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Overview

The Special Services Log functionality allows users to
track all interactions and/or interventions for all Special Populations
students. The Special Services team can select Options Base Data Setup
specially designed instructions (SDI’s) from a
students IEP and allow teachers to easily take note of
any SDI’s a students may have.

Special Populations

Options Training
The Special Services Log functionality cannot be
used until the required Special Services Base Data
has been setup in ClassMate.

Special Populations
Intervention Log & SDI Use

The IEP documentation linkage functionality is
separate from the Special Population log. This
functionality allows documentation to be linked to
students and then viewed by Administration/Support
Staff, and Teachers in key modules. Please ensure all
base data has been setup & the proper modules Viewing attached Student
have been assigned to the correct staff. Documents

Attaching Documents to
Students

IGIGIGI<j
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Module Assignment

Administrative/Support Staff Modules
Category: Special Populations
* Student Special Pop Management (SPLPOP_M)
Category: Special Population Options
* Admin Special Services Log (ADPARA_M)
* Special Services Log by Course (PARALG_M)
* Special Services Log by Student (PARAST_M)

Teacher Module

Category: Teacher Discipline
* Student Contacts/SDI (TCONTC_M)

HELPFUL HINTS:
To attach documents to a student:
Assign Student Special Pop management
To view ALL documents attached to a student: (Administrators)
Assign Admin Special Services Log
To view documents meant for Staff: (Para-Educators)
Assign Special Services Log by Course or Student
To view documents meant for Teachers: (Teachers)
Assign Student Contacts/SDI
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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) via a newly mapped
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 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 I: 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 the 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

Do not copy or distribute without written permission from Harris School Solutions. Copyright ©2015 [Unpublished Work] All rights reserved.
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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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Special Populations : Documentation Linkage

This module allows users the ability to link documentation to specific students. Documents such
as IEP’s, Standardized test scores, 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 specific staff. This

functionality that should be limited to administrative or student services staff all students can be
accessed from this module.

*HNOTE**

Linked documents do NOT get purged at rollover and will remain with student until they graduate
or roll out of system, unless manually removed.

My Folders -
=) Special Education Options [
tn Seoial Poula*rion

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

Modules > Special Populations > Special Populations Management

E| hi Spemal Popula’ﬂons Dp’nona

- @ Admin Special Services Log

& Special Services Base Data
 —# Special Services Log by Course
. . . . . . .. @ Special Services Lag by Studen
For detailed instruction setting up the base data or using the special =P 9
services logs, please refer to the Special Services and Special Services
Base Data guides available on our website at:

http://www.classmate.net/classmate-user-state-documentation/

Note: ONLY PDF documents can be attached in ClassMate
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Module Overview

Using the Student Special Pop Management module, Administrators have access to view all Special
Population Students and all Regular Education Students. To select a student, choose the student’s name on
the left to view Special Populations information, Work Ethics, Knowledge, Skill, Referrals, MP Grades,
Demographics, or student specific linked documentation. To view select the corresponding tab.

[+
¥ File View

oee BEs @

Harris -West Campus -
- -

-

4 Hartis - Wesl Campus 1

o s C 02021165
Anderson, Aidan G 020210233
Anderson, Austyn M 192000651 Staff Viewable Teacher Viewshle Last Updated Location D
Anderson, Brian J 020210575 IEF_7138843836 hd Y 08/24/2020 85813 P ZADocumentsySchoal Age [EP for Brian Archer (115460)_CTC_Final_I.. 1247
Anderson, Caleb N 020210692
Anderzon, Colin & 020210683
Anderson, Daniel L 020211022
Anderson, Dylan M 020210987
Anderson, Faith b 020210604
Anderson, Francisco 020210303

e

[}

[}

2}

[}

[}

[

[}

[}

[

€ Anderson, Jacob & 020210735

€ Anderson, Jacob E 020210842

€ Anderson, Jared ) 192000875

B Anderson, Jeremy M 020210248

€ Anderson, KeiiJ 020210216
g Anderson, Kyanna E 020210860

€ Anderson, Kylee A 192000562

B Anderson, Mohras| & 020210128

€ Anderson, Niula 020210766

€ Anderson, Rahel 020210165

B Anderson, Salomon 020210334

€ Anderson, Savana M 192000258

g Anderson, Shaday & 020210724

€  EBuson. Adam R 192000009

€ Buison, Amya A 192000233

€ Buson, Ana 020211152

[}

[}

[}

[}

[

L

]

Burson, Angel & 192000089
Burson, Ays S 020210845
Burson, Apdan b 020210872
Burson, Branman L 020210901
Burson, Cameron J 020211027
Burson. Caralin D 192000850
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Special Populations : Documentation Linkage

m Select the Location from the dropdown menu. If you do not have multiple
locations, ClassMate will default to the single location.

@ Select the Student by clicking on the Student name
@ Select the IEP Documents Tab. This tab name can be customized.

@ Browse to the file location you would like to link by clicking the BROWSE button

@ Enter a Document Name

@ Select viewing properties.

None Selected Administrators ONLY
Staff Viewable: Para-Educators
Teacher Viewable: Teachers

@ Add the document by Clicking the ADD DOC button
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Special Populations : Documentation Linkage

I ClassMate for CTE - ClassMate - ** Live Environment ** - [Student Special Population Information (SPLPOP_M)]

% Ele  View

Oolo| |e ] J

Harris Career and Technical Center 00012099

Alexa
4444382559

Special Pop | Wark Etics | Knowledge | Skil | Refenas | MP Grades | POP | Demographicks IEP Docuents | J

| Harris Career and Technical Center
@ Akins, AlewaM 100012099 2 -

€  Atkins, Alyssa R 000012485 Staff Viewable Teacher Viewable
Atkins, Anahi G 000012193

Atkins, Archie B 000012845
Atking, Bianca | 000012515
Atkins, Brenda L 000012522
Atkins, Christian S 000012613
Atkins, Collin E 0000712148
Atkins, Daniela 000012627
Atkins, Darian D 000012509
Atkins, Davien 000012523
Atkins, Dezaray N 000012343
Atkins, Dominick J 000012524
Atkins, Glenn A 000012351
Atkins, Hector D 000012583
Atkins, Jacob D 000012038
Atkins, Jacob E 000012097
Atkins, Jahki 4 000071 21 49

M:AEP Docsh100012099 Adtking pdf a-f'""-
8

v
- 6

Atkins, Lyd\a O 0IIID123?A
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Special Populations: Customizing the Document Tab

This module allows users the ability to customize the name of the documents Tab found in the
Special Populations options modules. The name created here will display across ALL Special
Populations options modules.

Double Click Modules > Double click System
Administrator > Click Master Codes Maintenance

My Folders s
e
Scroll to the Docs Tab Name (999991-999991)
e-2} Service Options 6276-6324
a@‘ Attendance Condition [nformati e} Services Duration 6325 - 6390
m-2} Services Staff Type 6400 - 6499
- @ ClassMate Custom Control &2 Biling Options 6501-6624
@ ClassMate |0 Control "j Exit/Interview Reasans
-2} Instructor Group 7100-7149
- @ ClassMate Master Contral w @ Instructor Status 7160-7199
: 2t Medical Activities 8000-8099
@ Classmate Report Retrieval 31 Morlical Corome £100.8195
@ Classmate User Management #} Medical Events 8200-8299
. " 2t Medical Actions 8300-8399
@ Data Audit View -2t Medical Treatments 8400-849¢
- Data Bxport Wizard B Mot Do po00 3800
- @ DataBase Activity Manager -1 Medical Outcomes 5700-5799
. . . . . -2} Medical Recommndation 8500-8899
. @ District Email Administration 2 Prog Revew R Status 9000-9099
@ Dis‘tric‘t Ema" BaSe Da‘[‘a ‘?_:} PBIS Field 1 010007 -010099
. -#} PBIS Field 2 010101-010199
- Oyvnamic Report Menu 2 PBIS Field 3 010201 - 010209
: 2 PBIS Field 4 010301 -010399
# 1D Card Collection -#} PBIS Figld 5 010401 - 010439
,ﬂ} |_Og Ial Meggage Managemerﬂ' &} PBIS Field 6 010501 - 010599
- 21 PBIS Field 7 010601 - 010699
des Maintenance -2} PBIS Field 8 010701 - 010799
-} PBIS Fisld 3 010801 - 010693
2 PB 0 010901 - 010999
2 Doce Tab Namo 999991 - 959087
[ « 3200091 - |EP Documents
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Special Populations : Customizing the Document Tab

m Select the Docs Tab Name from the listing. Click the 999991-1EP
Documents entry or whatever previously customized name is i Ei- Docs Tab Name 999991 - 999991

displaying. K@) 009051 - [EP Documents
@ Enter new tab name in the Description field

[

@ Click the “Save “icon.

D 999991

Description:

@) [Student Portfoid

Note: ALL tabs in the Special Populations e
Options modules will display the [ File tiew

customization. \Q| Q|®|! i||Q| Ql _|
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Special Populations : Viewing Student Documents

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.

My Folders S |
View Documents in: =) Data Imports I |
= (B District Biling
Administrators: =B District Export Options
Admin Special Services Log Personnel Management
Student Special Populations Management School Calendar Information
Staff: =B SIRS Management
Special Services Log by Course Special Education Options
Special Services Log by Student EI Special Populations
Teachers: @ Student Special Pop Managenm
Student Contacts/SDI’s IZ—II---- Special Populations Options
**Teacher Web > Student Snapshot > Documents & Admin Special Services Log
------ @ Special Services Base Data
o e @ Special Services Log by Course
E"" Teacher Discipine . & Special Services Log by Studen
@ Student Contacts / SDI

& Teacher Anecdotals
@ Teacher Discipline Referrals
=3 Teacher Grading

o T e e
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Special Populations : Viewing Student Documents - Administrators
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.

Administrator Views: Admin Special Services Log
Student Special Populations Mgmt

Select the Location from the dropdown menu. If you do not have multiple locations, ClassMate
will default to the single location.

@ Select the Student by clicking on the Student name. Administrators will see all students.

@ Select the IEP Documentation Tab

@ Select the Document you would like to view by clicking on the name.

@ Click the View Local Doc button.

@ The selected document will display on the screen. Click the “X” in the corner of the document window

to close.
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Special Populations : Viewing Student Documents — Administrators

8 ClassMate for CTE - ClassMate - ** Live Environment ** - [Student Special Population Information (SPLPOP_M)]

I
po——— T °

444362550 | - |

SpecialPop | Wor Etics | Knowledge | Sk | Referls | WP Grades | POP | Do _

. IEP Yiewer (IrmPwaew) _ [O] X]
| Hais Career and Technical Center 5] - -
B Alins, Alesa M 100012099 2 =) - ’ ! 2 ‘ 72.0% ’ [ 5 T
2 ; v ools | Sign | Comment
B Alkins, Alpssa R 000012485 | (P @ ﬁ% B % . 4 . i"—] s U
Atkins, Anahi G 000012133 |EP 100012099 Atkins Alexa ! =
Atkins, Archie R 000012845 Standaradized Test scores Atkins Alexa

=

Hartis Career and Technical Center \ 100012099

Alexa

ClassMate is a Student administration and Curriculum management software
solution created for Unique Educational Environments. This alternative solution goes
far beyond typical K-12 student information systems, and spans a variety of learning
i forimproved ir in Career and Technical Education
(CTE), Atternative Education, Adult Education, and Special Education institutions.

Brer (1252

Atkins, Christian § 000012613

Atkins, Daniela 000012827
Atking, Darian D 000012509
Atkins, Dawen 000012523

Refined over the course of 16 years, and designed by a diverse team of differentiated
leaming experts, CI provides an org on with the ability to manage
every kind of student data available. From fiexible schedules to daily attendance,
customized cumiculum to competency-based grading, special populations to
discipline refemals - ClassMate offers each school the opportunity to custom-design
its own educational offerings. Our ClassMate team of specialists will help your
school 10 examine its operational policies and implement consistent procedures
throughout the school, focused on improving rce. Bring an level
of accountability to your organization by expanding the fines of communication with
parents and school districts, together united toward promoting student achievement.

Alkm DomlmckJ 00001 2524
Atkins, Hector D 00001 2589
Atkins, Jacob D 000012038
Atkins, Jacob E 000012097
Atkins, Jahki 4 000012149

Our pr have eamed a rep 1 like no other - with unrivaled customer
service and unparalleled solutions for reaching success. ClassMate focuses on
school-wide policies and procedures, allowing users to have customizable software
functions deliberate for your school's needs.

Alklns Lydta 0 l]I])IJ1 2834

\ ’
- Class Incornorates:
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Special Populations : Viewing Student Documents - Staff

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.

Staff Views: Special Services Log by Course
Special Services Log by Student

Select the Location from the dropdown menu. If you do not have
multiple locations, ClassMate will default to the single location.

@ Select the Student by clicking on the Student name. Staff will only have
access to documents identified as staff accessible.

@ Select the IEP Documentation Tab

@ Select the Document you would like to view by clicking on the name. Only those documents with identified
with as staff viewable will display.

@ Click the View Local Doc button.

@ The selected document will display on the screen. Click the “X” in the corner of the document window to
close.
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Special Populations : Viewing Student Documents - Staff

] ClassMate for CTE - ClassMate - ** Live Environment ** - [Student Special Population Information (SPLPOP_M)] &
3 Fle View =813

Jslel “Glelel ol

Harris Career and Technical Center 10001205 _

M -
444362553 - |

(3)
SpociPo| WakEbs | Knoveto] 50| ol WP ] P |l EPDosmans |~ g

. IEP Yiewer (lrmPl)Pvtew) - O] X]
= —
e U QBB EE|[]s2 [z ]|+ Tods | Son | comnen

| Hariis Career and Technical Center
@ Aiking, Alesa M 100012039 |2

8  Alkins, Ayssa R 000012485 ™ |

9 Alkins, Anahi G 000012193 |EP 100012099 Atkins Alexa -
€ Atkins, Archie R owmzsas Standaradized Test scores Atkins Alexa

9 Al ; ClassMate is a Student administration and Curriculum management software

€  Alkins, Brenda L 01 solution created for Unique Educational Environments. This alternative solution goes

€ Atking, Chiistian S 000012613 far beyond ‘YD'CJJ K12 smdem information systems, and spans a variety of learning

g 3 E n0nn in Career and Technical Education

g Atkins, Daniela 000012827 (CTE), Ahem:mve Educanm Adult Education, and Special Education institutions.

8  Atking, Darian D 000012503 Refined over the course of 16 years, and designed by a diverse team of differentiated

leaming experts, ClassMate provides an organization with the ability to manage
every kind of student data available. From flexible schedules to daily attendance,
customized cumiculum to competency-based grading, special populations to
discipline referrals - ClassMate offers each school the opportunity to custom-design
its own educational offerings. Our ClassMate team of speciaiists will help your
school to examine its operational policies and implement consistent procedures
throughout the school, focused on improving performance. Bring an enhanced level
of accountability to your organization by expanding the lines of communication with
parents and school districts, together united toward promoting student achievement.

Atkins, Davien 00001 2523

Atkins, Dominick J 00301 2524

Atkins, Heclor D 000012589
Atkins, Jacob D 000012038
Atkins, Jacob E 000012097
Atkins, Jahki 4 000012149

Our professionals have eamed a reputation like no other - with unrivaled customer
service and unparalieled solutions for reaching success. ClassMate focuses on
school-wide policies and procedures, allowing users to have customizable software
functions deliberate for your school's needs.

Atklns Lydla 0 00001 2834

- Class Incornorates:
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Special Populations : Viewing Student Documents - Teachers

Teacher Views: Student Contacts/SDI’s

m Select the Student by clicking on the Student name.
Teachers will only have access to documents identified as
teacher accessible.

Notice the color key indicating students are flagged as:
Disabled/IEP
Disadvantaged

@ Select the IEP Documents Tab

Select the Document you would like to view by clicking on the name. Only those documents with identified
with as staff viewable will display.

@ Click the View Local Doc button.

The selected document will display on the screen. Click the “X” in the corner of the document window to
close.
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Special Populations : Viewing Student Documents - Teachers

mtlassMate for CTE - ClassMate - ** Live Environment ** - [Student Contacts / SDI Information (TCONTC_M) ] &
i3 Fle View -8 x

IEP Yiewer (frmPDFview) (O] x|

Good Moming Mrs. Mottau [EP Documents @ fa @ % l I‘Z ‘ ’ "_‘] g Tools Sign Comment

\
* Atkins, Alesa M 100012093 R ———
View Local Doc a ClassMate is a Student administration and Curriculum management software
g , 013024 ' solution created for Urique Educational Envionments. Tis akernative soktion goes

far beyond typical K-12 student information systems, and spans a variety of learning
g Banach, Jordyn E 000012277 Standaradized Test scores Atkins Alesa (CTE), Atternative Education, Adult Education, and Special Education institutions.

|»
g
&
2
0
=)
=
2
8
=
Z

= o

|EP 100012099 Atkins Alexa environments for improved educational instruction in Career and Technical Education

Refined over the course of 16 years, and designed by a diverse team of differentiated
leaming experts, ClassMate provides an organization with the ability to manage
every kind of student data available. From flexible schedules to daily attendance,
customized cumiculum to competency-based grading, special populations to
discipline referrals - ClassMate offers each school the opportunity to custom-design
its own educational offerings. Our ClassMate team of specialists will heip your
school to examine its operational policies and implement consistent procedures
throughout the school, focused on improving performance. Bring an enhanced level
of accountability to your organization by expanding the fines of communication with .
parents and school districts, together united toward promoting student achievement.

g Banach, Natasha M 000012009

g_

g Carol, Giovanni R 000013156

¢

g Dell Ediiana 000013073
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IEP Documentation Linkage

Special Populations : Viewing Student Documents — Teacher Web

* Select Student Name to open Student Snapshot

* Select Documents tab

* Click on named document under Location to display linked document

* The selected document will display on the screen. Click the “X” in the corner of the document
window to close.
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IEP Documentation Linkage

Special Populations : Viewing Online Student Documents (NY ONLY)

The ClassMate IEP Documentation Linkage functionality allows NY State user the ability to
access IEP Direct login from within ClassMate.

All modules containing the View Local Doc also contain the View Online Doc functionality.

T o, e
Blue Font = Disabled/IEP
Green Font = Disadvantaged %ﬂﬂ‘- -
1+ Active Studsnts . rP
" Inactive Students . | i |
@ Good Morning Lazzaro Cnmactsl SDI's | Medical Alerts  |EP Documents |

ﬁ Akian, Bashkim 000002620 @

€ Burson, James 000002696

| Mame | Staff igwrable | Teacher Viswable | Last Updatsd
€2 Cooper, John 600002457 1o [T
€2 Danke, Brett 000002314

ﬁ Fenstermacher, Taylor 000002397 ..IEPD"‘CCT

Centris Group

ﬁ Garfield. Kip A 000001788
ﬁ Heard. Dennis 000002474
€2 ish. Prilip 000002627 — Customer Login
ﬁ Mottau, Jacob 000002472 o =
ﬁ Reinhart, Hector 000002698
ﬁ Reinhart, Marc 000002495
@ Stemn, Eric 000002642
g Thornas. Daniel 000002716

District ID:
User ID:
Password:

() Login

or Demonstratiol
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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.

To access these reports go to: Reports > Special Population Options

Reports are titled: Document View by Student, Document View by User, and Document View by Document.

Eaﬂﬁ* Special Populations Cptions
[ Alpha Student SOI Report
|- ["] Docurnent View by Docurnent
| Document Wiew by Student
|-[") Document View by User
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