L]

n, Jake B 000001134

\mEllﬁl Reinstate | )
B Burson Juhnquav\s L 000001230

. Kevin B 000001 283
urzan, Knstupher D 000001316
. Leanna M 0000071286
urzan, Sean 5000001232 4

box to the left
Enter the Reinstate Date

Re-Instate an Interrupted Room Assignment

[ Aoom# | Ghatus [ Internipt Reason [ EspectedRetun |
3 147 Intemupted Persanal/Family Reasons 03/25/2016
S I t R f th d d . Sekory W 000001202
elect a keason trrom the drop down ssper, Alsareet R DOO0II225
oper, Dishon T 00000200 Re-instatement Date: 03/25/2016

oaper, Eliah K 000001345
menu oper, Jordan T 000001357 (R=eeme 0 Y~End of Temporary Intenuption =l

oaper, Julian D 00000 240

, Samuel 5 000001238 Comment(s)

Enter any relevant Comment(s)
Select the Blue Reinstate button

Bervens M 000001326

anke. Gwer\do\yn L 000001382

@O0 PR B B B

ke,
s
nke, Jawita T 0000071261
anke, Martin C 000001204
nke, Mitchell B 000001218
instein, Alex C 000007317

stein, Cody A 000001183
u’\stem Joszph M 000001205

istein, MNigel L 000001350
enslermacl’\er Chiistopher W' 000001191

mmmmmmmmmmm

Bur:
B
Bur:

B
Bur:

[
Cooy

[
Cooy

C
Cooper,
Cooper, Wesley F 000001347
Da

D.
Da

D.
Da

E
Ein

E
Ein

F

Helpful Hint: Student can only have 1 active interruption at any given
time.
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Residential Rooms Assignment A V) HARRIS
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Residency Management: History Tab for currently Enrolled students

All student residency assignments, interruptions and re-instatements. The items list in order of assignment
date and then room interruptions by date. For example, student room assignments will list first in date order
then any interruptions will list in date order. This is a read only modules. No changes can be made in this
module.

Using the Edit Menu location along the top of the screen, several attendance options will display. They
include:

Items in RED: Unassigned

Items in BLACK: Assigned

Items in GREEN: End of a temporary Interruption (eventually ALL interruptions should be green,
meaning they have ended)

Items in BLUE: Interruption currently underway

Akian, Andrew M

Gender: |M
Asswgnl UnAssignI Temporary \nlenupli

Date | Foom # | Room Mame | Bed | Building | Location | Statuz | Agsignment Beason | Unazsighed Date | Unézsign Reason | Carnrnent
014132014 160 160 Apartment 2 RS Mew YR Residential Bldg  ClassLink Career and Technic Agzzigned “Plew Student Assignment

01/1342014 160 160 &partment 2 F'w'S Mew YR Residential Bldg ~ ClassLink Career and Technic. .. Unassigned “tlew Student Azsignment 0E/26/2014 “*toved Registration to Enrollment

0B/27/2014 160 Temporary Intermuptian 2 RS Mew YR Residential Bldg | ClassLink Career and Technic. .. Returned Haliday 09/09/2014 “*End of Temporary |nternuption

03/14/2014 160 Temporary Interruptian 2 RS Mew WR Residential Bldg | ClassLink Career and Technic... Returned Weekend 090942014 “End of Temparary Interuption

09,/05/20] 160 Temporary Interuption 2 RS Mew WA Residential Bldg | ClassLink Career and Technic... Feturned Weekend 094092014 “*End of Temporary [ntenuption

03172016 160 Temporary Intermuption 2 F'w'S Mew ¥R Residential Bldg ~ ClassLink Career and Technic... Interupted edical - Routine Just anothe
0341842016 160 Temporary Interruption 2 RS Mew YR Residential Bldg  ClassLink Career and Technic. .. Interupted Weekend ‘whent harne
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Residential Rooms Assignment
Attendance Reporting

System Administrator > Residency Codes List Report
Lists all Residency Codes in entered into ClassMate

Base Data Information > Available Bed List Reports
Lists any and all available beds; only rooms with available beds
will appear on report

Base Data Information > Occupied Bed List Report
Provides student room/ bed assignments, including occupancy
status

Base Data Information > Residency Room List Report
Provides a room edit list Base Data Information > Residential
Room History Reports on room history based on availability and
service

Base Data Information > Residential Room View
Report
Displays beds with student names and photos (if available)

Student Registration > Registration Student Room List
Report

Lists room pre-assignments by student, including Building, Room
ID, Bed number and Location Student

Student Enrollment > Enrolled Student Room List
Report lists room assignments by student, including Building,
Room ID, Bed number and Location
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