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=  Qverview
=  Module Assighment
= Network Setup
= Central Repository
=  File Name Conventions
= Documentation Linkage
o Employee Management
o Student Registration/Enroliment
= Local Documentation Viewing:
o Student Snapshot

= Customizing the Document Tab Name
=  Master Codes

= Reports
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Overview
ClassMate for adult education enables users to link Determine document location
locally scanned .PDF documents directly to students & shared drive

or employees in a centralized database

Instructor Examples: Scan documents to be linked
* Teaching License to students or employees

Student Examples:
* High School Diploma/Transcript Attaching Documents to

* Background Check Students/Employees

Viewing attached

Student/Employee Documents
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Adult Education Documentation Linkage

Module Assignment

Administrative Modules
Category: Student Processing
* Student Registration/Enrollment
e Student Snapshot

Category: Personnel Management
* Employee Management

Teacher Modules
Category: Teacher Discipline
e Student Snapshot
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Network Setup

Prior to linking any document(s) sites must create a centralized location within their network to be shared. The
locally stored documents will then be available to users to attach document(s) to student(s)/employee (s) via
the newly mapped drive. All users must have access to the same drive

Getting Started

1. Acentralized shared repository must be setup on the local network. A folder or folder structure
somewhere in the network must be setup and shared.

2. Copy ALL.pdf files to be attached to students/employees in ClassMate and place within the shared folder
structure

3. Aclient connect to the share must be established on all clients that will either attach or view documents
from that share. The share letter must be the same for all local users. For example, if the share is setup
on one client as the |: drive, then all clients must have the share setup as the I: drive
This can be any drive except C: M: V: or Z:

4. The drive designation that has been setup at a local site must be provided to ClassMate in order to allow
for the necessary adjustments. These modifications will allow the shared drive, on the supplied
designator, to be mapped. This mapped share will then be available as a browsing choice from within
the ClassMate application

5. This mapping will occur when a user logs into either LaunchPad or the Published ClassMate application

6. You can utilize NextCloud to sync your local network folder to ClassMate to allow for ease of document
linking. Please contact Support if you require NextCloud credentials and visit our website for
documentation on setup.
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Best Practices: Network File Names

Prior to linking any document(s) sites must create a
centralized location within their network to be shared.
The locally stored documents will then be available to
users to attach document(s) to student(s) via a newly
mapped drive.

A file naming convention must be established and
clearly communicated to staff that will be scanning,
naming and linking the documents. A best practice is to
mimic or recreate the filing structure you currently use
outside of ClassMate. If you currently file documents by
school year then create the top of the file structure by
year.

A clear understanding of who, when and how files are
linked, unlinked and archived must be created prior to
any scanning and document linkage
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School Year

2016-17

Student Folder

(Last Name, First

ddle inimal)

Scanned
Documents

s&"ﬁgﬂ:ﬂ“ggr School Year Unlinked
&,
Name, Middle Initial) 2013-14 Documents
2014-15 & School Year
Harris, Valerie J 2015-16 2014-15
Document Name Document Name
{last name, first name, (last name, first name, Student Folder

Middle Initial, school
year, Doc name with
meeting date or
Expiration date)

Harris, Valerie 2016-17
IEP Rev 15.10.16

Middle Initial, school
year, Doc name with

(Last Name, First
Name, Middle Initial)

meeting date or
Expiration date) . Valerie J
Harris, Valerie 2016-17
IEP Rev 15.10.16
Current
Document Only
Name

(last name, first name,
Middle Initial, school
year, Doc name with

meeting date or
Expiration date)

Harris, Valerie 2016-17
IEF Rev 1 5.10.16
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Linking Employee related Documents

The Employee Management module allows users the ability to link documentation to specific
employees. Documents such as required employment forms, teaching licenses, etc. are useful to
have on hand in the event of an audit. These documents must be saved in PDF file format in order
to be linked within ClassMate. The documents linked can then be viewed by staff with specific
modules assigned. This functionality should be limited to administrative staff.

To link documentation to a student in the PDF file format :

Modules > Personnel Management > Employee Management - Note: ONLY PDF documents can be attached
1. Select the Employee
2. Select the Linked Documents Tab. This tab name can be customized

3. Browse to the file location you would like to link by clicking the BLUE BROWSE button. Select the .PDF
file desired (this is the ONLY) acceptable file format that can be used

i Employees o Last Updated
-------- &) Andersen, Adriana Q 201718 AndersenA background 08/30/2017 2.06:60 PM
-------- 8 Andersen, Anne

MAClassMatelAdultEd\Doc Linkage Samples\AE doclink... &
test 09/12/2017 11:31:26 AM MAEP Docs\ClassLink ClassMate.pdf 5

\/\sers\HS8101 2\ Desktopllinkagedoc.pdf GM  Browse |

Teaching Certificate " :
Add Doc
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@ If you are attaching a form that you track on the forms tab, using the drop down menu, select the form

If you selected a form, the Document Name will auto populate with the exact form name. If you have not
selected a form, manually enter the form name in the field

@ Add the selected document/form by Clicking the BLUE ADD DOC button. The document will now display in the
grid, along with any other previously linked documents. If you have selected a form, the form will be marked
on the forms tab

"4 Users\HS8 101 2\Desktoplinkagedoc pdf G Browse |

=]

Teaching Certificate O ' Add Doc @1'

General' Posi’rion| Ra’resl Gualitied Courses| Form5| Create/Mod ed Documen

YWiew Document

MNarne Last Updated Location D
201718 Andersend background 08/30/2017 2:06:60 PM MACIassMatevAduitEdiDoc Linkage SamplestAE doclink.. B
201718 Harris, Sam Teaching License 04/03/2018 36725 PM MAClassMatehadultEdiDoc Linkage SamplestAE doclink... &
test 0912/2017 11:31:26 AM MAEP DocsiClassLlink Classtate pdf 5]
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Viewing linked documents and tracking forms

m Select the document then select the BLUE VIEW DOCUMENT button to display the .PDF document

If you selected a form, select the Form Tab, and you will see the form has been marked as having been
received. The selected form can also be viewed from the forms tab

General | Position | Rates | Qualified Courses | Forms | Crea‘(eiMod'

C
Last Updated Location
WillsersiHS8101 2\Desktopllinkagedoc pdf

0B/09/2018 8:34:38 AM

Name
Teaching Certificate

bate/Modify | Linked Documents

Genera|| Posiﬂon' Ra’res' Qualified Courds

e |

Farm Farm 10 Docurmnent Location Document 10
O Fa FAFSA Application 001803

O.Job Application Q01801

M Teaching Certificate 001802 Willsers\HS81012\Desktopllinkagedoc pdf 2
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Linking Student related Documents

The Registration/Enrollment module allows users the ability to link documentation to specific
students. Documents such as required background checks, diplomas, transcripts, etc. These
documents must be saved in PDF file format in order to be linked within ClassMate. The
documents linked can then be viewed by staff with specific modules assigned. The ability to link
documents directly to students should be limited to administrative staff.

To link documentation to a student in the PDF file format :

...Efudent Processing

...... & Certificate Eligibility
------ & Enrollment Summary
Double Click Modules > Double click Student | # Parking Permits

) . ) R T & Placement Information
Processing > Click Registration/Enrollment ¥R qistration/zrrolment
------ @ Student Assessment Manage
...... @ Student Contacts

------ & Student Industry Credentials
------ & Student Medical Profiles

Note: ONLY PDF documents can be attached in ClassMate
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Linking Student related Documents

m Select the Student

@ Select the Linked Documents Tab. This tab name can be customized

Genera\' Posmon| Rafea' Qualified Courses' Form5| Craate/Modiy “linked Docume

_1 Emp\oyees Name Last Updated Location
-85 Andersen. Adriana Q 201718 AndersenA background 08/30/2017 2:06:60 PM MAClassMatelAdultEdiDoc Linkage Sarmples\AE doc link
5, Andersen, Anne test (9122017 11:31:26 AM MAIEP Docs\ClassLink ClassMate pdf

@ Browse to the file location you would like to link by clicking the BLUE BROWSE button. Select the .PDF file
desired. PDF’s are the ONLY acceptable file format

Marne Staff Wiewable Teacher Viewable Last Lpdated Lacation
2
Savein [ () Desktop = « £F -
|C)1617 ODR Documents For Clients [
[C=Adult Education &=c
[C)AE Delaware County [
|C=1AE Dutchess ©=>c
[C)AE Fayette e
|C=1AE Huntingdan ©=>c
[CZ1AE Lancaster &=>c
|[C)AE Lebanon =c
[C=14E Morth Montco &=c
[CIAE Drange Ulsker [
|C1AE Schuyvlkill ©=>c
[C1AE York e
A D
N il
File name: [Cinco Cats o] = gave |
4 4
I Save as hpe: IAdnbe POF Files [*.pdf] LI Cancel I | —1

;4 serstHS 8101 24Deskiophlink edocsample. pdf © T |

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.



Adult Education Documentation Linkage ,‘ ’1 HARRIS

al 2. School Solutions
Linking Student related Documents 5
@ If you are attaching a form that you track on the forms tab, using the drop down menu, select the Form Category

If you are attaching a form that you track on the forms tab, using the drop down menu, select the Form Name

If you selected a form, the Document Name will auto populate with the exact form name. If you have not
selected a form, manually enter the form name in the field

Determine which staff should have access to view the document: no selections, Staff or Teacher options

@dad e e

Add the selected document/form by Clicking the BLUE ADD DOC button. The document will now display in the
grid, along with any other previously linked documents. If you have selected a form, the form will be marked
on the forms tab

-\ seishHS 8101 24Desktop\inkedocsample. pof [ Browse |

Graduation-HS Diploma -
Graduation-HS Diploma

2 o o .

Note: When selecting staff access no selection mean only those with
administrative modules can view: Staff includes paraprofessionals or teachers.
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Viewing linked documents and tracking forms

m Select the document then select the BLUE VIEW DOCUMENT button to display the .PDF document

If you selected a form, select the Form Tab, and you will see the form has been marked as having been
received. The selected form can also be viewed from the forms tab by selecting the BLUE VIEW FORM button

General | Position | Rates | Qualified Courses | Forms | Crea‘(eiMod'

C
Last Updated Location
WillsersiHS8101 2\Desktopllinkagedoc pdf

0B/09/2018 8:34:38 AM

Name
Teaching Certificate

bate/Modify | Linked Documents

Genera|| Posiﬂon' Ra’res' Qualified Courds

e |

Farm Farm 10 Docurmnent Location Document 10
O Fa FAFSA Application 001803

O.Job Application Q01801

M Teaching Certificate 001802 Willsers\HS81012\Desktopllinkagedoc pdf 2

All rights reserved.
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Customizing the Document Tab

This module allows users the ability to customize the name of the documents tab found in the
modules with the linkage option. The name created here will display across ALL special modules

E| &1 Base Data Management

...... & Campus Maintenance
------ @ City/State Management

Scroll to the Docs Tab Name (999991-999991) | & County Management

...... # Discount Management

Double Click Modules > Double click Base Data
Management > Click Master Codes Management

R [ S & District Management
Click the Arrow to create Nextx'D | . @ Employer Managerment

------ & Ethnicity Management
------ # Fee Management

Enter Tab Name in Description fietd | @ Funding Sources Managemd
------ & Instructional Base Data

Click the “save “icon. 1 - @ Instructor Rates Managemer
------ & Location/Building/Room Wary
------ g aster Codes Management

------ # Period Management
------ & Student Forms Management

Enter Desired Tab Name Here|

Note: The tab name will display on ALL linkage tabs. This is a globally
displayed name
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After the documents have been linked, administrators, staff and teachers will have “View Only” access to the
documents. The modules used to view the documents will vary by staff type

View Documents in: Demographicsl Special Pupstang' Enrullmentl Programsl Forms |Academ\c History' Mote ‘@@

——a

Generall Posi‘ﬂon' Ra‘res' Glualified Courses' Forms' Create/Modi

View Docurment
Erirollments |Eertifications| Assessmenlsl .ﬂ«necdotalsl Contactsl Medical Alertsfl Linked Documen

Administrators/Staff:
Student Registration/Enrollment
Employee Management

Teachers:
Student Snapshot

Enralled | Eompletedl Acceptedl Appliedl Withdlawnl Eancelledl Inquir_l,ll

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.



)
Adult Education Documentation Linkage 2 HARRIS

Na School Solutions
Linked Document Reports
Document View Reports

Currently within ClassMate there are three reports that can be utilized to show who has been viewing the
documents that have been linked to students & employees

To access these reports go to: Reports > System Administrator
*  Reports are titled:

*  Document View by Student
. Document View by User
*  View by Document
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