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SIRS3
Newer Features Revisited

2006

Area Spreadsheets
For use with these modules:
• Basic
• Special Education
• Grades
• Scheduling
• Suspensions
• Health & Immunizations
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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
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Creating Templates
Go to Setup - Spreadsheet Data Entry Setup

• Click Add
• Enter a name for the spreadsheet template in 

the Template Name field
• Click Edit
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Student Templates
• In the Data Areas drop-down list, choose 

Student

Student Fields

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

• Field Name – field from Demographics
• Area – area in Demographics where the 

field is located
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Save Template

• Click Save

• Select Next

Filter
• Use the Group and Students buttons to 

select the students to display on the grid
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Tips

• Click between the column headers to 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 appears in BOLD 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 
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Save Changes
• Click Save to save the changes in SIRS

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

• If the field is audited and you do not enter 
an Effective Date or Time, it will default to 
today 12:00 (24 hr clock)

Audit
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• Audit dates and times cannot be changed or 
saved using this form

Student Menu

• Student Templates can be run from the 
Student Menu
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Staff Templates

• Go to Setup - Spreadsheet Data Entry Setup
• Click Add
• Enter a name for the spreadsheet template in 

the Template Name field
• Click Edit

• In the Data Areas drop-down list, choose 
Staff
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Staff Fields
• Select the staff fields you want to include 

on this spreadsheet 

• Field Name – field from the staff form
• Area – area on the staff form where the field 

is located

• Click Save to save the template

Edit Staff Fields
• Select Next to make changes to the staff 

fields
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Save Changes
• Click Save to save the changes to the Staff 

form in SIRS

Course Templates
• To add Course templates, choose Course 

from the Data Areas drop-down list
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• Course information can be easily verified 
and updated

Setup Menu
• Staff and Course Templates can be run from 

the Setup Menu
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Class Templates
• To add Class templates, choose Class from 

the Data Areas drop-down list

• The Class Name appears on the top of the 
form in Bold

• Class  information can be easily verified 
and updated
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Schedule Menu
• Class Templates can be run from the Setup 

Menu

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
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Menu Group Security

Menu Editor
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Copying Templates
• Clicking the copy button in Spreadsheet  

Data Entry Setup creates a copy of the same 
spreadsheet that can be renamed and edited

Conclusion of Spreadsheets

• Questions and Discussion
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Notes

• General Notes are 
attached to a 
student to provide 
helpful information 
to other SIRS users

• Bring Forward 
Notes are a means 
of sending 
messages, primarily 
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
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Student - Demographics
• Select a student and click on the Notes 

button 

Add General Notes
• Clicking Add will open the Details tab
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Closed Notes
• Entering an End Date will make the note 

appear Closed

All General Notes
• All General Notes appear by selecting All in the 

drop-down list
• A count of Open Notes are displayed on the form
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General Notes Icon

• 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 the icon
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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 

users Read-Only access
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System-Generated General Notes

• General Notes can be automatically 
generated when a student is withdrawn from 
a current class

• Under Setup – Preferences, click on the 
Classes tab

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

Preferences
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Withdraw Student
• Withdraw a student from a class

• Open the Student Demographics
form and select that student

General Notes Confirmation
• Click on the Notes button or the General 

Notes icon to see the generated message
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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

Indiv. Grades 
Data Entry

Bring Forward 
Notes

Walk in 
Scheduler

EmergencyIndiv. Student 
Attendance

Nav Main of 
Student Inquiry

Student HistoryLogin

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

• Open Student Demographics
• Select a student 
• Click on the Bring Forward Notes icon on 

the top of the form

• The Bring Forward Notes form displays and 
will default to the Summary tab
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• Click the Display Type drop-down list to 
display:
– All Notes
– Old Notes
– Future Notes
– Read (Viewed)
– New Notes
– Today’s Notes

Display Type

• Clicking Add opens the Details tab
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BF Note Fields

• The Creator is the 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
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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

• Staff BF Notes might contain reminders 
about supervision changes or about staffing 
changes due to illness
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• Under Setup, choose Staff
• Click on the BF button on the staff form

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 a read (viewed) note
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Notification

• Adding a Staff Bring Forward Note will 
display a BF Notes icon 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
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• Once a BF Note is added, an icon will 
appear on the Contact form

Edit Bring Forward Notes

• To edit a BF Note, you must be assigned 
read/write access on the note

• The Bring Forward Notes form is read-only 
when accessed at login

• Selecting  Bring Forward Notes on the 
Events menu allows you to see all Student, 
Staff and Contact BF Notes
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• The Group drop-down allows you to sort 
Student, Contact and Staff BF Notes

• Selecting Student gives you field s to search 
for a particular last name or ID number

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

• Under the Events 
Menu, select 

• Bring Forward 
Notes Global 
Update

Update Groups of Students
• The global update form will allow you to 

update BF Notes for a group of students
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Single Value

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

• Example: Students will be involved in an 
afternoon assembly in the gym

Multiple Values

• Multiple Values gives users the opportunity 
to modify each entry with individual times

• Example: Students are booked in for Flu 
Shots at variable times throughout the day
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Bring Forward Notes Report

• The BF Notes Report provides a printout of 
all notes information

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

• Go to Events - Bring Forward Notes Report
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Report Options

• Use the 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)

• Select Users to report on

Conclusion of Notes

• Questions and Discussion


