SIRS3
Newer Features Revisited

2006

Area Spreadsheets

For use with these modules:
* Basic

» Specia Education

* Grades

Scheduling

Suspensions

Health & Immunizations




Easily Update

Student and Contact Information
Staff Fields

Courses

Classes

Benefits

View all pertinent fields on one spreadsheet
Mouse click copy and paste ability

Quick Fill

Save Spreadsheets as templates for later use

No limit to the amount of spreadsheets you
can create




Creating Templates
Go to Setup - Spreadsheet Data Entry Setup

MIG-0001 Virtual School - Us

Fie Edt Student Attendance Grades Fees Events Schedule Inventory Scanner Wirdow  Help

Schaol
Tracks
Calerdar

Lookup Tables

Grid Data Entry

Ternplate Name |
Staf

ff
ron | [ o socescshest Dats Erery

Lockers Setup »

Smart Words
Address Verffication

Users
Menu Group Security
Change Password

Preferences
Toolkar Editar
Admin Setup 3

School Logic 3
Handschool Setup »

Nt Year 3

Reports v

 Click Add

» Enter aname for the spreadsheet templatein
the Template Name field

 Click Edit

Template Name Grade 12 Student Address

tudent Address

Edit...

Delete

Copy




Student Templates

 Inthe Data Areas drop-down list, choose

Student

1B Grid Data Entry.

Template Kame

Grade 12 Student Address

Data Areas

|»

Field hame Area

[ [ACT Comp ACT Results
[ [ACT Date ACT Resulis
[ [4CT Eng ACT Results
[ 42T Math ACT Results
| |ACT SciReas ACT Results
[ [2ct Reading ACT Resulis
| |Business Ph. Contact

[ |Change Password Contact

| [First Mame Contact

[ |Last Hame Contact

[ |Title Cortact

[ [2cdress Employer

I [city Employer

[ [Employer Mame Employer

Si

CBX

Back | Mt |

Student Fields

» Select the student fields you want to include
on this spreadsheet (max. 50)

» Field Name —field from Demographics
» Area—areain Demographics where the

field islocated




Save Template

* Click Save

» Select Next

.
\!:) Selections have been saved!

[iathenng Records. .

Filter

» Use the Group and Students buttons to
select the students to display on the grid

EGrid Data Entry,

orove_|

EIB)X

[Studlent Name Business Ph. First Name |Last Mame [Title B
ledle, Mikael (35956) 3 iedekiah edie =
fiile, Mikae! (3566) ji losh Fitzoerald =
| [Edle, Mikael (30667 T - Ehan [edie irs.
felle, Mikael (3356) 909) 5551377 Simon fFusic br
pholle, Mikael (3566) a03) 555-4521 Brian ol Ir.
[edie, Susan (3498) 3 Fogan [edie =
file, Susan (3493) 1o Ehalyn \:clermic =
[edle, Susan (3488) 909) 5551371 T [edie I
frolle, Susan (3498) 909) 555-2151 Fandi fashenfelder pr
file, Susan (3493) 909) 555-7200 Brittnie: T Irs.
[ET FHamdi, Bradiey (4457) ] Ernath Ferct 5
&1 Hamdi, Elradh‘ay (4457) 3 Leizel &1 Hamdi . _,ﬂ
[l »

Audit Effective Date: Time (24 hr clock) Saye

Back |

Save |




Tips

Click between the column headersto resize any
column width.

Double-click on the form title bar or drag the
corners of the form to resize it

Records that do not exist in the database cannot be
entered using this form

The Group and Students buttons only appear if the
template is based on Student records

Edit Student Fields

The student name appearsin BOL D on the
top of the form

Click in the field and start typing. Entering
invalid characters opens the lookup table
attached to the field

Clicking on the header of each column sorts
the column alphabetically and sorts all the
empty fields to the bottom




Save Changes
» Click Save to save the changesin SIRS

1 Grid Data Entry

Grouo St [ 108
Yukovich, Joseph (6036}
ApaCity P.C. BoPhone Mo (Guadrant Street Unlistec FipCode -
Casa Grande [Aox 142)809) 555-254Certral f61 E. Lonestar r 95764
San Simon [Box 106)809) 555-841{Certral 03 Pollock PI r 9a769
San Simon [P Box {(909) 555-532]Certral (40, 2nd St B 95789
Casa Grande |Hox 555)(909) 555-4G3]Certral [nderson St B 95783
Casa Grande [574 Pima(809) 555-028]Certral Ehannon Rd. r 95764
San Simon [Box 201)909) 555-945|Certral [2589 5. Robinson Ave. [ 95769
San Simon  |Box 796)(909) 555-422]Certral 2625 W Relation B 95789
San Simon [P 1003(908) 555-36% 838 5. Fairway Ave. [ 95783
Casa Grande [PO Box {(A09) 555-962 1th 5t #54 r 95764
Casa Grande [Box 178|a09) 555-277 707 Church Street r 95769
o [Casa Grande PO Box |[909) 555-221 871 Cinnebar Circle ™ 95789
Certral Box 85 o091 555-347 301 5 14th Street ™ 95753
4
e
Back

Audit

 The Audit Effective Date and Time fields
are avallable if the selected fields are
audited fields

 If thefield isaudited and you do not enter
an Effective Date or Time, it will default to
today 12:00 (24 hr clock)




» Audit dates and times cannot be changed or
saved using thisform

48 Grid Data En

croup |

[Student Name iZountry of Birth Ethnicity Foreign Exchange Home Lang | &
(&clle, Mikael (3556) & lbanis Hizpanic or Latino — Enclizh

(Aole, Susan (3493) {lbanis Hizpanic or Latino (. Enalizh

(& Hamdi, Bradley (4457) s ite: (o Enalish
(alvarez, Randa (5571 s, ite: — English

et Julie (G463 sa, fte - Englizh

Bardas, Jacob (3547) s ite: [ Enalish
Beauchamp, Kailee (35200 s, ite: — Englizh

Betkan, Joshua (5820) s fte: [ Endlizh

Berko, Kyle (5013) s ite: [ Enclish

Betko, Michael (6030) sa, ite: [ Englizh

Betzett, David (3506) s fte: (o Endlizh

Betzet. Jennifer (35071 Wndorra ite: I Encilish A
Fill T

Audit Effective Date: ,7@ Time (24 hr clock) ’— Save

Back |

Student Menu

 Student Templates can be run from the
Student Menu

tual School - User: SYSADMIN
Attendance Grades Fees Events Schedule Inwentory Scanner
Demographics CTRL+D

Emergency

Student History

Student Audit History

Special Education »

File Edit Setup Window Help

Add Student for Current Year
Add Student for Mext Year

Student Inquiry

Withdraw Student

Withdraw Outside Student
Release Pre-Registered Student
Delete Student




Staff Templates

Go to Setup - Spreadsheet Data Entry Setup
Click Add
Enter a name for the spreadsheet templatein

the Template Name field

Click Edit

* Inthe Data Areas drop-down list, choose

Staff

ﬁME Grid Data Entry

Template Mame

Staff Custom

Data Areas
Staff

Field Mame Ares )
Staff Ind. Staff

Subject Staff
Title Staff
Birth Date Staff Custom

Cettificate Mo. Staff Custom
Date Hired Staff Custom
Social Insurance Mo. Staff Custom
Staff SSM Staff Custom

4
<[<[===] 11

| -

Select All Tagule

Back | hew

| Gave |




Select the

Staff Fields

staff fields you want to include

on this spreadsheet

islocated

Field Name —field from the staff form
Area— area on the staff form where the field

Click Save to save the template

Edit Staff Fields

» Select Next to make changes to the staff

fields

.-"'".IE Grid Data Entry:

B

Amershi,Shaylene (AMERSHIS)
[Staff Name Bitth Date [Cerificate Mo Date Hired [Social Insurance o Staft |«
\&elle Fackery (ADLEZACK) 2021930 l 3456 T 23456
|akkerman Ecclisia (AKKERMAE) 4161955 262687 I
|&mershi Jon (AMERSHII) 2051942 1T
mAmershi Shaylene (AMERSHIS) 109982 I
|erblaster & (ARBLASTA) ITREE 7T
|srblaster Payson (ARBLASTR) I I
|&ylott Grayson (AYLOTTGR) I Ir
[Banki Harylie: (BANKIHAY) I I
[Batycky Omar (BATYCHYO) I I
|Beierle Caila (BEIERLEC) i I
Berkan Hyncra (BERKANKY ) I Ir
IBerti Karissa (BERTIKARY [ [ f
< 5
_sae |
Back | Save
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Save Changes

» Click Save to save the changes to the Staff

formin SIRS

\akkerman, Ecclisia
l&mershi, Jon
lamershi, Shaylene
larblaster, &
larblaster, Payson
|ayiott, Grayson
IEanki, Haylie
|Bratycky, Cmar
[Beierle, Caila

IBlerkan, Kyndra

[Bierti, Karissa
[Betzelt, Albert

[Boyle, Raelyn
[Brumec, Maci
ICameron, Ridge
ICoull, Brianne

IDe Francesco, Corey
[Dhit, &=htyn

Doerr, Kyin hd

Add | BRemove ‘

School  MIG Virtual School

Information l Board Builder ] Timetahle Perioding

Staff Code |ADLEZACK

LastName |Adle

First Mame W
Title fwrs— |
Stafind.  [Adle, Zackery
StaﬁBar:odeli

Apartment

P.0.Box PO Box 245

Street 1121 5. First Awenue
Quadrant fiJ
City San Carlos J
State | Arizona

Country UsA ...
P 93769

Phone No (309 555-4607 |

I Inactive Staff Member
I Off Campus Team

Timetahle

Custom |Positions| Atiach | BF | o] muniAda | muticomm| ok

Course Templates

» To add Course templates, choose Course

from the Data Areas drop-down list

8 Grid Data En 7
Template Name

Course

Data Areas

[zourse -l

v Orily Currently Offered Courses?

el

Field Name rea B
¥ | Allowy Duplicate Credts Course
I | vy, Weicght Course
v |ode Course
v |core Course Caurse
I | Currenitty Oftered Course
¥ |Department Course 1
¥ |Exam Type Course
v |Excl. fram Conflicthatrix Caurse
v |Exccl. from TallyList Course
v |Exclude from AverageiGRa Course
v |Exdternal Credential Flag Course
v |Fee Caurse
W |GPA Rule Mumber Caurse
¥ |Gawt. Cade Caurse -

Sglectall]  Toogle

Back | Mew | Save

11



» Courseinformation can be easily verified
and updated

8 Grid Data Entry B g|
World History (1400}
Course Hame \llorey DAy, WeighCode [Core CoursCurrently (DeparirfExam Type |Excl. from CnnllictMairl -
iorld History (1400) I oo 400 I~ v Regular r
nodshop 48 (1767) I 0o 767 r v Regular B
inodshop 44 (1768) oo TEE r v Fegular
jondshop 3B (1765) i [ 75 [ e Remiar |
ioodshop 34 (1764) ] [ 764 | v Remiar |
inodshop 28 (1763) I 1000 w3 v Regdar |
ioodshop 24 (1762) I 0o 762 r v Regular B
iood Tech Intro 1B (1761) oo 761 r v Fegular
jond Tech Intro 14 (1760) r 000 | v Remiar |
ieights MS (7502) I oo [Fenz I~ v Regular I
Tutor (1954) ~ i) I v Pk Reparted
Title 1 Lano Arts MS (81151 v 000 115 I~ v Regular Jj
d )
Back Save

Setup Menu

» Staff and Course Templates can be run from
the Setup Menu

YEMIG Virtual School - User: SYSADMIN

File Edit Sudent Atendance Grades Fees Events Schedule Inwentory Scanrer BTGl Window Help
School
Tracks
Calendar

Lockup Tables

Global Update - Tables
Spraadsheet Data Entry Setup
Lockers Setup 4

Staff
Staff Spreadshest Dats Eniry

Coursas
Government Course File

Smart words -

L G .

Address Verification Course Spreatsheet Datz Entry
[ T

s e

MMenu Group Security e

12



Class Templates

* To add Class templates, choose Class from
the Data Areas drop-down list

N8 Grid Data E

Template Mame Field Name lbrea =
I | A=sign credits with B0 Class

Class Requests IV | Auto Scheduled Class
I |Calculate ECY Grads Class

Data Areas I |alculste Final Class
I |capacity Class
I |course Class
I |credit Class
I~ [Detivery wind Class
I [EQY Session Class
I |End Date Class
I |End af Vear Grades Class
I [Exam Date Class
I [Exam Grade Class
I [Exam Marith Class -

Select All Toggle
Back | Mext | Save ‘

» The Class Name appears on the top of the
forminBold

 Class information can be easily verified
and updated
BEE

World History - 4
Class Hame Auto SchedullCourse (Crcler Request Section -
Wiorld History - 4 v forldd History 271 400-vorld History 23
iorld History - 3 v forld History 271 400-World History
iorld History - 2 v forld History 27 400-orld History 2
iarld History - 1 v forld History 271 400-World History
nodshop 48 - 1 r faodshop 48 27 TET-Winodshop 48
oodshop 48 -1 - ‘oodshop 44 T4 TE6-Woodshop 44
nodshop 36 - 1 - faodshop 38 26 TE5-Winndshop 38
nodshop 348 - 1 I~ oodshop 38 73 TE4-Woodshop 34
nodshop 26 - 1 - faodshop 28 25 TE3-Woodshop 28
nodshop 248 - 1 I~ foodshop 28 72 TE2-Woodshop 248
ioad Tech Intro 18 - 2 v f'ood Tech Intro 18 24 761 Woodshop 18 ]
fod TechIntro 18 -1 2 | food Tech Intro 18 24 761 Winodshop 18 Jﬂ
1 3
Save
Back | Save |




Schedule Menu

 Class Templates can be run from the Setup
Menu

IEMIG Virtual School - User: SYSADMIN

File Edit Student Aftendance Grades Fees Events BERpEBMIEN Irventory Scanner Setup Window  Help
Walk In Scheduler
Students' Enrallment
Clags Schedules

Student Timetahle
Staff Timetable
Room Timetable

Global Enrollment
Global Transfer of Students
Schedule SubClass

Class Setup & Schedule

Class Spreadsheet Data Entry
Template Maintenance k

Setting Security

* You may want to set security on the
Spreadsheet Data Entry Setup form so
spreadsheets you have created cannot be
adjusted or deleted

» Spreadsheets will still be available to users
under the appropriate menu

14



Menu Group Security

b

Create Groups
Select Menu ltems for the User Grou
&+ Current Year " Mext Year

' Menu Group Security Setup

Select Menu ltems

F:

=

henu hame -

--= Options

--= Test

v v [Setup

<

--= School

g --= Calendar

=
I > Tracks
o

N --= Lookup Tables

N> Global Update - Tables

<

“_-= SpreadSheet Data Entry Setup

---= Lockers Management

=
=
[ --> Lockers Setup
=
=

---» Locks Management

=
=
=
=
=
=
=
™
=
=
=
R
Li

= Read Access
= \Wirite Access Select Al Togole

Menu Editor

Menus

|Setup

School -
Tracks
|| Calendar

-

Lookup Tables

Glohal Update - Tables

| | Lockers Setup

et -

Staff

: Staff Spreadsheet Data Entry
| | Rooms

| | Homerooms

Courses ﬂ
Add

ltermns
Type |F0rm J
Caption [spreadshest Data Entry Setup
wiews Security El: Wirite Security a E|2
=General= l % l =llzer Groups=

Statushbar Text |Spread8heet Data Entry
Tool Tip |Spread8heetData Entry
Picture | J
Hatkey [ = Sar

Close

15



Copying Templates
« Clicking the copy button in Spreadsheet
Data Entry Setup creates a copy of the same
spreadsheet that can be renamed and edited

48 Grid Data Entry

Template Name [Copy Of Grade 12 Address

Run Class Reguest af
Class Setup
Add C
B Course
= Grade 12 Address
Delete Staff Custom
J——— Student Governmen it
Loy

Conclusion of Spreadsheets

» Questions and Discussion

16



Notes

» General Notesare < Bring Forward
attached to a Notesare ameans
student to provide of sending
helpful information messages, primarily
to other SIRS users reminders, to other

SIRS users

General Notes

» General notes can be created or viewed
right in the General Notes form that is
accessible from the Demographics form, the
Contacts form or the Staff form

17



Student - Demographics

» Select a student and click on the Notes
button

' Demographics

aup Abbasi, Beal 4971) rent

Mame 1D ~ 1GoviC Grade: 08 MIG Virtual School

Personal-1 | perdgnal-z } Status } Government | Government ] Infa-1 ] Infa-2 ] Custom

(4971 (f|
Abbasi, Frankin J (50751 1D Mumber
Abbasi, J.T.T (4677 (80 Last Name
Abbagi, Jayde J (441 5] (2

Grade o8
[ Retained in Grade

Homeraorm

sbbasi, Jaysi (4118 an; | TIrStHame

Abbasi, Kaysi (4119) (80 Lal Middle Marm| Beau Alt. Homeroom

Abbssi, Rasles (4088) (7 | mpartment

Akt Katyla M 5473 (2

abdalian britary L caape | Fr0 BO% B 637 Birth Date Feb 01,1882 o]
Adam, Destiny M (6481) ( Street Anderson Age 14y Om

Adle, Arthony A (534010 | Quadrant Gender Wale

Adlle, Cotinna (45311 (B0 | o San Simon T
Adle, Cyrthia E [F388]) (2 iy Track MS DS5-08 |

adlle, Kimberly M (sssgy e | 1318 aHzong SAIS No 3020550

Adle, Mikael & (3888) (75 Country USA

Adle, Ramon J (46320 (80 ZIP 937597
Adle, Susan L (3498) (75

Adle, Veronica & (4140) Phone Mo, (909) 555-1920 r
Adle, Yvanna M (4901) (3 Subdivision
Al Hamdi, Bracley R[qqs'ﬂ Motes| Multi Add | Multi Comm| Caontact

Add General Notes
» Clicking Add will open the Detailstab

¥ General Notes
Student Abbasi, Beau (1971)

Summary Details
Craatar |
Subject |Li\tes \With - Part Time
Start Date [Few 15 2006 End Date m—
Motes
Student lives with his mother parttime and his father part time. J

The 'Lives With' flag will vary depending on arrangements. Check with Front Office

(=]
Print CGancel

18



Closed Notes

» Entering an End Date will make the note
appear Closed

1% General Notes

= 0]
Student Abbasi, Beau {(4971)
Summary l Details
Close
Al I Mote Subject Start Date End Date -
open Knee Injury Mo 16, 2005 Jan 09, 2006
=
Copy Remowve Print W ey

All General Notes

» All Genera Notes appear by sdecting All in the
drop-down list

» A count of Open Notes are displayed on the form

¥ General Notes

Student Abbasi, Beau (1971)

Surmrmary Details
_ Mote Subject Start Date End Date -
Cpen I Lives with - Part Time Feb 15, 2006
close I Knee Injury Mov 16, 2005 |Jan 09, 2006
[ ——

TN -

Qpen Motes 1) Add Copy Remove Print e

19



General Noteslcon

Open notes generate an icon to display on
all the relevant forms

Student - Demographics form
Contacts - Contact form
Staff- Staff form

Entering an end date closes the note and
removes theicon

Abl

Group | 2

* Mame O ID

" 1GovID

Abbott, Kavla 473)
Grade: 07

Current

MIG Virtual School

A

Acla
Al
Al
Al
Al
Al
Al
Al
Al
Aol
A1H
A1H
A1H
Alck
Al
Al
Alck
el

Custorm

R:Lch:l.e
Add Student Emergency Curtis
A add contacts | [Frenduecher Ethan
——=—————— |crandfather Praston
Remove
Last Mame Abbott Apartment
First Mame Macev F.O. Box
Title J Street
Relationship  [Mother .| Qusdrant
Business Ph. [{ ) City
State
Contact Priotity E|
Country
v Lives with Student
I+ Mail To 2P
FPhone Ma.

Abbott
Ladak
Grabowschi
Crabowschi

PO Box 167
1412 2nd Ave

San Simon

Arizona

USA, ]
ba78a
0% 5658177 |

BF [F5] mutti Ada | muti comm | Ok

le Petioding

245
F\rstAvenue

=

—n

54607 [

Timetahle

ok |




Edit General Notes

To edit a General Note, you must be the

creator or have a security level > 50

Click the Notes button on the appropriate

form and do one of the following:
- Select View on the Summary tab
- Double-click on the note

- Click on the Details tab

Read Only

» Selecting the General Notes Icon only gives

dlE

Group 2 Abbasi, Beau B (497 1) current gy
= 08 MIG Virtual School

1} General Notes

users Read-Only access

Grade:

] Custam
Student Abbasi, Beau {4971) 7J
Summary i Details idl
Creator | —
Subject |Lives With - Part Time J
Start Date [Feb 1z, zooe [ End Date = =
Motes

Student lives with his maother part time and his father part time
The ‘Lives With' flag will vary depending on arrangements. Checkwith Front Office.

|Contact

21



System-Generated General Notes

» General Notes can be automatically
generated when a student is withdrawn from
acurrent class

» Under Setup — Preferences, click on the
Classes tab

» Select the option to ‘ Create a general note
when a student leaves a class

Preferences

I¥ Preferences

high

l Security Level ] Special Education l Off Campus l Etnizil l

File Locations Classes lStuderrt l Uzer l Uszer Defined Reports ] Fees l Logoff
Grades Entry Forms
Displaying Report Periods
Days Before 15

Days After 15

Walk In Scheduler - Term Filter Range

Attendance l Date
Default Enrolliment
Course Enrollment

[currently Enrolled
Course Withdrawn Status\Jwithdrawn
Courge Complete Status

Master and Sub Class Indicator
Waster Display

From EE)
To ER
Days Past Start Date 15 E:

Grades _ v iCreate a general note when a student [eaves a class .
Decimal Places in Grades 1]

¥ Display both Alpha and NMumeric grades when attached to a Legend

Sub Class Display
Crphan Sub Class Display

Decimal Flaces for Cumulative GPAS 4 I Use variable Credits.
. M Move mid-term grades to history.
Decimal Places for Term GPAs 4 -
Display = Class Mame
Courses Merge Button Security Lewvel " Course Mame

Securiy Level  hWerge 65 El: Ok

Cancel

22



Withdraw Student

» Withdraw a student from a class

%8 Abbasi, Beau (4... [= |[(1][X]
Class: Math Gr7 - 2

Select an enrollment status:

" Complete & fiitncira
Status Date Feb 16, 2006 EE
Status | Completed -

Dk Cancel
* Open the Srooerroermograprres——
form and select that student

General Notes Confirmation

» Click on the Notes button or the General
Notes icon to see the generated message

I General Notes
Student Abbasi, Beau {4971)

Summary Details
Creator |
Subject |Class Removed
Start Date [Few 1, zo08  EE| End Date m|
Motes
Manufacturing MS2 (8760) =]

Print Cancel




Bring Forward Notes

 Bring Forward Notes can be created,
edited, copied, removed (deleted) and
printed for students, student contacts, or
staff members and are available in a
number of form headers throughout

SIRS

Student BF Notes

 Student BF Notes are available on a
number of SIRS forms including:

Login Student History | Nav Main of

Student Inquiry
Indiv. Student | Emergency wadk in
Attendance Scheduler
Bring Forward |Indiv. Grades

Notes

Data Entry

24



Adding Student BF Notes

» Open Student Demographics
Select a student

Click on the Bring Forward Notesicon on
the top of the form

The Bring Forward Notes form displays and
will default to the Summary tab

Student Adle, Mikael (3886)

Surmmary

Display Type | Al ~1
Mote Creator rlote Subject Reminder Date  [MName

25



Display Type

 Click the Display Type drop-down list to
display:

—All Notes Display Type | RRRERRINNNY ~|
—Old Notes Rerinder Date Al

— Future Notes E'”
ture

—Read (VI ewed) Read

~New Notes [ [

—Today’'s Notes

 Clicking Add opensthe Detailstab

HME Bring Forward Notes

Student Abbasi, Beau (197 1)

Summary § Dretails
Creatar [sIRE adrmin
Subject [Doctor appointment Time 03:00 PM 2
Start Date ’W@ Reminder Date’W@ Users
Mote(s)
Beau has a doctor appt last period. His dad will be picking hirm up. =

E
Ok Print




BF Note Fields

The Creator isthe current user

Enter the Subject of the note

The Time will default to the time the note
was created but this can be changed

The Start Date is the date the note is created

The Reminder Date is the date other users
will receive the note

Assigning BF Notes

Enter details about the note

Click Users

Assign the note to the users you want
notified at login

Read and Write privileges are automatic for
the creator of the note

27



Login Notifications

* If you have been set as a user attached to a
BF Note, you will see this notification at
login

Staff Bring Forward Notes

« Staff BF Notes are available on the Staff
form, the Bring Forward Notes form under
the Events menu, and when you first login
to SIRS

o Staff BF Notes might contain reminders
about supervision changes or about staffing
changes due to illness

28



» Under Setup, choose Staff
* Click on the BF button on the staff form

M8 staff

&dle, Lackery

Akkerman, Ecclisia "

lamershi, Jon Informatio Board Builder l Timetahle Perioding
Amershi, Shaylene

srblacter, A Staff Code Apartment

Arblaster, Paysan LastMame P.C. Box PO Boyx 245

~iylott, Grayson First Name Street 1121 5. First Avenue
Banki, Haylie Tille ] ) Guadrant ,7J
Batycky, Omar }

Beicrle, Caila Staff Ind. Adle, Zagkery City San Carlos J
Berkan, Kyndra Staff Barcode State Atizona .
Berti, Katissa Country ’F B
Betzet, Llbert ’7
Boyle, Raslyn P LI

Erumec, Maci Fhone MNo. (3909 555-4607 r
Cameton, Ridge

(Coull, Brianne I Inactive Staff Member

Ce Francesco, Corey I off Campus Team

Crhir, &shtyn

Doerr, Kylin j Timetahle

add | Remove | Custom |Positions| Attach | BF |mot| Mutiadd | Muticomm| ok |

Tips

» A BF Note can only be added when All is
selected in the drop-down list

 Color-coding on the grid:
— Green -Indicates a note that has not been
read (viewed)
—Yellow - Indicates aread (viewed) note

29



Notification

« Adding a Staff Bring Forward Note will
display a BF Notesicon on the Staff form
and send out notification to the applicable

USers ‘

Contact BF Notes

» From the Student Demographics form, click
on the Contact button

 Click the BF button to launch Contact Bring
Forward Notes

» A Contact BF Note might include an
appointment time that parents have been
given for meeting with a teacher

30



Once a BF Note is added, an icon will
appear on the Contact form

1| Contacts Abbasi, Beau (4971)

Coctor Monica Horne
Add Student | [Mother Bizzy Zhu
Add Contacts | [Seepfacher Christcian Zhu
=, |[Emergency Stacey Sarhan
Rermaove Emergency Dana Tnphres
Emergency Allyson Hodgins j
Last Mame Abbasi Apartment
First Marme Juanita P.O. Box PO Box 345
Title T J Street Griffin Flace
Relationship  [Father | Guadrant —
Business Ph. |{ ) - ity ’7
Contact Priority I—D:| State Eizone
Country OETS [..]
[ Lives with Student
I Wail To ZIP 98764
Phone Mo, [ r
Custarn BF | Moi| mutti Ada | Mutti carmm | ok |

Edit Bring Forward Notes

» To edit a BF Note, you must be assigned

read/write access on the note

» The Bring Forward Notes form isread-only

when accessed at login

» Selecting Bring Forward Notes on the
Events menu allows you to see al Student,

Staff and Contact BF Notes

31



 The Group drop-down allows you to sort
Student, Contact and Staff BF Notes

» Selecting Student gives you field sto search
for a particular last name or D number

.;"'.'.IE VYiew Bring Forward Notes

Group | Student - Display Type | All -
Fasition recor d on &+ student LastName ¢ Student ID Number | Baker
Type [Mame Reminder Date Mote Subject Mote Creator Time -
ST [Abbasi, Beau {49713 Sep 16, 2005 Dentist Appt SIRS Admin 09:00:AM
ST [Abbasi Beau {48713 Feh 13, 2006 Allergy to Beesg 00:00:AM
ST [Abbasi Beau {48971) Feb 16, 3006 Today - Birthday SIRS Admin 12:00:PM
8T [Abbasi, Beau (4971) Feb 24, 2006 Counse lor AppointmeniMrs. £ Adle 10:00:AM
ST [Abbasi, Beau (4971) Feh 24, 2006 Dioctor Appointment SIRS Admin 03:00:PM
ST [Abbasi Beau {48713 hay 19, 2006 Baskethall TournamenySIRS Admin 08:00:AM
Baker, Carmen (5938) Feh 17, 2006 Leaving Early Friday SIRS Admin 11:00:AM
Edit Rem Wien Print cl

Tips

» The grid will be sorted according to the
time the notes were added

» Clicking on the header of a column
will change the sort to that column

* The order of the columns in the grid
can be changed by clicking and
dragging a column header
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BF Notes Global Update

Ackivity Tracking
Discipline

e Under the Events | 2o

Evenks Surmmary

M elqu, %I eCt Ewvents Reports »

Discipline Reports
Suspension Repoarks »

) Brl ng Forward Letter Create/Edit
Notes Global Gt

Wiew Private Correspondence

Ering Forward Notes
U pdate Ering Forward Mokes Report

Bring Forward Motes Global Update

kd

Health & Immunizations
Health Global Assignment
Health Reports »

Performance Legends
Achievement Tests Setup

Individual Skudent Tests

Student Tests Global Update

Student Test Purge

Achievement Test Reports »

Update Groups of Students

* The global update form will allow you to
update BF Notes for a group of students

18 Bring Forward Hotes Global Update E|§|®

Group Currently Enralled

i| 4 Selected

* Single Yalue " Multiple Yalues

Mext Close

33



Single Value

 Single Value means each selected student
will be get the same BF Note with the same
time stamp

« Example: Students will beinvolved in an
afternoon assembly in the gym

Multiple Values

* Multiple Values gives usersthe opportunity
to modify each entry with individual times

« Example: Students are booked in for Flu
Shots at variable times throughout the day




Bring Forward Notes Report

The BF Notes Report provides a printout of
all notesinformation

Student, Contact or Staff notes can be
printed individually or as a set on one report

Go to Events- Bring Forward Notes Report

B Bring Forward Notes Report

Report Options

Start Date Jec

End Date =
Reminder Date || @
Client Type

IV Student W Contact v Staff

[” One page per User/ Recipient

SortiGroup

Lzers Prirt
[V |PRINCIPAL Presview
[V |SECRETARY Ta File
[V |sIRs Adjust
[V |SvESADMM e
[V [School User S_ ] 01
[V [TEACHER 25

Select All Toggle
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Report Options

» Usethe Start Date, End Date and Reminder
Date fields to enter a date range or a
specific date that you want to report on

* Include Student, Contact and/or Staff BF
Notes by selecting the Client Type (group
on this type on the Sort/Group tab)

o Select Usersto report on

Conclusion of Notes

» Questions and Discussion
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