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Certification Hours Overview

Certification hour tracking allows career and technical educators to track
specific hours associated with certification requirements. For example,
Cosmetology, Child Care or Nurse-aid Certifications.

Certification hour tracking involves three separate steps

Base Data Tracking State

Setup Hours Reporting
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Certification Hour Tracking

Base Data Requirements
*Periods
*Minutes Lost
*Courses
*Categories
*Hours
*Instructor Licensing
*School Licensing
*Student Certification Information

Hour Tracking
Inserting Previously Accumulated
Hours
*Daily Attendance
*Recording Daily Hours
*Disbursing Monthly Hours
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Reporting

*Required State Reports
*Teachers Reports
*Administrator Reports
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Base Data Periods pefault certification Hours
The purpose of this step in base data is to identify default certification hours per period that will
be applied toward daily hours earned.
Double click My Modules > Double Click Base Data Information > Click Period Management
*  Select a Certification Occupational Period (AM or PM)
*  Click Certification Hours Tab
*  Enter Hour Credits. The number of Hours & Minutes the students will get credit.
¢ Click “save”
*  Repeat steps for all occupational periods where a certified course is offered.

& ClassMate for CTE - ClassMate - ** Live Environment ** - [Period Management (Period_m)]
% File Wiew -

Olele| dlsle| o

& GoodMoming  Lang
L1 000007 Full Day - 41l Lazatians
{71 000002 &M - Brownstown & Wilow Street
£ 000003 PM - Brownstomn & Wilow Strest
(21 000004 &M - Mourt Joy

{1 000005 PM - Mount Joy W
‘eekly Cycld

Certification Hours |

{1 000008 Guarter Day - Al Locations

(1 000007 5T Englsh
-1 000008 ST Math
- (] 000009 ST Seience

{1 000010 Ol Spesch Ma/MaA

{1 000011 Math WS 3 10.051t0 10:42
(] 000012 Math W5 4 121010 1.05
-] 000013 Math WS 5 1:20t0 217

£ 000014 Full Day - Mon-Thurs

{71 000015 Full Day - Mon, Wed, Fii only

1 000016 Full Day - Mon, Tues, Wed only
[ 000017 PM - Tues. Thurs onp

{1 000018 PM - Mon. Tues. only

{1 00013 Sociology - BT and M)

(1 000020 S ociclogy - WS
[ 000021 Medical Terminology - BT and tJ
- (] 000022 Medical Teminclogy - WS
{21 000023 Intra to Allied Health - BT and i)
{1 000024 Intro to Alied Health - WS
(] 000025 &M - Mon, Thurs, Fii, only
-] 000026 PM - Mon, Wed. Fr, orly
1000027 &M - Mon, Wed, Thurs, Fri - anlp
{771 000028 &M - Tues, Thur
r_'| 000028 AM - Mon, We d

{1 000032 Full Day - Cosmetology - Mount Jop
770 ORANT Ell Py ans - Foomatodnms - Wil Shoat
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Base Data Periods
The purpose of this step in base data is to identify default certification hours per period that will be
deducted from daily hours earned

Double click My Modules > Double Click Base Data Information > Click Period Management

* Select a Supplemental Period (s) —i.e. Math or Phys Ed
* Click Certification hours tab

*  Enter Hour and Minutes Deductions

* Click “save”

Repeat steps for all supplemental periods

E ClassMate for CTE - ClassMate - ** Live Environment ** - [Period Management (Period_m)]
% File  Miew N

Dlelel dlsle e

& GoodMaoming  Long
771 000001 Full Day - &)l Locations
-1 000002 &M - Brownstown & Wilow Stiest
-] 000003 PM - Browmstown & Wilow Striest
-7 000004 &M - Mount Joy
-7 000005 PM - Mount Joy
71 000008 sttt Day - Al Losslons el Gy
{71 000007 ST English
{71 000008 5T Math
{7 000009 5T Science
{1 000010 Dld Speech Ma/Mas,
L1 000011 Math WS 3 10:05 to 10:42
L1 000012 Math WS 4 121010 1:05

-] 000013 Math WS 5 1:20t0 217

-1 000014 Full Day - MoneThurs

-1 000015 Full Day - Mon, ‘Wed, Fii anly

-] 000016 Full Daay - Mon, Tues, Wed only

-] D007 PM - Tues, Thurs orly

-{7] 000018 PM - Mon, Tues, only

-{7] 000019 Sociclogy - BT and Md

{71 000020 Socidlogy - WS

{71 000021 Medical Teminology - BT and M)
{71 000022 Medical Teminology - 45

{1 000023 Intro te Alied Health - BT and M
{71 000024 Intra to Alled Health - WS

-] 000025 &M - Mor, Thurs, Fri, only

-] 000025 PM - Mor, Wwed, Fi, only

-1 000027 AM - Won, wed, Thurs, Fii - oy
-] 000028 AM - Tues, Thurs, anly

-] 000029 AM - Mo, ‘wed, Thurs, only

-7 000030 General Psychology - HACE Off-Campus
-{7] 000031 Full Day - Cosmetology - Browmstowm
-7 00032 Full Day - Cosmetalogy - Mount Joy
{71 000033 Full Day - Cosmetology - Willow Strest
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Base Data Certification Minutes Lost

The purpose of this step in base data is to indicate how many minutes are deducted for both AM & PM sessions, according to
when each School District arrives to the CTC.

Double click My Modules > Double Click Base Data Information > Click Sending School Management

. Select a School District

. Click the [+] to the left of the School District to bring up list of Schools
. Select a School

. Click School Schedules tab

. Enter Cert Minutes Lost Deductions
. Click “Save”
. Repeat steps for all time schedules

olele| dlslel e

J Good Moming  Long
2 (1 **PIMS Out of State District -
71 *PIMS PA State District
-] Adlult District

{11 Cheltenharm Township School District
-1 Cocalico School District Dlsmct| Schoo| School Schedules |choo\ Schedule Changes'
M Cocalica Senior High School

M Lancaster Catholic High Schaol
4 (1 Columbia Borough School District 113-361-303 000-N06-240
4 [ Conestoga Valley School District

(1 Dallsstgwn Area Schoal Distict
2.1 Donegal Schoal District

23 t-FD-Coc-Eph-Py -
+- (1 Eastern Lancaster County SO o

{11 Eastern vork School District

-]
(1 Elizabethtown Area School District | E— _———————————————— =
4 (1 Ephrata Arsa School District - o -
71 Hempfield School District .
o - »

Harris - East Campus -

s (] Lampeter-Strashurg School District
5 (1 Manheim Central Schoal District
5{1 Manheim Township School District
-1 Penn Manar Schaal District C L L L & & C
1 (1 Pequea Valley Schoal District 12:00 AM 08:15 A 0815 AM 08:15 A 08:15 A 08:15 A 12:00 AM

[ Philadelphia City School District
4 (1 Schoal District of Lancaster 1200 AM 11:15 &b 1115 AM 11:15 A 171:15 A 11:15 AM 12:00 AM
# (1 Solanco Schoal District

71 Warwick School District

- o o o o

— Select An Instructional Time Summany

Sessian School Schedule LoclD Location Semester

#
2a FD b J-FO-Coc-Eph-FYv 005283 Harris - East Campus
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Base Data Courses

The purpose of this step in base data is to Identify specific courses for certification hour tracking.

Double click My Modules > Double Click Curriculum Management > Click Instructional Course Offerings
*  Select the Program and the Course from the left side view
. On the Course Tab, in bottom right of the screen, click Yes (Y) in Certification box

. Click Save

*  Repeat steps for all certification courses

i ClassMate for CTE - ClassMate - ** Live Environment ** - [Instructional Course Offerings (INSTBD_M)]

olele| Olsls| o

{1 _Placement/Services

-] Arimal Seiences, General

-1 Architectural Drafting and Architectural CAD/CADD

) A

-1 Autobody/Colision and Repair Technology/T echrician
-] Automobile/Automative Mecharics Technology/Technician
-] Baking and Pasty futs/Baker/Pastiy Chef

(] Basic Resources

71-] Behavior Remediation

+-{) Cabinetmaking and Millwork,

71-] Carpentry/Carpenter

- Child Care and Support Services Management

L1 Early Childhood Education

7] College Credit Courses

-] Commercial and Advertising At

71-] Commercial Photography

#-[ 7] Computer Technology/Computer Systems Technology

+-{ 1 Construction/Heavy Equipment/E arthmeving Equipment Dperation
71-] Dental Assisting/dssistant

+-{] Electrical & Power Transmission Installers, Other

7] Electro Technok hanical Technalogy
£ English

{1 Foreign Language

-] Graphic Communications, Dther

(] Health

-] Health Information/Medical Records Technology/ T echnician
-] Health/Medical Assisting Services, Other

L Histay

1 Independent Study

-] Institutional Food ‘warkers

-] Logistics, Materials. & Supply Chain Management
£ Lunch

-1 Machine Tool Technology/Machinist

-] Mason/Masoniy

-] Math

- Medical/Clinical Assistant

-] Medum/Heavy Vekicle and Truck Technology/Technician
L) Musie

-] Other. Not Elsewhere Classified

-1 Painting/Ceramic Tile & Vingl

(] Physical Education

-] Pilot Pragram

-1 Plumbing Technology/Plumber

[] D Precusmn etal Working, Other

§ P imbemmmant Dem e ane

-] Heating, Air Conditioning, Ventilstion and Refrigeration Maintenance Technalogy:

-] Homeland Security, Law Enforcement. Firefighting and Fielated Protective Servic:

Prugramlasses |
Eaily Childhood E ducation
Add Phota

Smith, Leslie

19153 - Early Childhood E ducation

05/01/2003 10:50:16
02/04/2013 11:15:41
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Base Data Instructor Licensing

Record state license number for each certified instructor, listed on official state reports.

Double click My Modules > Double Click Personnel Management > Click Employee Management

. Select employee name from the left
side view

. Click Position Tab

. Enter certification License #

. Enter original certification date

. Click Save

Senaral I M= | FPlIM= Ass\gnmantl Disciplire | Miscellansous | Course Asslgr\mar\‘tl

— Select a Department

Salact a Status

o Smdmiry e Fils

12-000499-8
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Base Data School Licensing
Record state license number for the school listed on state reports

Double click My Modules > Double Click Base Data Information > Click Location/building/Room Management

. Click the Campus Tab

. Enter a County (you must select a county)

. Click save

. On left side of screen, select a Location name
. On the Location tab

. Enter the school license #

. Click Save
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Base Data Student Certification Information

The purpose of this step in base data is to verify the student’s Social Security Number and identify the
certification begin date for enrolled students in certified programs/courses for state reporting on the
SPOA 2415 Quarterly Report

Double click My Modules > Double Click Student Enroliment > Click Student Master Information

*Select the student name from left hand view
*Enter the SSN if it is not recorded.

*Click Save
Additional data required in this module > Student Information tab

Certification Enrollment Date for student (Note: The students certification enrollment date
can be found on the SPOA 2415 Quarterly Report.)

*Click Save
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Base Data Categories and Hours
The purpose of this step in base data is to
Identify certification categories and disbursement

hour defaults for certification categories

4| Hour Category Information

Cegy e

) I Theary 190708 000001 10812019 ceeber
2 Facids 190708 000001 10182019 enletenber
3 Fingerwearing & Harstying 190708 000001 10/0812019 emifeftenben
4 Hai Cuting 190706 000001 100812019 ceenter.
& Har Coloring 190706 000001 1010812019 cmifetenber:
6 Manicuing 190708 000001 100812019 cnbtenter.
7 Pemznent Wasing 190706 000001 104082019 cifeftenber:
8 Scalp Treatment 190708 000001 101082019 eeenber
9 Shampoos; Ringes 190708 000001 10/0812019 cmfeftenben
10 Sterizaontygjene 190708 000001 1010812019 cnfifenber

¥
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Double click My Modules > Double Click Admin
Attendance Options > Click Cert Hours Monthly
Disbursement

*  Selectacourse

*  Click the Categories tab

*  Enter 1inthe Category column

*  Enter category name in the Name column
*  Click on the next row to save the category.

. Maximum of 10 categories per course

OR

Go to Edit on the toolbar, click Insert

Cosmetology Categories if you would like to
use the standard Cosmetology categories

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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Base Data Categories and Hours continued
*Click on the Hours Tab
*Enter a whole number hour
*Enter divided hours amount into all applicable categories by the % hour or .25.

*The disbursed sum of the category must equal the hour total

OR

* Go to Edit on the toolbar, click Insert Cosmetology Hours if you would like to use the standard Cosmetology
hours distribution

¥ ClassMate for CTE - ClassMate - ** Live Environment ** - [ Certification Hours Disbursement (HRS2_MTB}]
o) ‘@‘ iew  Report

Tnsert Cosmetology Categories g 0
= Insert Cosmetology Hours : E

Delete Individual Hours

# Gor Delete all Howrs
Earty Childhood Education ]

Hours ategonesl
nn Hour Disbursement Information uu

|| Hours Theo Facials| Fingerweavin| Hair Culting| Hair Colorin Manicurin Permanent Scalp|ShampoosRin| SterilizationH |[Piogram [Couse | -

B 1 1 0 0 0 0 0 0 0 0 0[190708 000001 10/08/201¢
2 2 0 i i i 0 ] 0 0 0/190708 000001 10/08/201
3 3 0 0 0 0 0 0 0 0 0/190708 000001 10/08/201
4 rl 0 0 0 0 0 0 0 0 0/150708 000001 107087201
5 5 0 i 0 0 0 0 0 0 0/190708 000001 10/08/201_
3 6 0 0 0 0 0 0 0 0 0/190708 000001 10/08/201
7 7 0 0 0 0 0 0 0 0 0[150708 000001 10/08/201
[] 8 0 i i i 0 ] 0 0 0/190708 000001 10/08/201
9 9 0 0 0 0 0 0 0 0 0[190708 000001 10/08/201
10 10 0 0 0 0 0 ] 0 0 0150708 000001 107087201
1 i 0 i 0 0 0 0 0 0 0/190708 000001 10/08/201
12 12 0 0 0 0 0 0 0 0 0/190708 000001 10/08/201
13 13 0 0 0 0 0 0 0 0 0[150708 000001 10/08/201
14 14 0 0 0 0 0 ] 0 0 0190708 000001 10/08/201
15 15 0 0 0 0 0 0 0 0 0[190708 000001 10/08/201¢
16 16 0 i i i 0 0 0 0 0/150708 000001 107087201
17 17 0 0 0 0 ] ] 0 0 0[190708 000001 10/08/201
18 18 0 0 0 0 0 0 0 0 0/190708 000001 107087201
19 19 0 0 0 0 0 0 0 0 0[150708 000001 10/08/201
20 20 0 0 0 0 0 ] 0 0 0190708 000001 10/08/201
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®Teachers take attendance daily at the beginning of each session (Mandatory Step)

®Teachers insert certification hours daily at the END of each session (Mandatory Step)

®Monthly disbursement of certification hours (Mandatory Step)

® Attendance Officer should be putting the exact time into the system for tardy students, early
dismissals and any other attendance condition that would impact certification hour tracking

® Administrator oversight to ensure compliance and accuracy
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e Oversee Teacher
Compliance
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Administrator Overview

The certification hour functionality within ClassMate is driven by daily and monthly activities. The majority of
the daily responsibility falls upon the occupational instructors within the certification courses. These
activities includes:

*Mandatory recording of student daily attendance

*Mandatory daily recording of certification hours

*Mandatory monthly disbursement of certification hours

Administrators have the ability to view, edit or perform any of the tasks normally associated with an
occupational instructor. It is the responsibility of the administrator or an assigned person to oversee and
ensure instructor compliance of the mandatory tasks. Compliance by the instructors will allow ClassMate to

produce required state reports.

The following instructions only apply to administrators. The instructions are not meant to be used as a daily

tasks but rather a mechanism to oversee and access the instructors classes if needed.

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION
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Administrators: Recording Daily Hours

Administrators: Recording Daily Hours
The purpose of this step is to allow the system to automatically record daily hours, based on attendance

Defaults

Double click My Modules > Double Click Admin Attendance Options > Click Cert Hours Daily By Class
. Select a Class in the left hand view

. Click Edit Tool Bar along the top of the screen

. Click Insert Daily Hours

. Edit Hours and Minutes per student, as needed

" ElassMate For CTE - ClassMate - ** Live Environment ** - [Daily Hours by Class (HRS1_MTE)}]

Deduck Hours by Student

Deduck Hours by Session

Disburse Monthly Hours —

"I Delete Student Daily Haurs h
10/08/2013 ©

1 Hours :l:l

Early Childhood Education: 181900684 Ge 1 Bu

M|12 [P 45 Student Present 1819006{ (190708 |0O0O0O0O1 1 1070872019 | cmifeltenberger F
A 12 |P 6 45 6 45 o 0} Student Present 1520006! (190708 |000O0O1 |1 1070872019 | cmifeltenberger F
M| 12 |P 6| 45 [ 45 0 0| Student Present 1920007(| 130708 |000001 |1 10/08/2019 | cmifeltenberger F
,,,,, r 12 B = Chidant Drocant 1a7nnn7- 1an7ng | onnnn (1 ANMNDIINQ | memlfaltanbarmar 3
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Administrators: Disbursing Monthly Hours

l Edit View Report
Disburse Individual Student Monthly Hours

Disburse Monthly Hours

; Delete Individual Student Monthly Hours = IE
'I Delete all Student Monthly Hours N
Delete All Hours For Month I:':I

x
Enter the 2 digit month and 4 digit year you want to oK.
disburse. i.e 052005 is May 2005. -

Cancel

{02200

SPECIALIZED STUDENT SOLUTIONS | SCHOOL NUTRITION | FINANCIAL MANAGEMENT | STUDENT INFORMATION

Disbursing Monthly Hours by class
The purpose of this step is to automatically disburse
monthly hours, based on category disbursement
defaults for the class or individually by student

Double click My Modules > Double Click
Admin Attendance Option > Click Cert Hours Monthly by

Student
. Select a Class in the left hand view
. Click Edit Tool Bar along the top of the screen
. Click Disburse Monthly Hours
. Enter the month and year for disbursement
. Click OK
. Edit Hours and Minutes per student, as needed

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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Administrators: Disbursing Monthly Hours

Disbursing Monthly Hours by Student
The purpose of this step is to automatically disburse
monthly hours, based on category disbursement

defaults for the class or individually by student
Edit Yiew Report
"mt e . Double click My Modules > Double Click
s Admin Attendance Option > Click Cert Hours Monthly by
Delete Individual Student Monthly Hours ZIIE[ Student
Delete all Student Monthly Hours [ ‘ . Select a Class in the left hand view
Delete All Hours For Month H . Click a student name
. Click Edit Tool Bar along the top of the screen
. Click Disburse Individual Student Monthly Hours
. Enter the month and year for disbursement

Disbursement Date 3 .
. Click OK

x|
Ei’;},ﬂ,‘;;?feda%‘zﬁgg’i‘ﬁ';ﬂ235%’?”“'3’”“ B . Edit Hours and Minutes per student, as needed

Cancel

{02200
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Administrators: Disbursing Monthly Hours

Disbursing Monthly Hours Reporting
The purpose of this step is to automatically disburse monthly hours, based on category
disbursement defaults for the class or individually by student

Double click My Modules > Double Click Admin Attendance Option >

Click Cert Hours Monthly by Student

° Click Report Tool Bar along the top the screen
° Click Student Monthly Hours Report

° Print report, if necessary

° Close report and module

~ File Edit Yiew | Report
Student Monthly Hours

I Main Location j
g} Good Afternoon Mrs. Lazzaro
-3 Cosmetology

-1 Health Occupations

@-C2 LPN 1/ LPN Il
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Administrators have
access to all
certification courses
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- Inserting Previously
Accumulated Hours

* Editing Daily Hours

Please view Teacher Certification

Hours Tracking documentation
for step-by-step Teacher instructions.

The documentation can be provided to teachers for reference in recording
daily attendance, inserting daily certification hours, editing certification
hours, and disbursing monthly hours
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Inserting Previously Accumulated Hours by Student
The purpose of this step is to enter any previously accumulated hours for returning/current students, with an existing

set of certification hours earned in the previous/current year .

Double click My Modules > Double Click Admin Attendance Options > Click Cert Hours Monthly by Student

. Enter previously earned Month/Year & Hours/Minutes for each student
Ex. 06 2018 / 250 hrs 15 minutes (250.25 — Theory Category)
. Enter Total Hours Accumulated under the Theory Category for each student
. Click on next row; all remaining columns should populate with 0.00 in blue font
. Click Save.
T bl £t B oot =
Olelel Hle[w o
[Harris - East Campus Jlﬂlﬂ M A 192001175 th
j__?j;jx‘g;‘;jhoo;;ggcaﬁon I e By
~ 1 -Brock * |

{1 Early Childhood Education
- 11
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Deducting Student Time

The purpose of this step is to edit multiple student
hours at one time.

Teachers have the ability to adjust using the same
module available under Teacher Options

Double click My Modules > Double Click

Admin Attendance Options >
Click Cert Hours Daily by Class

Select a Class in the left hand view

Click Edit Tool Bar along the top of the
screen

Click Deduct Hours by Student

Enter Hours and/or minutes to be deducted
Select student (s) receiving the deduction
Click Deduct

. Process is Complete message displays > click
OK and then use Red X to close Deduction
window

Eiew

Insert Daily Hours

Deduct Hours by Student

Deduct Hours by Session t

Disburse Monthly Hours

Delete Student Daily Hours

e

V) HARRIS

School Solutions

| Early Childhood Educatio Hour Deduction for 10/08,/2019
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Certification Hours Tracking

KEdiD> view
. . Insert Daily Hours
Deducting Student Time et Fours by Student
The purpose of this step is to edit student hours Deduct Hours by Session
by session. Disburse Manthly Haurs \
Teachers have the ability to adjust using the same Delete Student Daily Hours

module available under Teacher Options

Double click My Modules > Double Click

Admin Attendance Options > & Hour Deduction FCEEE RN,
Click Cert Hours Daily by Class e
Olele| 3| ,

. Select a Class in the left hand view ows: [ Minwes: [ ® 3
. Click Edit Tool Bar along the top of the ﬂ

screen
° Click Deduct Hours by Session CourseTitle Class CDurse
. Enter Hours and/or minutes to be deducted ' T
. Select session (s) receiving the deduction
. Click Deduct
. Process is Complete message displays > click

OK and then use Red X to close Deduction

window
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Certification Hours Tracking

Reporting: Teachers

Double click My Reports > Double Click > Teacher
Attendance

. Student Daily Hours History
. Daily Hours by Class
. Student Monthly Hours

Reporting: Administrators

Double click My Reports > Double Click
Admin Attendance Options

* Admin Student Monthly Hours
* Admin Daily Hours history

* Daily Hours by District

* Certification Hours Transcript

2 V) HARRIS

Na School Solutions

Reporting: State Report

Double click My Reports > Double Click >
State Reporting

. Cert. Hours SPOA 2415 w/ Data
Sheet

Double click My Reports > Double Click
Base Data > Click on desired report

. Hour Disbursement Report
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Running Reports

Running Reports in ClassMate -
Teachers

. Select desired report from folder
. Select session by single clicking

. Click the black printer icon

O

Cert. Hours SFPOA 2415 wf Data

Ll P
Select the Appropriate Class for Reporting

Course Title
000001 | 120401 |
Cosmetology PM1 000001 120401
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Running Reports

Running Reports in ClassMate

. Select report parameters from the listed

available fields

. Enter desired data in the discrete value field

nter Parameter Yalues " x|

Parameter Fields:

. Click OK

Quarter
Starting Course
Ending Course
Licensed Personnel
Teacherl

. Report will display

Use report parameters to
fitter the data

Enter the Quarter you are reporting.

Discrete Value 1.00 - 1st Quarter: Jan, Feb, Mar

oK I Cancel |
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Running Reports

Running Reports in ClassMate
. To print report click on the printer icon located

in left hand view (see red arrow)

. Select pages to print

olo|o| »|a

. Select number of copies
Student Current

. Click OK Jg & #=00r < |1 <] e > oo o= || 44

Danke Cara

51 Danke Justine ¢ SAL
[#-Cosmetology  Printer: System Printer (hp psc 1310 series

Frank Taylor P [from DELLDDT7X881) in session 2] .@/.

Heard Melissa 1 Cancel

Mottau Gracelie M

Reinhart Lauren A

Reinhart Wendy K = Al : _
X 1%
Stern Goncho ¥ " Pages Copies: I?

Stern Kayla M i
: I v
Stern Seanna K From: 1 [V Collate Capies

Viera Christian S To: l CGrade g
Viera Jessica M Teach

Print Range

000001110 Cara Danke ASP

Cosnetology Mys. Linda Lz
Cosmetology AMI1
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Submitting Quarterly Hour Report to State

Cosmetology Student Quarterly Hour Report Instructions

. Beginning with the third quarter of 2020, schools will be required to use PALS to submit their student
quarterly hour reports. Please visit the website for details www.pals.pa.gov

ClassMate has created a NEW Export Module that exports the State required data in the requested .csv
format. Please use User Module Management to assign the NEW Integration Export Management module

(under System Administrator) to users who will be exporting to upload to the State.

»  Open module and select PALS from Integration Provider dropdown

» DO NOT change the File Path (the process is coded to the path that displays and should NOT be changed)
»  Select the Quarter(s) you require

»  Click the Blue Save button at top of module to process

Once the process completes you will find your file(s) in your M:\ClassMate\Export\PALS folder where you can
access to download to your local drive for reviewing and uploading to the State via their website.

**NOTE** The process can take up to 5 minutes to complete and display the files in your M: drive, don’t panic if you don’t

immediately see them for accessing.
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Submitting Quarterly Hour Report to State

B33 System Administrator ~ = =
- Archive Update |'3| ﬂ
- @ Aftendance Condition Infarmation
g Classhate Custom Control Do Not Ghange
-~ @ ClassMate ID Control Path
@ ClassMate Master Control
~@ Classmate Repart Retrieval
@ Classmate User Management
D Data Audit View
B Data ExportwWizard
@ DataBase Activity Manager
~ 9 District Email Administration
- District Email Base Data EXDEﬁI
@ Document Merge
@ Dynamic repon Menuy
@ |D Card Collsction
Integration Expart ban:
- @ Log In Message Wizard
@ Master Codes Maintenance

StudentQuarterlyHowReport1.csv - RMCTC_ClassMate.dbo PALS_CosmoHoursQ1
StudentQuarterlyHoursReportd2 csy RMCTC_ClassMate.dbo PALS_CosmoHours02
StudentQuarterlyHoursReportd 3.csy RMCTC_ClassMate.dbo PALS_CosmoHours03
StudentQuarterlyHoursReport@4.csy RMCTC_ClassMate.dbo PALS_CosmoHours04

S Cosma Hours 04

Home Share View

CEERE AT LT (M) » ClassMate b Export » PALS v & [ seerchpal

p
(
N

s

¢ Favorites Name Date modified Type Size
B Deskiop | bak 10/22/2020 8:52 AM  File folder
1
4 Downloads StudentQuarterlyHourReportQ1 10/22/2020 9:03 AM  csv_auto_file 4KB
P

"2l Recent places

18 ThisPC drag and drop onto G: on
e Desktop Guacamole RDP »
| Documents Download folder to
1§ Downloads download to your local

5® G on Guacamg computer
1. Download
o Music
= Pictures
8 Videos
= Local Disk (E:)
= (M)
¢! Network
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1660 Valley Central Parkway
Suite 500
Bethlehem, PA 18017

Questions? Contact us!
ClassMate HelpDesk
855-984-1228

support.classmate.net
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