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ABOUT THIS GUIDE

DOCUMENT HISTORY

Date Volume | Edition | Revision | Content

April 2009 1 1 1 Initial release of this document

September 2009 | 1 1 2 Updated to include changes from the
July 2009 release

March 2010 1 1 3 Updated to include changes from the

November 2009 release and the
February and March 2010 patches

June 2011 1 1 4 Updated to include changes from the
June 2011 release

March 2013 1 1 5 Updated to include changes through the
March 2013 release of Synergy SIS
version 8.0

CONVENTIONS USED IN THIS GUIDE

Bold Text Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

) Tip — Suggests advanced techniques or alternative ways of
\c&/ approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

Reference — Refers to another source of information, such as
another manual or website

Caution — Warns of potential problems. Take special care when
reading these sections.
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BEFORE YOU BEGIN

Before using any of the Edupoint family of software products, please make sure the
computer hardware and software meet the minimum requirements.

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging in to
any Edupoint product.

6 Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter One:
VIEWING COURSE HISTORY

This chapter covers:

>

vVvVvyvyvVvyVvyVYyVYyYVYYY

Overview of Course History
The Student Course History Screen
Course History

GPA

Graduation Requirements
Comments

Achievements

Request Tracking

Grade Comment History
Waivers

Menu Options

Copyright© 2013 Edupoint Educational Systems, LLC 7
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OVERVIEW OF COURSE HISTORY

This guide illustrates how to view and edit data in the following Course History screens:

Student Course History

Student Career Plan

Student CTE (Career and Technical Education)
Student School Attended History

Student Service Learning

Student Work Sample History

It also describes the associated reports.

The companion to this user guide, Synergy SIS — Course History Administrator Guide,
covers the setup and configuration required for the screens listed above. It also covers the
setup of graduation requirements and GPA definitions, because student course history
relies on them. And it covers the customization and configuration of the two most
commonly used reports, Student Transcript and Student Graduation Check. Finally, the
Administrator Guide shows how to update the student course history, school attended
history, verified credit history, and student CTE records for the entire school.

A Note About Navigation

To indicate how to find screens, this guide uses shorthand like Synergy SIS > Course
History > Student Course History, which means: In the Navigation Tree (also called PAD
Tree), click Synergy SIS (if necessary to open it), then Course History (if necessary to
open it), and then Student Course History.

- Synergy S15

P Accommodations

b Attendance

b Az

P Course

=T Course Histary
I Reports
P Setup

%E:'J Student Career Plan

@ Student Course History
Synergy SIS Navigation Tree

If the Navigation Tree pane itself is not open, click the Tree button.

Tree Button

8 Copyright© 2013 Edupoint Educational Systems, LLC
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THE STUDENT COURSE HISTORY SCREEN

The Student Course History screen has tabs that provide the following information:

e The Course History tab provides an overview of the student’s academic progress,
including courses taken, marks received, and their conduct in the course.

¢ The GPA tab provides the student’'s GPA and class rank.

e The Graduation Requirements tab shows the student’s completion of subject area
and credit graduation requirements as well as any tests required for graduation.

e The Comment tab allows educators to add comments to be shown on the student
transcripts.

o The Achievements tab provides an area where a student’s academic honors can
be recorded for display on the transcript.

e The Request Tracking tab shows a listing of people and institutions that have
requested a copy of a student’s transcript.

e The Grade Comment History tab adds comments for a grading period on an
elementary transcript.

e The Waivers tab allows district-level waivers to be applied to individual students’
graduation requirements.

To find a student’s course history record, there are two methods: Scroll and Find.

To scroll through the student records to find the student:

1. Click the Next button () at the top of the screen to advance to the first student’s
records. Records are sorted alphabetically by last name, so the first student to
appear most likely has a last name that starts with A.

i a Quick Launch L
- TE200Q 55| ) o]
 Synergy SIS Student Course History

Right Scroll Button
2. To scroll in reverse alphabetical order, click the Previous button ().

b ESD e
[ Synergy SE
<7 Synergy SIS

E=[C EEIF IS
Student Course History

Left Scroll Button

3. Continue clicking the buttons until the desired student record appears.

Copyright© 2013 Edupoint Educational Systems, LLC 9
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To switch to Find mode to look for the student records:
1. Click the Find Mode button (3).

'\K»

Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

Student Course History (=

Student Name: Schoot Status: Room Name:

<

C Istary | GPA | Graduation Requirements | Comment = Achievements = Request Tracking | Grade Comment History | Waivers
LastName ~~\ First Name Middie Name  Suffix _ Perm ID Grade Gender
[Abbott v v
Aca GPA
~ Show GPA Calculation Add Course History | I~ Show All Records
| Filter Options Q|
Courses | Show Detail | (0]
[
= 2 & 2 & = < = < ~ Al 7= =
= = = = = =

Total Credits Attempted Total Credits Completed

Finding By Last Name

3. Click the Find button or press the Enter key. The first student record that matches
the search criteria appears. Then use the Next button if needed to find the exact

student.

Note: In Find mode, students can also be found by searching by any of
the yellow fields on the screen. Entering anything in any box but the
first one opens a window with a list of students matching the criteria. To
select a student, click the name, and the student record appears in the
Student Course History screen. Close the pop-up window after
selecting the record. For more information about finding students in any
screen, refer to the Synergy SIS — Student Information User Guide.

10
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COURSE HISTORY

The Course History tab provides an overview of the student’s academic progress,

including courses taken, marks received, and conduct in the course. An automatic process
can enter course history based on the student’s grading records at the end of each term or

semester, as described in the Synergy SIS — Course History Administrator Guide. You can
also enter course information manually, in the case of transfer courses, for example.

Student Course History

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active Room Name: 403

Course History | GPA  Graduation Requirements = Comment | Achievements | Request Trackin: Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

|Abbott [Billy [c [s05483 12 v Male

Aca Type GPA

CUR GPA - Current Marking Period v [3.413 Show GPA Calculaton | | Add Course History | [7] Show All Records:
‘F\Iler Options O‘
Courses Show Detail | Q)

@
x = BT — o ¢ - —— :
=~ bl 7 bl =~ hvd

| English 9 ENQ9 2001 12 r 09 F+ v v ~ | High School v |0.500 |0.000 b
| Science 9 SC09 2001 12 r 089 C b b b v | 0.500 |0.500 b
| Stu Asst Couns SAB2 2001 12 r 03 P b b b v | 0.500 |0.500 b
| | Symphonic Band Mu21 2001 12 r 09 C R4 v v v 0500 0500 v

Student Course History Screen, Course History Tab

Across the top of the tab is the student information: Last Name, First Name, Middle
Name, Suffix, Perm ID (Synergy SIS ID number), Grade (current grade level), and
Gender. This information is displayed on the top of every student-related screen and can
be edited in the Student screen only (Synergy SIS > Student > Student). Other
information displayed on this tab is specific to course history.

Last Name First Mame hiddle Mame SLIffix FPerm 1D Grade Gender

[Apbott [Billy C | [905483 12 ¥ Male v

Course History Tab, Student Information

Below the top row of student information, the student’s GPA is displayed. You can select
the type of GPA displayed in the Aca Type list.

Aca Type GPA,
CUM GPA - Cumulative GPA w|[]2.085 Show GPa Calculation
Course History Tab, Student GPA

Copyright© 2013 Edupoint Educational Systems, LLC 11
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To display how the GPA is calculated, click the Show GPA Calculation button.

e |
Student GPA Detail

(Grade Cradit
Fepeat |Base  |Aca |, Mack Polnt) ool (R GPA Ship Raasen
rea 'I‘l| Credas (Typa | : weight [ ' I i I| | Bonas [
e R [0so0 R F o 10 0000 0000 0000 |0.000 0

Som
. Repeal ti filer
flenos (Fan H“‘:n - ot
! v | | | | | | | used in GPA
Hscog  Fal m;: 0500 R | 166000 (10 0500 (0500 (0500 (0830 0
Bl Saf2  Fall :":;LT; 0500 R P 10 0 000 0000 0000 (0000 0 Mark not defined|
vzt Fai mﬂ': 0500 R |C 166000 |10 0500 (0500 (0500 (0830 0
15521 (Fall :“x;llnr:; 0500 R {v] 066000 10 0 500 0 500 0500 (0330 (]
M7 Sprin ml“;:; 1500 R |A (366000 (10 1500 (1500 1500 (5400 0
Wl ENOS  Sprn ﬂ’l‘;‘n“; 0500 R |C 166000 [10 0500 (0500 |0500 0830 0
5008 Sprin ﬁ;‘.‘:‘; 0500 R [0 066000 10 0500 (0500 |0500 0330 o
FlMuz1 sprin m‘l’:; 0500 R [B 266000 (1.0 0500 (0500 (0500 1330 [0
iliss22  spin ﬂ:l‘u"’r; 0500 R [C 166000 (1.0 0500 (0500 (0500 DE30 [0
11 [ ﬁ:“‘;‘; 0500 R (O~ 033000 1.0 0500 (0500 (0500 D165 |0
12 ] ﬁ:fr: 0500 R B 266000 |10 0500 (0500 (0500 1330 (D
13 ﬁ;“x 0500 R B 266000 1.0 0500 (0500 (0500 1330 [0
Course Mark nol marked
i[mazt sprn (S 0000 R |F [0.00000 10 0000 0000 D000 D000 0 e
Wlscan spin ﬁ:;r’;’ 0500 R D 0.66000 |10 0500 (0500 (0500 D30 (D
123
Definition Details [ {
-
GPA Calculation Formula
Tolal Points_ Tolal Credd Wewghi  Posl GPA BOnus  GPA/GRA R Value (Prior To Rounding)
(s 1 [za.oon )+ foomn =[zos0 06075
Additional GEA Information *
(GPA Detnition GRA Grade Type
[Cumulative GPA CLUM GPA
GPA Definition Detalls I
LowGrade  HighGrade _ Weighl GPA By Credit _Roundng | .. ‘Declmi To Siore
3] ~ 12 ~ [Uss Credit Weighting ~ [Ho Rounding (factions sre droppad)  ~ 3
I” Do Not Use Grade Period Weight Grid

Chapter One

|Repeal. failure
Repeatl. no impact

[ Inchuded in Credits Altempled
H Mot Inchuted in Credns

Student GPA Detail Screen

The Student GPA Detail screen shows all the student’s courses and how the GPA is
calculated for each course and overall. The grade point value for each course is the Mark
Point Value times the Credit Completed. The grade point values are totaled for all
courses and then divided by the total credit weight, as shown in the GPA Calculation
Formula. To view the details of the GPA calculation, click the Maximize button on the right

side of the box labeled Definition Details (circled in red above).

Definition Details (@]

Weighted Definition:

Grade Period Weight: Value comes from Grade Period Weight Grid in grading setup based on Term and Grading Period.
Credit Atternpted = Base Credit x Mark Point Yalue

Credit Completed = Base Creclit x Mark Paint value

Credit Weight = Credit Attempted

Grade Points = Credit Completed x Mark Point Value

GPA = Summation of Grade Points / Summation of Credit Weight

“Important Information™
o Ifthe Course History Transfer pct. grid has values for a grading period, that period is considered a posting period and the systern will always use those
walues for the GPA calculation regardless of what is entered in the Grade Period Weight Grid

» Once grades have been posted to Course History, the system never goes back to the grid regardless of whether or not the - Do not use Grade Period
wielght Grid - option is selected, and the Credit Weight will always be 1.0

GPA Definition Details

Copyright© 2013 Edupoint Educational Systems, LLC
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To close the Student GPA Detail screen, click the Close button at the top of the screen.

Below the GPA on the Course History tab is the Courses grid that displays a list the
courses in which a student has enrolled. The student course history is displayed in
chronological order, beginning with the earliest courses.

Courses Show Detail | (Y

) Calendar Audit D D D D D Credits
(7| English 9 ENOS 2001 12 ~09 F+ ~ ~ +|[High School  ~| 0500 |0.000  |Repeat, no impact ~
(7| science 8 5C09 2001 12 09 c ~ ~ +|[High School  ~[0.500 | 0.500 ~
(] Stu Asst Cauns SA62 2001 12 09 P ~ ~ +|[High School  ~|0.500 | 0.500 ~

Course History Tab, Courses Grid
If the list is too long for one page, numbers appear at the bottom of the course list.

Symphanic Band |MU38 ‘znnz ‘12 ‘m |A | v| v|nsnn ‘nsnn |
123 )

| Total Credits Attemptedl 21500 Total Credits Completed 20.000

Course History Tab, Page Numbers

To see the other page(s) of courses, click the numbers. To show all courses on one page,
check the Show All Records box.

Student Course History

Student Name: Abbott, Billy €. Schook Hope High School Status: Active Roem Name: 403

Course History [ GPA__Graduation Requirements | Comment __Achievements __Request Tracking |_Grade Comment History _Waivers
Last Name First Name: Middie Name  Suffix Perm ID Grade Gender
[Abbott [Billy Ic |905483 12 v Male v

Aca Type GPA
|CUM GPA - Cumulative GPA v|[21 Shon GPA Calaulation | | Add Course History ([ Show Al Records

Course History Tab, Show All Records

The Total Credits Attempted and Completed are also shown at the bottom of the screen.

Symphanic Band |MU38 ‘2002 ‘12 ‘m |A | v| v|DSDD ‘0.500 |
123

l Total Credits Attemptedl 21.500 Total Credits Completed| 20.000

Course History Tab, Total Credits

The list of courses displayed can also be filtered: Click the Maximize button for the Filter
Options section.

Student Course History

Student Name: Abbott, Billy C. Schocl Hope High School  Status: Active Room Name: 216

Course Historyl GPA di R Comment Request Tracking = Grade Comment History = Waivers
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
[Abbott [Bilty Jc [ [o0sa83 12 v [Male v
Aca Type GPA
‘CUM GPA - Cumulative GPA V| |2_077 Show GPA Calculation Add Course History | ¥ Show All Records
[ Filter Options < ) ’

Courses Show Detail | Q) |
Student Course History Screen, Filter Options Section

Enter information into any or all of the boxes in the Filter Options section, and click the
Filter button.

Copyright© 2013 Edupoint Educational Systems, LLC 13
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To show all courses again, remove the filter criteria and click the Filter button.

e Course Title and ID — the name of the course and its ID from the District Course
screen. This information may also be overridden by editing the course history.

e Calendar Year and Month —the year and month the student received credit for the
course.

o Grade —the grade level of the student when the course ended.
e Mark —the mark earned in the course.

e Conduct — the student’s conduct in the course may be rated by selecting a value
from the drop-down, such as satisfactory or needs improvement.

e Effort — the student’s effort in the course may also be rated by selecting a value
from a drop-down.

e CHS Type - the course may be assigned a specific course history type in the
column, such as High School or Middle School.

e Credits Att and Cmpltd — the number of credits assigned to the course in the
District Course screen is displayed as the credits attempted, and if the student
successfully completed the course, the credits are displayed in the Cmpltd column.
This information may also be overridden by editing the course history.

¢ Rpt Tag — if this course was taken by the student more than once (to pass a failed
course or improve the GPA), a code appears in this column.

Courses Show Detail | G

o cowse | Calendar [ creats
FD"E]TWWW’E’I Conduct Efiort CHS Type 'WW

1] Engiish 9 EN0S 2007 12 v v +| 0500 Repeat, no impact v
] science 8 5C09 2000 12 09 c v v ~| 0500 |0.500 v
[0 stu Asst Couns SA62 2000 12 09 P v v ~[0:500 [0.500 v
IE1 ] symphonic Band MU21 2007 |12 09 c v v ~| 0500 [0.500 v
[T wortd Histrg 5821 2007 |12 09 D v v ~| 0500 |0.500 v
[ Algebra MAzT 2008 |5 09 A v v | 1500 |1.500 v
)] Engiish 9 EN09 2008 |5 09 c v v ~[0:500 {0500 v
[C1| ] science 8 5C09 2008 |5 09 D v v ~| 0500|0500 v
][] symphanic Band mu21 2008 5 09 B v v ~| 0500 |0500 v
1L world Histrg ssz2 2008 |5 09 c v v ~| 0500 |0.500 v
1| Beg Guitar MU29 2008 12 10 D- v v ~] 0500|0500 v
IC1E! March Band MU41 2008 |12 10 B ~ - ~]| 0500|0500 ~
1] Thea As 1 PAZ0 208 |12 10 B v v ~| 0500 |0.500 v
1] At Geometry MA31 2009 |5 10 F v v ~|0.000 v

Course History Tab, Courses Grid

Additional information about each course is available in the detail screen of each course.
To show the detail screen of the courses, click the Show Detail button at the top of the
Courses section.

Courses Show Detail 0

4 | Li Sonse Salndan Grad Mark ~ Conduct Effort CHS T S it T
""|T;|m7|ﬁym e T o WO~ i = [omptd = Y
’i | English 9 Repeat, no impact

[ science 9 |sco9 12007 |1z |na |c [ v" v” v|u,5nn los00 | |
Courses Grid, Show Detail Button

The detail screen appears to the right of the course list. The information displayed in the
detail screen corresponds to the course highlighted to the left. To move between courses,
click the Line number of the course on the left.

14 Copyright© 2013 Edupoint Educational Systems, LLC
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/i) Thea Arts |

i Alt Geometry

Mark Numeric Mark

% Biology

‘Fi v| 0

2| Comp Foundation

Skill Proficiency CHS Type

2] Desktop Publish

\ | High School |

) Lit Explor

Repeat Tag

51 Prin Eng |

v

7 Symphonic Band

At 1 Alt 2 Conduct Effort

““:| Biology

| ~Il J

) Ce-Persnl Dev.

Courses Hide Detail |
Line Course Student Course Information
|School Information 3| Year Inf (&
Al | Digiish 9 District School Calendar Month

"l Science 9 | vl 12

_| Stu Asst Couns Non-District School Calendar Year

4 EmETeEET Blalock High School | | 2001

&) World Histig School Attended ¢ School Year

] Algebra | 2006

" Computer Apps )
’78 Engish District Course Information @|Term Code Year Title (Regular, Night ) Grade Term Code Actual
’—9 Science © ourse |D  Course Title 4 Fall |09 b H "|
,—10 Symphonic Band @l
,711 World Histlg Last Change Information (&
’—12 Pigebeal III_ast Change User Last Change Date
B Engicn o ||User, Admin [10/09/2012 14:25:00
,—14 Alt Geometry Course Information Q
ﬁ Beg Guitar Course D Course Title
T 5icicey ENO9 English 9
|—17 Lit Explor Credit Attempted Credit Completed Teacher Name Substitute Credit Reason

| March Band 0.500 0.000 b
1F] symphonic Band College Code College Course Code College Course Title College Credit Earned

Courses Grid, Course Detai

The information displayed in the detail screen includes:

o[ [ Verified Credit 1 &
WAy \Verified Credit 1 Type
12 -
Verified Credit 1 Note [ & Test Group Name +
[ Verified Credit 2 [
Verified Credit 2 Type
-
Verified Credit 2 Note [¥5] Q) Test Group Name 4
Total Credits Aﬂempted| 27.000 Total Credits Comp\eled] 21.500

e School Information — the school where the course was taken. This can be either a
District School or a Non-District School. It can also show the School Attended
record tied to the course.

e Year Information — information related to dates and terms.

o Calendar Month and Calendar Year — the month and year the student
received credit for the course.

0 School Year — the beginning year for the school year in which the course
was taken. For example, if the course was taken in the 2002-2003 school
year, the school year would be displayed as 2002.

Copyright© 2013 Edupoint Educational Systems, LLC
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(0}

Term Code — the code for the term, such as S1 for the first semester or Q1
for the first quarter, for which the course is recorded in your system. In the
case of a course transferred from another district, this might not be the term
in which the course was actually taken, which is Term Code Actual.

Year Title (Regular, Night...) — the type of school year in which the course
was taken. For example, if the course was taken during summer school,
Summer is displayed.

Grade — the grade level of the student when the student received credit.

Term Code Actual — the code for the term (such as quarter or trimester) in
which the course was actually taken. In the case of a course transferred
from another district, this might not be the same as the Term Code for your
district.

District Course Information — in case the Course ID and Course Title are
overridden in the Course Information section below, the original Course ID and
Course Title from the District Course screen are displayed here.

Last Change Information — the last time the student course history information was
modified. This section displays the user name of the person who made the last
change to this student’s record in the Last Change User field, and the date of the
change in the Last Change Date field.

Course Information — details about the course and the student’s performance.

(0]

Course ID and Course Title — the ID and name of the course. This
information is generally from the District Course screen but can be
overridden here.

Credit Attempted and Credit Completed — the number of credits assigned
to the course, and the number of credits awarded to the student.

Teacher Name — the name of the teacher of the course.

Substitute Credit Reason — reason that credit for this course was given as
substitute credit.

College Code — if the course was a college course, the ID of the college.

College Course Code — if the course was a college course, the course
number.

College Course Title — if the course was a college course, the course title.

College Credit Earned — if the course was a college course, the credit
earned.

Mark — the mark earned in the course.
Numeric Mark — indicates whether the mark in the Mark field is numeric.

Skill Proficiency — for career planning, the student’s proficiency in the skill
associated with the course can be judged by a district-defined standard.

CHS Type — the course may be assigned a specific course history type,
such as High School or Middle School.

16
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0 Att 1 and Att 2 — two codes for the student’s attendance in the course may
be entered. This information may be automatically generated from grading
records, or manually entered.

o Verified Credit 1 and Verified Credit 2 — if the district uses verified credit,
each course can be marked as awarded, locally awarded or transferred for
each verified credit discipline assigned to the course. A note may also be
added to explain the verified credit status.

GPA

On the GPA tab, the Student Course History screen provides the student’s GPA and overall
class rank. This tab displays all GPA definitions that have been set up.

Student Course History («

Student Name: Abbott, Billy C. School: Hope High School Status: Active  Room Name: 216

Course History |GPA | Graduation Requirements = Comment | Achievements = Request Tracking = Grade Comment History = Waivers

Last Name First Name Middle Name  Suffic  Perm ID Grade Gender

Abbott [Bitty c | [905483 12 v |Male  ~

Grading S y %]
Cumulative GPA CUM GPA 2020 721 out of 822 12
Grant (10-11) Grant GPA 2.27 617 out of 822 24

Student Course History, GPA Tab

For each GPA, it lists the name of the GPA Definition used and the GPA Definition Type
(the code name assigned to the definition) as they have been configured in the GPA
Definition Setup.

The Mark column shows the average as defined in the GPA Definition. The average may
be setup as a grade-point average based on alphabetically marks such as A, B, C, etc.
(GPA), a numeric grade average based on numeric marks such 90, 80, 70, etc. (NGA), or a
guality point average based on numeric marks set to equal quality points such as 5.0, 4.0,
etc. (QPA).

Each definition also lists a different Class Rank for each student. The class rank is based
on active students at the student’s current grade level at the current school. Ranking starts
at the highest average and moves downward, so a student with a Class Rank of 10 out of
50 has the 10™ highest GPA in the class out of 50 active students at that grade level. The
%ile Rank column shows the class rank as a percentile, so a student with a 92 percentile
rank has one of the top 8% GPAs in the class, or a GPA higher than 92% of the class.
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GRADUATION REQUIREMENTS

The Graduation Requirements tab shows the student’s completion of subject area and
credit graduation requirements as well as any tests required for graduation.

Student Course History «

Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 216

Course History | GPA |G |Cnmmem Achievements  Request Tracking = Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott [Bilty Ic [905483 12 v [Male v
| Graduation Status Graduation Date
L v Z
| Graduation Requirement Options @l

Course Credit Requirement(s)

p a Credits
Line| Subject Area = —
Required Completed In Progress Remaining

21.000 14.500 3.500 6.500
5000 0500 0.500 4.000

2.000 1.500 0.000 0.500

|| Laboratory Science 2000 2000 0.000 0.000
|0 History & Social Studies 2 500 0.500 0.000 2000
|| Fine Arts or CTE 1.000 1.000 0.000 0.000
7| Electives 8 500 9000 3.000 0.000
[ Total 21.000 14.500 3.500 6.500

Verified Credit(s)
- _|Course Credits
Line|

Discipline Required (Completed Remaining
| Total 3 2 1
Laboratory
R science 2 i
| Total 3 2 1
Testing Requirement(s) @
Line|Test Name Performance Level Score Test Result
“| AIMS Reading Approaches Not Passed
“{ AIMS Writing Exceeds Passed
=|AIMS Math Meets Passed
Color Key

I:l - Meets Requirements

[]- Does Not Meet Requirements.

GPA Requirement Q)
GPA Name GPA Required GPA

[cum GPa [2.000000 [2.06

Service Learning Requirement Q@
Service Learning Hours Required Service Learning Hours

[20.00 [60.00

Student Course History Screen, Graduation Requirements Tab

At the top of the screen, the student’s Graduation Status and Graduation Date are
displayed, if the student has graduated. The status can be defined to indicate how the

student graduated, such as Graduated using standard requirements or Graduated via
GED.

Multiple sets of graduation requirements can be defined for a school or district, but the
Graduation Requirements tab shows only one at a time. To select which graduation
requirements definition is displayed:

1. Click the Maximize button on the right side of the Graduation Requirement
Options box.

Student Course History =
‘Student Name: Abbott, Billy C. School Hope High School  Status: Active Room Name: 216
Course History GPA  Graduation Requi | Comment | Achievements = Request Tracking = Grade Comment History = Waivers
Last Name First Name: Middle Name ~ Suffix ~ Perm ID Grade Gender
[Abbott [Bitty Ic [905483 12 v Male v
Graduation Status Graduation Date
| V|| ) N\
|Graduahnn Requirement Options ( @],
p—

Graduation Requirement Options, Drop-Down Button
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2. Select the Graduation Requirement in the list.

<

Graduatio
raduation Reguiremen
High School

WIP Term Definitions [T«

uirement Options

Add Work In Progress Apply Requirement Diploma Attempied Type 1 Diploma Attempted Type 2 Diploma Attempted Type 3

v v .

™ Fall I Spring

Graduation Requirement Options Expanded

3. Toinclude the courses in which the student is currently enrolled, make a selection in

the Add Work In Progress list. Student Schedule displays the credits for all of the
student’s enrolled courses, and Student Grades includes only those courses for
which a grade has been entered.

Diploma Attempted Types — If multiple types of diplomas are defined, and the
student has expressed interest in earning various types, those are shown here.

If work in progress is included, check the terms or semesters to use under WIP
Term Definitions.

Click the Apply Requirement button to display the student’s progress toward the
selected requirement.

Based on Graduation Requirement selected under Graduation Requirement Options, the
student’s progress toward completing the credit requirements are displayed in the Course
Credit Requirement(s) section.

|
|
L | Total 22.000 6.000 0.000 16.000
| “Fine Arts or Career Tech Ed. 1.000 1.000 0.000 0.000
I |Health and Physical Education 2.000 0.000 0.000 2.000
| . Electives 4.000 2.000 0.000 2000
I English 4.000 0000 0.000 4.000
| fMathematics 4.000 2.000 0.000 2.000
I dlLaboratory Science 3.000 1.000 0.000 2.000
I :|History and Social Science 4.000 0.000 0.000 4.000
Total 22.000 5.000 0.000 16.000

Graduation Requirements Tab, Course Credit Requirements Grid

The Course Credit Requirement(s) section lists all Subject Areas required for graduation.
For each Subject Area, the following information is displayed:

Credits Required — the number of credits required for the subject area.

Credits Completed — the number of credits the student has successfully
completed.

Credits In Progress — if a work in progress option was selected in the Graduation
Requirements Options above, the total number of credits in each subject area
currently in the student’s schedule or graded is shown.

Credits Remaining — the credits the student still needs to complete.

If the district uses verified credit, the course disciplines required for verified credit are
displayed in the Verified Credit(s) section. For each discipline, it shows the number of
credits required, the number of credits completed, and the number of credits remaining to
complete the requirement.
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Verified Credit|s) (%]
Total 3 2 1
Laboratory 5 1
Science
Total 3 2 1

Graduation Requirements Tab, Verified Credit Grid

If tests are required for graduation, these tests are displayed in the Testing
Requirement(s) section. These tests may include tests required by the state as well as
other tests.

Testing Requirement(s) [&]
SOL English Eelow Standard 343 Mot Passed
S0L Mathmatics Meets Standard 355 Mot Passed
SOL Social Science Meets Standard Passed
SOL Histary / Soclal Science Mot Taken

Graduation Requirements Tab, Testing Requirements Grid

The testing requirements section lists all tests required for graduation. For each test, the
following information is displayed:

¢ Test Name — the name of the test as defined in the Test History setup.

o Performance Level and Score — the test requirement can be defined to show the
performance level, the raw score achieved, both, or neither.

e Test Result —the overall result is shown as Passed, Not Passed, or Not Taken.

Note: Inthe Course Credit Requirements, Verified Credit and Test
Requirements sections, if a subject area requirement or test
requirement has been completed, the line appears white. For
requirements that have not been completed, the line is pink. On certain
flat-panel monitors, the monitor may need to be seen from the side to
see the color difference.

The GPA Requirement section shows the GPA definition used to define the requirement,
the minimum GPA required, and the student’s current GPA.

GPA Requirement (&)
GPA Name GPA Required GPA
CUM GPA 1.000000 |3.65

Graduation Requirements Tab, GPA Requirement

The Service Learning Requirement section displays the number of Service Learning
Hours Required and the number of Service Learning Hours the student has completed.

Service Learning Requirement Q)
Service Learning Hours Required Service Learning Hours
10.00 o

Graduation Requirements Tab, Service Learning Requirement

20 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One Course History User Guide

COMMENTS

The Comment tab allows educators to add comments to be shown in the Notes section at
the bottom of the student transcript.

Student Course History

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name

Course History GPA | Graduation Requirements | [C |_Achievements
Last Name First Name Middle Name  Suffix  Perm IC
[Abbott [Bitly C | 905483
Transcript Comment [ @

Billy will not graduate with his class unless he can pass the =
Exit Exam next week.

-] ' v
Student Course History Screen, Comment Tab Comment on Transcript

ACHIEVEMENTS

The Achievements tab provides an area where a student’s scholastic honors can be
recorded.

Student Course History («

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 216

Course History = GPA = Graduation Requirements = Comment | Achie ts | Request Tracking = Grade Comment History = Waivers

Last Name First Name Middle Name  Sufiix. ~ Perm ID Grade Gender

Abbott |Billy c | {905483 12 v |Male v

Student Achievements Add (]

Date i =i ACNieve = CNoo 2d il =i

04/15/2005 Academic Decathlon v 2005
04/12/2004 National Honor Society Member v 2004
04/07/2003 MNational Honor Society Member v 2003

Student Course History Screen, Achievements Tab

Each achievement is entered with the date the achievement was earned as well as the
school in which it was earned. The achievements can also be displayed on the student
transcript.
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REQUEST TRACKING

The Request Tracking tab lists each time a student’s transcript was sent upon request to a

non-district school, such as a college or transfer school.

Student Course History «

Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 216

Course History | GPA  Graduation Requirements = Comment  Achievements RequestTrackingl Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
|Abbott |Billy Ic |905483 12 v Male v
Request Tracking [Addwizard | Add | Show Detail | Q)
% = = =] = gl
I 02/07/2011 Blalock High Schoal * || Sandy Jones Clerk * |||School Transfer A

Student Course History Screen, Request Tracking Tab

For each request, the date the transcript was released is listed with the name of the non-
district school that made the request. The name and title of the person who made the
request, and the reason for the request, can also be shown.

Click the Show Detail button to see additional details. Click the Line number on the left to

see details of how the request was delivered, the date the request was made, and which
transcript definition was used.

Student Course History @

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 216

Course History = GPA | Graduation Requirements = Comment  Achievements RequeﬁT[ackingI Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[abbott Billy Jc | 05483 12 v Male v
Request Tracking AddWizard | Add | Hide Detall | (3

Release Date: 02/07/2011

[ Line|
L [o2r07/2011

Non-District School |

Request Info (&
Non-Disfrict School Person Released To Person Title

Blalock High School * | |Sandy Jones Clerk b
Release Purpose

School Transfer 4

Request Details Q)
Delivery Type Request Date Transcript Option Name 4=

Fax v 02/01/2011

Request Tracking, Detail Screen
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GRADE COMMENT HISTORY

On the Grade Comment History tab, you can enter comments for display on elementary
transcripts. These comments are shown on the transcript in the school header, if no

courses are listed for the grading period entered in the comment, or below the courses for
the grading period.

Student Course History e

Student Name: Aaron, lan  School Adams Elementary  Status: Active  Room Name: 0002

Course History = GPA | Graduation Reguirements = Comment  Achievements = Reguest Tracking Grade{:ommentﬂimoryl Waivers

Last Name First Name Middle Name  Suffix Perm ID Grade Gender

[Aaron [1an | [ [129442 04 v Male  ~

Grade Comments | Add ” Show Detail ‘ (%]

x Al Al % %
= <

u |QSpectacuIar progress! 2012 12 2012 Smith

Student Course History Screen, Grade Comment History Tab

For each comment, the month and year, the school year, and the name of the teacher who

made the comment are listed. To see additional details about the comment, click the Show
Detail button.

Student Course History (¢

Student Name: Aaron, lan  School Adams Elementary Status: Active Room Name: 0002

Course History = GPA  Graduation Requirements = Comment | Achievements = Request Tracking | Grade Comment History | Waivers
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[aaron lan | [ [129442 04 v Male

Grade Comments ‘

Add | Hide Detail | Q)

| GradeC Detail |
School Information (]
In District School

‘ Q Spectacular progress!

Adams Elementary b

Men District School

School Attended

Year Information ("]
Calendar Month Calendar Year
12 2012

School Year Year Type Title Term Code
2012

Comment Detail Q|
Teacher Name

Smith

Comment 5] @

Spectacular progress!

Grade Comment History, Detail Screen

Click the Line number of the comment to view. The in-district or non-district school is

listed, as well as the school attended. The Year Type Title (such as Regular or Summer)
and the Term Code are also shown.
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WAIVERS

The Waivers tab lists any district waivers applied to the student’s subject area or college or
university graduation requirements. Each waiver reduces the number of credits needed for
the specified subject area and applies the credits earned in that area to another graduation
requirement area, as specified in the District Setup screen. The waivers must be set up at
the district level before they can be applied to students.

Student Course History («
Student Name: Abbott, Billy C. School: Hope High School Status: Active  Room Name: 216
Course History | GPA | Graduation Requirements = Comment = Achievements = Request Tracking = Grade Comment History  Waivers |
Last Name First Name Middle Name Suffix  Perm D Grade Gender
|Abbott |Billy c | |905483 12 v Male v
Subject Area Waivers Add | Q)
x g gl gl
English Literature M @ =
I | 1.000 04/04/2011
[E
College Waivers [ add |@
724 [ tine =l =l g |
University Waivers [ Add =)
< [ Line el gl el |

Student Course History Screen, Waivers Tab

For each waiver, the subject area and number of waived credits are listed, along with the
date of the waiver and any comments. The district waiver specifies which subject area may
be waived, and where the waived credits are applied, but the number of credits is specified
at the individual student level.

MENU OPTIONS

At the top of the Student Course History screen, a Menu button provides access to
additional information regarding the student’s course history.

Menu | '\@ l.FD 1\9 :':_'} Save | Undo |

Reports ¥ Student Transcript 0
Update GPA M Graduation Requirements #|
View Audit Detail For Student Course History Student Graduation Check M [

Student Course History Screen, Menu Options

The options available under the Menu button are:

o Reports — three reports may be printed from the Reports menus: Student
Transcript (STU204), Graduation Requirement (CHS202), and Student Graduation
Check (CHS401). Each report is generated based on the student currently

displayed, and the report definition to be used for the report is selected from the
menu.
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Tip: To select additional options for these reports or to print the reports
for a group of students instead of an individual student, the reports

i should be run from the Reports folder in the Synergy SIS navigation

tree. For more information about running Course History reports, see
the chapter on reports in this guide.

Update GPA —recalculates the selected GPA for the displayed student. The GPA is
not automatically updated when new courses are entered into the student’s course
history, and the Update GPA process should be run periodically. However, the GPA
is automatically updated if the marks for existing courses in course history are
changed.

Update Term Code Actual Process — updates Term Code Actual fields. (See
page 16.) By default, the process runs for the current student and updates a field
only if the field contains no data, but there are options to run for all students and to
overwrite existing data.

View Audit Detail For Student Course History — the Audit Trail History screen
lists all changes made to the student’s course history, including what was changed,
who changed it, and the date and time the change was made.

|Hope (HS1) (2007-2008 : Show active and inactive)

Meru v

User: Admin User

Audit Trail History for Student Course History

Audit Trail History
Properties | Show Detail | @
; User, |03/31/2009
StudentCourseHistory Conduct Update 1 Test |20:35:57
User, |03/31/2009
RepeatTagGU Update Test  |20-35:50
; User, |03/31/20032
StudentCourseHistery RepeatTagGl Update Test  |20-35.40
User, |03/31/2009
Conduct Update| 1 Test  |20-35.40
Billy will not
graduate
Billy will not graduate  with his class
) with his class unless he junless he  User, |03/31/2009
SEodEnE TiE SO Tl Eht Uipiziie can pass the Exit Exam can pass the|Test (174738
NEXE week. Exit Exam
NEX WEek.
Test
; . User, |03/31/20032
StudentCourseHistery RepeatTagGl Update <Link= Test |17-0897
; . User, |03/31/2009
StudentCourseHistery RepeatTagGl Update| <Link= Test 1798 18
; ) User, |03/31/2009
StudentCourseHistory RepeatTagGl Update <Links= Test  |17-24'56
i lser, |03/31/2009
StudentCourseHistory RepeatTagSl Update <Link= Test 172447

The Print button at the top of the screen prints the information on each of the tabs in the
Student Course History screen.

]| @ @ @ (£ e | v |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.
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Chapter Two:
EDITING COURSE HISTORY

This chapter covers:

>

vVvyvyvyYvyYvyYYyvyy

Adding Courses

Editing Courses

Adding and Editing Comments

Adding Achievements

Editing Achievements

Recording a Transcript Request

Editing a Transcript Request

Waiving a Graduation Credit Requirement
Editing a Waiver
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ADDING COURSES

To add a course to the student’s course history:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

E d t Hope High School
Year 2011-2012
“PO'“ ’
Show active and inacf

Lock | Sign Out | support | Help

Schaol Bistrict

Checking Current Focus
Navigate to Synergy SIS > Course History > Student Course History.
Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

|@®®|§} Edit |.|n-:|n|

Edit Button

5. Onthe Course History tab, click the Add Course History button.

Student Course History

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 216

Course H|story| GPA  Graduation Requirements = Comment = Achievements = Request Tracking = Grade Comment History =~ Waivers
Last Name First Name Middle Name Sufiix ~ Perm ID Grade Gender
|Abbott |Billy ic | {905483 12 v Male v

Aca Type GPA
|CU|\|"| GPA - Cumulative GPA V| IZ_UG Show GPA Calculation < Add Course History )V Show All Records

Add Course History Button

Caution: Before clicking the Add Course History button, be sure to
note the student’s current grade level. This information is required to
add the course and is not automatically entered.

6. The Student Course History Assignment screen is displayed.

Student Course History Assignment @

Student Name: Abbott, Billy C. Schosl: Hope High School  Ststus: Active Room Name: 403
School Information (9| Year Information (9| Student School Attended Q)
In District School Calendar Month Calendar Year School Year Student School Attended
| o | )|
Mon District School Term Code Year Title (Regular, Night..) Start Date End Date
| v | |

Grade Numeric Mark [[1Add New Schoal Attended Record

]

Term Code Actual
Add Mew Mon-District School Q|
Courses Chooser | ()

e s o [ o L [

Student Course History Assignment Screen
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7. If the Edit button had to be clicked in step 2, set this new screen to Update Mode by
clicking on the Menu button and selecting Edit Student Data.

In the In District School or Non District School list, select the appropriate school.

If the non-district school needed is not in the list, click the Maximize button in the
Add New Non-District School section.

Student Course History Assignment «
Student Wame: Abbett, Billy C. School: Hope High School  Status: Active  Room Mame: 216
School Information (| | Year Information (3| |Student School Attended (@]
In District School Calendar Month Calendar Year School Year| [Student School Attended
v v
Mon District Schoal Term Code Year Title (Regular, Night...) Start Date End Date
v
Srade UmErE Mark I™ Add Mew School Attended Record
b r
Add Mew Mon-District School ‘ Q| ,
‘ Courses Choager O‘

Maximizing the Add New Non-District School Section

10. In the Add New Non-District School section, enter the name of the non-district
school in the School Name box.

‘Bl Niw Nun District Schonl Q
Schog| Name (Reguired Lo add) Filter Type Federal School Code State School Code School Type
| Course History | ¥

| AdAress Address 2

| |

City State Jp Come +4 Enane Fhone Type

| | i 1 2
Add New Non-District School

11. In the Filter Type list, select where this school can be used in Synergy SIS. Select
Course History if the school can be used only to enter courses in course history, or
select All to enable its use in other screens, such as Career Plan.

12. Enter the school’'s Federal School Code and State School Code, if known.
13. Select the School Type, such as Out of state K12 School.
14. Enter other contact information for the school, if known.

15. In the Calendar Month field, enter the month (1-12) in which the course was
finished.

16. Enter the calendar year in the Calendar Year field in four-digit format.

17. Enter the school year in the School Year field, in four-digit format. For example, for
the school year 2006-07 enter 2006, even if the course was completed in 2007.

18. In the Term Code field, enter your district’'s code for the term that most closely
corresponds to the term in which the course was actually taken (the Term Code
Actual). Be sure to use the same format for each code, such as S1 for Semester 1
and Q1 for Quarter 1.

19. Enter the title of type of school year in the Year Title field. Possible titles are
Summer, Regular, and Night. Be sure to standardize the titles.

20. Select the Grade level of the student when the course was finished.
21. Check the Numeric Mark box if the mark to be entered is numeric.
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22.In the Term Code Actual field, enter the non-district school's code for the term
(such as quarter or trimester) in which the course was taken. This might but might
not be the same as the Term Code for your district.

23. To attach the course to a school attended record, select the school of enrollment in
the Student School Attended list. The Start Date and End Date are automatically
entered based on the enrollment dates for the enrollment selected. If the school
attended is not listed, leave the Student School Attended filed blank, enter the
Start Date and End Date for the enrollment, and check the Add New School
Attended Record box.

24. Click the Chooser button in the Courses section. The Chooser screen opens.

25. To search for the course by the course ID, course title or credit, enter this
information in the appropriate fields of the Find Criteria section, and click the Find
button.

Select

Chooser
Find Criteria Q
Course 1D Course Title Credit

Acd Selected Row(s) > | Add AllRow(s) »> |
_ Search Resul!sl
[ Find Result Q| [ Selected Items Q|
| | | =< [ Line | | |

Chooser Screen

26. The list of courses in the District Course screen is searched for all courses
matching the search criteria (if any) and populates the Find Result grid with the

results.
Find Select
Chooser
Find Criteria Q
Course ID Course Title Credit
| I I
AddSelectedRon(s) > | | AddAlRows) >> |
Search Results|
Find Result Q [ Selected Items Q|
\ | [7:5[ tine| | | |

| | DEEM1 English 101 1.00
|| DEEN2 English 102 1.00
|| ENo2X English 1.00
| ENo3B English 0.50
[ SEEE English 1.00
[ Enoac English 050
[/ ENo3C2 English 050
| ENO3P English 1.00
| ENO3P2 English 0.50
| ENO4 English 04 1.00
[ EDE English 5th Grade 1.00
[ ENo7 English 7 1.00
[E|ENO71 English 7 050
[EF|ENO72 English 7 050
[ ENo7-2 English 7 0.50
e ENE English 8 1.00
[ ENOB1 English 8 0.50
(L] ENos2 English 8 050
5| Enos-2 English 8 050

ENOZ English 9 1.00

123 (9

Chooser Screen, Find Result Grid

27. If the desired course is not shown in the first grid, click a page number at the bottom
of the Find Result grid to display the next page of courses.
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28. Click the Line number of the row containing the desired course. The course is
highlighted.

29. Click the Add Selected Row(s)> button.

30. The course is moved from the Find Result grid to the Selected Items grid. Multiple
courses may be selected by continuing to highlight the courses and clicking the Add
Selected Row(s)> button.

| Fed || s |
Chooser
Find Criteria [
| Course 1D Course Titie Credit
[ [ o [
( Add Selected Rowis) > ? Add S Raonis) >>
Search Rasults | = .
Find Resal [¥]
DEEN1 Englsh 101 .00
| DEENZ Engleh 102 1.00
ENO2X Engish 1.00
ENO3B Englsh 050
FlEnDaC Engish 1.00
FENGCT |Englsn 0.50
ENO3C2 Englsh 0.50
I ENDEP English 1.00
FENOaP2 Englsh 050
[ ENOS English 04 1.00
ENOS Englsh Sih Grade 100
FlEND? Englsh 7 1.00
f|ENOT Engish 7 050
E{Enor2 English 7 0.50
GENDT-2 Engiish 7 050
HENDs Englsh & 1.00
ENDB1 Engish B 050
[|Enos2 Engish & 0.50
H|ENE-2 |Engien & 0.50
] Engg Engish 9 1.00
123 O

Chooser Screen, Selected Items Grid

31. When all courses have been added to the Selected Items grid, click the Select
button at the top of the screen. The courses are moved to the Courses grid on the
Student Course History Assignment screen.

Student Course History Assignment [«
Student Name: Abbott, Billy C. School: Hope High Scheol  Status: Active Room Name: 403
School Information Q| |Year {l Q| |Sstudent School Attended Q
In District School Calendar Month Calendar Year School Year Student School Attended
12 2012 2012 09/03/12-08/02/12 Hope High School v
Non District School Term Code Year Title (Regular, Night...) Start Date End Date
v s1 Regular 0272012 [F| 12202013 [P

Grade Numeric Mark [1Add New School Attended Record

@)

Term Code Actual

51 v
Add New Mon-District School 0‘
Courses Chooser | ()

X L_ne\ Course Title | Course ID o — | Credits (- | Attendance Total L

‘eacher Name
] Synergy Actual Synergy |Actual - Attempted |Completed - 1 2
o 4| Shakespeare |Shakespeare EN40 EN40 B v | |Excellent v ~| |HighSchool | 050 050 v Smith

Student Course History Assignment Screen, Course Added

32. If necessary, edit the course title and ID in the Actual columns under Course Title
and Course ID.

33. Enter the mark earned by the student in the Mark column.

34. Select the student’s conduct rating in the Conduct list.

35. Select the student’s effort rating in the Effort list.

36. Select the CHS Type.

37. Modify Attempted and Completed under Credits, if necessary.

38. If the student has already taken this course, select a repeat tag in the Rpt Tag list.
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39. Optionally, enter the course attendance for the student in the Attendance Total
columns. For example, Attendance Total 1 may pertain to unexcused absences and
Attendance Total 2 may pertain to unverified absences.

40. Enter the teacher’'s name in the Teacher Name field.
41. Click the Save Courses button at the top of the screen.
42. When a success message is displayed, click the OK button.

Message from webpage x|

l \ 1courses successfully inserted,

Message Box, Course Inserted

Note: The CHS Type can be modified on the Course History tab only.

EDITING COURSES

To edit a course already listed in the student’s course history:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School
Year2011-2012

User:Admin User
Show active and inactive

Lock | Sign Out | suppurc | Help

Edupoint
‘_/pwg\ Distriet

Focus

Navigate to Synergy SIS > Course History > Student Course History.

Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD [ 255 Cen ) v |

Edit Button
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5. To edit the information displayed on the main screen, click on the row to modify and

change the information as desired.

Student Course History
Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 403
Course History | GPA_ Graduation Req Comment Request Tracking | Grade Comment History = Waivers
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott [Billy Jc |905483 12 v [Male v
Aca Type GPA
(CUR GPA - Current Marking Peried v | [3.413 Show GPA Caleulaton | Add Course ristory | (] Show All Records
[ Filter Options
Courses Show Detail | (),
English 9 ENO9 2001 12 r 09 F+ b - ~ |\High School | 0.500 |0.000 b
Science 8 SC09 2001 12 r 09 c b - b ~|0.500 |0.500 b
Stu Asst Couns SAB2 2001 12 r 09 P b - b ~|0.500 |0.500 b
-| Symphonic Band MU21 2001 12 r 09 c b - b ~|0.500 |0.500 b
Student Course History Screen, Show Detail Button
6. If the information is not displayed on the main screen, click on the Show Detail
button to display the detail screen of the course.
33
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7. Select the course to edit by clicking the Line number of the course on the left, and
edit the information as needed.

Blalock High School 2001

2006

3
Fal (| I

English 9

(D

10/09/2012 14:25:00

English 9

“it| Ce-Persnl Dev.
=<10) Amer History |

Student Course History Screen, Course Detail

8. Click the Save button at the top of the screen.

To delete a course:

1. Click on the checkbox in the X column next to the course to delete.

g
74 | Line — Couise Calendar Grade [Mark Conduct CHS Type Credis Rpt Tag
Title D IYear Month Att Cmpltd

12 08 B ] ~| 0500 0,500
I Algebra | [mazz |00z |5 B A

Courses Grid, Delete Column

2. Click the Save button at the top of the screen to delete the course.

Bl ~||0s00 |os00 |
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ADDING AND EDITING COMMENTS

To add a comment to a student’s course history, to be displayed on a secondary transcript:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

7 Hope High School
Edupoint )
‘ o~ School District UserAdmin User

Show active and inactiys o

E ,’m Quick Launch 7_ Lock | Sign Out | Support | Help
Focus

2. Navigate to Synergy SIS > Course History > Student Course History.
3. Scroll to or find the student’s record.
4. Click the Comment tab.

Student Course History

Student Name: Abbott, Billy C. School Hope High School _ Status: Active  Room Name

Course History = GPA = Graduation Requirement| € t |) Achievements
Last Name First Name MiddiST=me— Suffix  Perm IT
{Abbott |Billy ic | {905483
Transcript Comment [25 (3

Billy will not graduate with his class unless he can pass the =
Exit Exam next week.

|

Student Course History Screen, Comment Tab

5. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

|®®®|§4 Edt  |) Undo |

Edit Button

6. Enter or edit the comment in the Transcript Comment box.
7. Click the Save button at the top of the screen.

Comments can be also entered for display on elementary transcripts. These comments are
shown in the transcript in the school header, if no courses are listed for the grading period
entered in the comment, or below the courses for the grading period. To add a comment to
an elementary transcript:

1. Click the Grade Comment History tab.

Student Course History G

Student Name: Aaron, lan  Schook Adams Elementary  Status: Active  Room Name: 0002

Course History | GPA | Graduation Requirements | Comment | Achievements | Request Trackin Grade Comment History ﬂaivers
Last Name First Name Middle Name  Suffix  Perm ID Grade

Aaron lan J [129442 04 v Male v e,
Grade Comments Add how Detail | (3

alenda choo
e|Co el eacher Name
ontl o2

@ Spectacular progress! Z 2012 12 2012 Smith
Student Course History Screen, Grade Comment History Tab
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2. Click the Add button, and the Student Grade Comment History Add screen

opens.
Swve | Cone |
Student Grade Comment History Add £
School Information & [ vear informat 3] [ student School Anended >
N Distnct SChood (Calendar Monih Calendar Year SChool Year SChool Altended
NON DESINGT School Temm Code Year Type Titie Stan Date End Date
v [ | 7 7
Grade I Asd New School Attended Record
Add New Non District Schoal >

School Non District Name Federal School Code Stale School Code School Type

Address

Phone Phone Type
Comment ) >
Teacher Narme Comment [F] 3

[
City
[

Student Grade Comment History Add Screen

3. Select the In District School or Non-District School where the student was
enrolled for the comment period. If the non-district School is not listed, enter the
new school in the Add New Non-District School section. (See step 6.)

4. Enter the Calendar Month and Calendar Year, the School Year, the Term Code,
the Year Type Title (such as Regular or Summer), and the Grade in which the
student was enrolled during the comment period.

5. To attach the comment to a school attended record, select the school enroliment in
Student School Attended list. The Start Date and End Date are automatically
entered based on the enrollment dates for the enrollment selected. If the school
attended is not listed, leave the Student School Attended field blank, enter the
Start Date and End Date for the enroliment, and check the Add New School
Attended Record box.

6. If the needed non-district school does not appear in the Non-District School list,
add it in the Add New Non-District School section.

a. Enter the name of the non-district school in the School Name box.
b. Choose where this school can be used in Synergy SIS in the Filter Type list.
c. Enter the school’'s Federal School Code and State School Code, if known.
d. Select the School Type, such as Out of state K12 School.
e. Enter location and contact information for the school, if known.
Enter the name of the teacher who made the comment in the Teacher Name box.
Enter the Comment in the comment box.

Click the Save button at the top of the screen.
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To edit a grade comment:

1. To edit the information displayed on the main screen, click on the row to modify and
change the information as desired.

Student Course History
Student Name: Abbott, Billy €. School Hope High School  Status: Active Room Name: 216
Course History = GPA = Graduation Requirements = Comment = Achievements = Request Tracking | Grade C Histnryl Waivers
Last Name First Name Middie Name Suffix ~ Perm ID Grade Gender
[Abbott Billy C | [a05483 12 v Male v
Grade Comments Add Show Detail
alenda choo
e|Comme o eacher Name
o3 ontl ea
B @ Student did outstanding work! = 2010 9 2010 Kathy Jackson

Editing a Grade Comment

2. To edit additional details about the comment, click the Show Detail button.

Student Course History [«
Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 216
Course History = GPA | Graduation Requirements = Comment | Achievements = Request Tracking | Grade Ci History | Waivers
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Billy E | [o05483 12 v Male v
Grade Comments Add | Hide Detail |
¢|Commel Grade Comment Detail |
@ Student did outstanding work! [ Sehool Information |

In District School

Hope High School b

Non District School
~

School Attended 4

-
Year Information D
Calendar Month Calendar Year

9 2010

School Yeaf Year Type Title Term Code]
[2010 |
Comment Detail D
Teacher Name:

IKthy Jackson

Comment 5| @

Student did outstanding work! =

Grade Comment History, Detail Screen
3. Inthe Comment column, click the comment to edit.

4. Information that can be modified in the detail screen includes the In District School
or Non District School, and the School Attended. To edit the School Attended:

a. Click the gray arrow. The Find: SchoolAttendedHistory screen opensin a
separate window.
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b. To remove the school attended without replacing it with another school, click
the Clear Selection button.

Find | Close | Select | Clear Selection ‘

Find: SchoolAttendedHistory
Q@

Find Criteria
In-District School Non-District School Start Date End Date School Year
v|| | I

|

YYear Type Title

Search Results |

Find Result
) 0O on-D DO 3 Date d Date DO ea ea pe

Find: School Attended History Screen
c. To select another school, enter any or all of the Find Criteria and click the
Find button. Click on the school to highlight it, and then click the Select

button.
5. The Year Type Title, such as Regular or Summer, and the Term Code can also be

edited here.
6. Click the Save button at the top of the screen.

To delete a comment, check the box in the X column and click the Save button at the top of

the screen.
Student Course History
Siudent Name: Abbett, Billy C. Schook Hope High School  Status: Active  Room Name: 216
Course History = GPA | Graduation Requirements = Comment = Achievements = Request Tracking 'Grade C: Him.y| Waivers
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott Billy c | |905483 12 v Male v
Add Show Detail [ ()

ade Comments
ol Calendar School . &
-4  Line|Comment ’Tr:’rﬂl: Year = Teacher Name =

,i || O student did outstanding work! :I 2010 Kathy Jackson
Deleting a Grade Comment
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ADDING ACHIEVEMENTS

To add an achievement to the student’s course history record:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School

4
Edupoint oo
Mg ch001 District User Admin User
Show active and inactive
m m ,’m Quick Launch 7_ Lock | Sign Out | suppurc | Help

Focus

Navigate to Synergy SIS > Course History > Student Course History.
Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD@ | 5(Cen D s |

Edit Button

5. Click the Achievements tab.

Student Course History &

Student Name: Abbett, Billy C. School Hope High School  Status: Active Room Name: 216

Course History GPA | Graduation Reguirements = Comment  Achi | Request Tracking = Grade Comment History = Waivers

Last Name First Name Middle Name  Sufix ~ Perm ID Grade Gender

[abbott Billy c | Jo0s483 12 v Male v

Student Achievements Add (%]

Date Earned Achievemel choo ea a o

04/15/2005 Academic Decathlon ~ 2005
04/12/2004 National Honor Society Member v 2004
04/07/2003 Mational Honor Society Member v 2003

Student Course History Screen, Achievements Tab

6. Click the Add button. A new line is added to the bottom of the Students
Achievements grid.

Student Course History [«

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 216

Course History = GPA | Graduation Requirements = Comment .m:hievememsl Request Tracking | Grade Comment History = Waivers

Last Name First Name: Middle Name  Suffix Perm ID Grade Gender
[Abbott [ty e [ [ovs4n3 12 v [vale v
Student Achievements Add
=

04/15i2005 [ Academic Decathlon v 2008

04122004 [ National Honar Socisty Member v 2004

04/07/2003 [ National Honar Socisty Member v 2003

05232011 v ]

Adding Achievements

7. Today's date is automatically entered into the Date Earned column. To modify the

date, enter it in month/day/year format or click the Calendar [ button and select
the date.

8. Select the name of achievement in the list in the Achievement column.
9. Enter the school year in four-digit format in the School Year Earned column.

10. Click the Save button at the top of the screen.
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EDITING ACHIEVEMENTS

To edit an achievement:
1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

4 Hope High School
Edupoint oo
Mg ch001 District User Admin User

Show active and inacth A
Lock | Sign Out | suppurc | Help

@PE [ @ ouickiaunch

Focus

Navigate to Synergy SIS > Course History > Student Course History.

Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD@ | 5(Cen D s |

Edit Button

5. Click the Achievements tab.
Student Course History [«

Student Name: Abbett, Billy C. School Hope High School  Status: Active Room Name: 216

Course History GPA | Graduation Reguirements = Comment  Achi | Request Tracking = Grade Comment History = Waivers

Last Name: First Name Middle Name Suffix ~ Perm ID Grade Gender

[abbott Billy c | Jo0s483 12 v Male v

Student Achievements Add (%]

Date Earned Achieveme choo ea a o

04/15/2005 Academic Decathlon 2005
04/12/2004 National Honor Society Member v 2004
04/07/2003 Mational Honor Society Member v 2003

Student Course History Screen, Achievements Tab
6. Edit the achievements as needed by clicking on the information in the grid.

7. Click the Save button at the top of the screen.

To delete an achievement from the student’s course history:
1. Check the box in the X column.
Student Course History «

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room Name: 246

Course History | GPA = Graduation Requirements = Comment | Achi | Request Tracking  Grade Comment History = Waivers
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
Abbott [Bilty c | J905483 12 v |Male v

Student Achievements
Date Earned chool Year Earned

04/15/2005 Academic Decathlon 2008
04/12/2004 National Honor Society Member b 2004
04/07/2003 National Honor Society Member b 2003

Student Course History Screen, Achievements Tab, Deleting

2. Click the Save button at the top of the screen to save the changes or click the Undo
button to cancel the operation without deleting the information.
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RECORDING A TRANSCRIPT REQUEST

The Request Tracking tab lists each time a student’s transcript was sent upon request to a
non-district school, such as a college or transfer school. Requests can be added via either
the Add Wizard or Add button.

To enter requests via the Add Wizard:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

71 Hope High School
Edupon"t ear 20112012 ’
Mg Schoe! pistrict User Admin User

Show active and Inamwe

@FTPE [ @ uickiaunch £y Lock | Sign Out | suppurc | Help

Focus

Navigate to Synergy SIS > Course History > Student Course History.
3. Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @@ @ | S5 ) s |

Edit Button

5. Click the Request Tracking tab.

Student Course History «

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Room Name: 216

Course History = GPA | Graduation Requirements = Comment = Achievements Reques‘l]'racki"gl Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix Perm ID Grade Gender

|Abbott Billy lc | |905483 12 v |Male v

Request Tracking [Addwizard | Add | Show Detail |
x Bl =l = e e
I 02/07/2011 Blalock High School + || Sandy Jones Clerk + | Schoal Transfer v

Student Course History Screen, Request Tracking Tab

6. Click the Add Wizard button. The Student Request Tracking Assignment screen
opens in a separate window.

Save Close

Student Request Tracking Assignment [«
Non-District School |

Request Info Q)
Release Date Non-District School Person Released To Person Title Release Purpose

Bl & 3
Request Details Q)
Delivery Type Request Date Transcript Option Name 4
v

‘Add Mew Mon-District School Ql

Student Request Tracking Assignment Screen

7. Inthe Release Date field, type the date the transcript was released in M/D/YY
format, or click the Calendar 2 button and select the date.

8. Select the school to which the transcript was sent in the Non-District School list.
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9. If the non-district school needed is not in the list, click the Maximize button in the

Add New Non-District School section.

Save Close

Student Request Tracking Assignment [«
Non-District School |

Request Info QD
Release Date Non-District School Person Released To Person Title Release Purpose

@ b || v w
Request Details )
Delivery Type Request Date Transcript Option Name 4
&
[Add New Non-District Scheol ( g

=

Maximizing the Add New Non-District School Section

10. In the Add New Non-District School section, enter the name of the non-district

school in the School Name box.

Add New Non-District School

School Name (Required to add)  Filter Type

Federal School Code

State School Code

I Request Tracking b
School Type

Address Address 2

City State Zip Code +4

Phone Phone Type

I ||

| v

Add New Non-District School

11. Choose where this school can be used in Synergy SIS in the Filter Type list. Select
Request Tracking if the school can be used only when entering transcript requests,
or select All to use it in other screens such as Student Career Plan.

12. Enter the school’s Federal School Code and State School Code, if known.
13. Select the School Type, such as Out of state K12 School.

14. Enter location and contact information for the school, if known.

15. Enter the name of the person to which the transcript was sent in the Person
Released To box. Select the person’s title in the Person Title list, which can be

customized by the district.

16. Select the reason the transcript was sent in the Release Purpose list. This list can
be customized by the district as outlined in the Synergy SIS — Course History

Administrator Guide.

17. Select how the transcript was sent in the Delivery Type list. This list may also be

customized by the district.

18. In the Request Date field, type the date the transcript was requested in M/D/YY
format, or click the Calendar E? button and select the date.

19. Select which transcript definition was used to print the transcript by clicking on the

gray arrow next to Transcript Option Name.

42
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20. The Find: StudentTranscriptOptions screen opens in a separate window. Enter
all or part of the name of the transcript option, and click Find.

Find | Close | Select | Clear Selection |
Find: StudentTranscriptOptions
Find Criteria (%]

Transcript Option Name

| Search Resullﬁl
Find Result D

Find Student Transcript Options Screen

21. Click the Transcript Option in the Find Result grid, and click the Select button.

22. Click the Save button at the top of the screen to add the request.

To add a request via the Add button:
1. Click the Add button. A new blank line is added to the grid.
Student Course History («

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active  Room Name: 216

Course History = GPA | Graduation Requirements = Comment | Achievements RequeslTrackingl Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

[Abbott [Bilty Ic [ [905483 12 v |Male v

Request Tracking [Addwizard | Add | Show Detail |
% 2] gl gl gl g
I 02/07/2011 Blalock High School v || Sandy Jones Clerk + | |School Transfer v

Student Course History Screen, Request Tracking Tab

2. Enter the Release Date, and select the Non-District School to which the transcript
was sent.

Student Course History =

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room Name: 216

Course History = GPA  Graduation Requirements = Comment | Achievements RequestTrackingl Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix Perm ID Grade Gender

[Abbott [Billy C | Jo0s483 12 v Male v

Request Tracking [ AddWizard [ Add | Show Detail |
x ) 8l = =l =l
o 02/07/2011 Blalock High School ~ | | Sandy Jones Clerk + ||| School Transfer v
| - - -

Adding a Transcript Request Using the Add Button

3. Enter the name of the person to whom the transcript was sent in the Person
Released To column. Select the person'’s title in the Person Title list.

4. Select the reason the transcript was sent in the Release Purpose list. This list can
be customized by the district as outlined in the Synergy SIS — Course History
Administrator Guide.

Click the Save button at the top of the screen.

You can add information by clicking the Show Detail button. See Editing a
Transcript Request, below.
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EDITING A TRANSCRIPT REQUEST

To edit a transcript request in the student’s course history:

1. Click the Request Tracking tab.
Student Course History

Student Name: Abbott, Billy C. School Hope High School  Status: Active Room Name: 216
Course History = GPA | Graduation Requirements | Comment | Achievements Request Tracking | Grade Comment History = Waivers

Last Name First Name Middle Name  Suffix _ Perm D) Grade Gender
[Abbott [Billy Jc | Jo05483 12 v Male v

Add Wizard Add Show Detail | (¥
e| Release Date on-Disti choo Person Released To Person Title Release Purpose
02/07/2011 Blalock High Schoal + || Sandy Jones Clerk + |||{School Transfer b

Student Course History Screen, Achievements Tab
2. Edit the transcript requests as needed by clicking on the information in the grid.
3. To edit additional details, click the Line number of the request, and click the Show
Detail button.

Request Tracking

«

Student Course History
Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 216
Course History = GPA | Graduation Requirements | Comment = Achievements  Request Tracking | Grade Comment History = Waivers
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
[Abbott [Billy E | [905483 12 v Male v
Request Tracking AddWizard | Add | Hide Detail |
E BEEERLAD Release Date: 02/07/2011
02072011 [ =
Non-District School |
Request Info Q)
Non-District School Person Released To Person Title
‘El\a\uck High School b | ISandy Jones Clerk b
Release Purpose
School Transfer ~
Request Details Q)
Delivery Type Request Date Transcript Option Name 4
(Fax v 02012011 ) [High school

Request Tracking, Detail Screen

4. Click the Save button at the top of the screen to save the changes.

To delete a transcript request from the student’s course history:
1. Click the checkbox in the X column.

Student Course History

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 216

Achievements  Request Tracking | Grade Comment History =~ Waivers
Perm ID Grade Gender

Course History GPA = Graduation Requirements = Comment
Middle Name  Sufiix

Last Name First Name
[Abbott |Billy Ic | |905483 12 v |Male  ~
Add Wizard Add Show Detail | Q)
Perso tle Release Purpose

erson Released To

..... Date on-Dists choo P
02/07/2011 Blalock High Schoal || Sandy Jones Clerk + |||School Transfer v

Student Course History Screen, Request Tracking Tab, Deleting

2. Click the Save button at the top of the screen.
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WAIVING A GRADUATION CREDIT REQUIREMENT

The Waivers tab lists any district waivers applied to the student’s subject area, college or
university graduation requirements. Each waiver reduces the number of credits needed for
the specified subject area and applies the credits earned in that area to another graduation
requirement area, as specified in the District Setup screen. The waivers must be set up at
the district level before they can be applied to individual students.

To add a waiver to a student:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

- Hope High School
Edupoint Vewat2n
N " Senso| District User:Admin User
Show active and inactive
Tiug E .’m Quick Launch __. Lock | Sign Out | support | Help
Focus

Navigate to Synergy SIS > Course History > Student Course History.
Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

prens~] | (@ @ B | £ e P oo

Edit Button

5. Click the Waivers tab.
Student Course History («

Student Name: Abbott, Billy €. School: Hope High School  Status: Active  Room Name: 216

Course History = GPA | Graduation Requirements | Comment = Achievements = Request Tracking = Grade Comment Hlsm@
Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Gender

[Abbott Billy c | |905483 12 v Male v
Subject Area Waivers Add "]
aived Subject Area ..I. aiver Date 0
English Literature A Q -l
1.000 04/04/2011
[ -]

College Waivers Add (]

University Waivers Add "]

% | Line| Waive Credit From = Credits Waived = Waiver Date = |Comments

Student Course History Screen, Waivers Tab
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6. Click the Add button in the section used by the student’s graduation requirements.
The most common is Subject Area Waivers.

Student Course History («

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active Room Name: 216

Course History | GPA | Graduation Requirements | Comment | Achievements = Request Tracking = Grade Comment History 'Waivers |

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Bilty c | [905483 12 v Male v e
Subject Area Waivers Add
aived bje Area ed aived a Date O el
. 9 E 2
=
College Waivers Add (]

Adding A Waiver

7. Anew blank line is added. Select the Waived Subject Area from the drop-down
list. These subject areas are set up in the District Setup screen, as outlined in the
Synergy SIS — Course History Administrator Guide.

8. Enter the number of Credits Waived. This can be up to three digits past the
decimal point.

9. Inthe Waiver Date box, type the date in M/D/YY format, click the Calendar F? button
and select the date.

10. Comments can also be added to explain the waiver.
11. Click the Save button at the top of the screen.

EDITING A WAIVER

To edit a waiver:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School

Edupoint bz
‘ ' Schoo| Bistrict User Admin User

Show active and inactive

1
Lock | Sign Out | support | Help

Focus
Navigate to Synergy SIS > Course History > Student Course History.
3. Scroll to or find the student’s record.

Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

per)| @ QD | £5CEn Do

Edit Button
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5. Click the Waivers tab.

_ Student Course History [«
Student Name. Abbott, Billy G. Schost ope High Schoct  Status: Active  Racm Nams: 216

Course Histor GHA, | Graduation Heguirerments | Comment | Achsrments anul.‘ st Tracking | Grade Comment Histor A@’

Lasl Hame: First Name: Middle Hame - Suflix  Perm ID

ﬁm [ty 5 [ [osee i

I_IWIWW
Student Course History Screen, Waivers Tab

6. Edit the waivers as needed by clicking on the information in the grid.
7. Click the Save button at the top of the screen to save the changes.

To delete a waiver from the student’s course history:
1. Check the box in the X column.

| student Course History =

Student Hame: ABBOE, Blly C.  Schost Hope High School  Sisus: Actire Rocm Hare: 28

Student Course History Screen, Waivers Tab, Deleting

2. Click the Save button at the top of the screen.
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Chapter Three:
SERVICE LEARNING AND
SCHOOL ATTENDED HISTORY

This chapter covers:
» Overview of Service Learning

Adding Service Learning

Editing Service Learning

Service Learning Menu Options
Adding Schools Attended History
Editing Schools Attended History
School Attended History Menu Options

vVvyyvyvyywyy
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OVERVIEW OF SERVICE LEARNING

The Synergy SIS > Course History > Student Service Learning screen records student
participation in service learning activities.

Student Service Learning ¢

Student Name: Abbott, Billy C. Scheol Hope High School  Status: Active  Room Name: 403 Student Name: Abbott, Billy C.

Service Learning |

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
JAbbott Billy c J Ja05483 12 v Male v
Totals (%]

Total Hours  School Type
/60.00 v

Service Learning Hours Add ("]
e Date Earned atego chool Type Project Name 0
01/29/2013 1 A v Town community center after hours help 50.00
12/18/2012 1 ~ | | | Homeless shetter assistance 10.00

Student Service Learning Screen
To find a student’s service learning record, there are two methods: Scroll and Find.

To scroll through the student records to find the student:

1. Click the Next button (%) at the top of the screen to advance to the first student’s
records. Records are sorted alphabetically by last name, so the first student to
appear most likely has a last name that starts with A.

A m Quick Launch Ty
b E3D

|y Synergy SE
7 Synergy SIS

| Student Course History

Right Scroll Button

2. To scroll in reverse alphabetical order, click the Previous button (<.

I & OIS
vsmery 515 | Student Course History

Left Scroll Button

3. Continue clicking the buttons until the desired student record appears.

To switch to Find mode to look for the student records:
1. Click the Find Mode button ().

"ot @ g

Find Mode Button
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2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

Student Service Learning [«

Student Mame: School  Status:  Room Name:  Student Name:

Sery] ing |

ast Name First Name Middle Name  Suffic  Perm ID Grade Gender

A b )
Totals (%]
Total Hours  School Type
w

Service Learning Hours | Add | (]
<[ Line 2l e 2l e e

Student Service Learning Screen, Searching by Last Name

3. Click the Find button or press the Enter key. The first student record that matches
the search criteria appears. Then use the Next button if needed to find the student.

Note: In Find mode, students can also be found by searching by any of
the yellow fields on the screen. Entering anything in any box but the
first one opens a window with a list of students matching the criteria
entered. To select a student, click the name, and the student record
appears in the Student Service Learning screen. Close the pop-up
window after selecting the record. For more information about finding
students in any screen, refer to the Synergy SIS — Student Information
User Guide.

ADDING SERVICE LEARNING

To record the hours a student has spent working on a service learning project:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School
Year.2011-2012

Edupoint
b,p&g\ District

User:Admin User
Show active and inactive

Lock | Sign OUT | cuppure | Help

L] @ ouickLawnch

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @D (65 (oo D s |

Edit Button

Copyright© 2013 Edupoint Educational Systems, LLC 51




Course History User Guide Chapter Three

3. Click the Add button. A new line is added to the list of service learning projects.

Student Service Learning G

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 403 Student Name: Abbott, Billy C.

| Service Learning |

Last Name First Name Middle Name  Suffix_ Perm ID Grade Gender
|Abbott |Billy c | |905483 12 v |Male  ~
Totals ("]

Total Hours  School Type
|sn 00 v

Service Learmng Hours Add

X Date Earned School Type Project Name
u 1(01/29/2013 Town community center after hours help 50.00

=1 121812012
U] 11412013

=y

Homeless shelter assistance 10.00

Student Service Learning Screen, Adding

4. To modify the Date Earned, enter it in month/day/year format, or select the date
from a calendar by clicking the Calendar [ button in the field.

Select the Category in the list.

Select a School Type in the list.

Enter the name of the project in the Project Name column.
Enter the total number of hours in the Hours column.

© © N o O

Click the Save button at the top of the screen.

EDITING SERVICE LEARNING

To edit a service learning record:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Hope High School ’

Ed upo' Year 2011-2012

Schaol istrict UserAdmin User
Show active and inactive

E.: fﬁ Quick Launch 7_ Lock | Sighwus, ~=-r=..Help
Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @B | 5 (G ) v |

Edit Button

3. Edit the student records as necessary by clicking in the columns of the records.
Click the Save button at the top of the screen.
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To delete a record:

1. Check the box in the X column.

Student Service Learning

Service Learning |

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 403 Student Name: Abbott, Billy C.

Last Name First Name

Middle Name  Suffix pPerm 1D Grade Gender

[ Mbbott [Bilty

[c [ [905483 12 v [Male

Totals

Total Hours  School Type
60.00 b

Service Learning Hours

x g

= =]

[ 01/29/2013 1
12/18/2012 1

v v Town community center after hours help

b B Homeless shelter assistance

50.00
10.00

Service Learning Screen, Delete Column

2. Click the Save button at the top of the screen.

SERVICE LEARNING MENU OPTIONS

At the top of the Student Service Learning screen, a Menu button provides access to

additional information regarding the student’s service learning activities.

peni~]| @ Q B

Feport Preferences

Wiew Audit Detail For Student Service Learning

I | undo || add || pelete |
[Edit Student Data .
|Feports

*lService Learning Profi Iel_

Student Service Learning Screen, Menu Options

The options available under the Menu button are:

you can edit data.

student currently displayed in the screen.

E(HS1) Status: Active Ro

Edit Student Data — puts the screen in Update mode instead of Inquiry mode, so

Reports — enables the Service Learning Profile report to be easily generated for the

Chapter Six.

Tip: To select additional options for these reports or to print the reports

for a group of students instead of an individual student, the reports
e should be run from the Reports folder in the Synergy SIS navigation
- tree. For more information about running Service Learning reports, see

Report Preferences — opens the User Password and Preferences screen
described in the Synergy SIS — Student Information User Guide.

Copyright© 2013 Edupoint Educational Systems, LLC
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¢ View Audit Detail For Student Service Learning —the Audit Trail History screen
lists all of the changes made to the student’s records, what was changed, who
changed it, and the date and time the change was made. It is the same audit trail
available through the Student screen.

Audit Trail History

Propertles
1 StudentServiceLearning SchoolType
SipGU Insert
Category Insert
ProjectName Insert
StudentGU Insert
DateEarned Insert
Hours Insert

Audit Trail History for Student Service Learning

The Print button at the top of the screen may be used to print the information on the
Student Service Learning screen.

)| @D (B Lea ||
Buttor

Print

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

m |t’_() @I);) "J Find | Undo Status: Find % 2&15*9'
Student Service Learning

Student Name: School: Status:  Room Name:  Student Name: @€ | B

Service Learning |
Last Name First Name Middle Name Sufiix  Perm ID Grade Gel

| | | | [ [
&)

Totals

Total Hours  School Type
[ | =

Service Learning Hours Add | @

_X| IJnel Date Earned $ Category $ School Type % Project Name $ Hours $
Printed Student Service Learning Screen
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ADDING SCHOOLS ATTENDED HISTORY

Student School Attended History lists schools that a student has attended. For in-district
schools, these records can be added in bulk using the Update Student Course History
screen, as outlined in the Synergy SIS — Course History Administrator Guide.

For non-district schools, and in special circumstances for in-district schools, you add history
manually for each student. To add history:

1. Navigate to Synergy SIS > Course History > Student School Attended History.

Student School Attended History («
Student Name: Abbott, Billy €. School: Hope High School  Homersom: 216  Teacher: User, T.
Schools Attended |
Last Name First Name Middie Name  Suffix Perm ID Grade Gender
[Abbott [Billy C | |905483 12 v [Male v
Schools Attended History Add how Detail | ()
a Date d Date I:n ool Attended ade L IL‘ Lt P |"‘. ".:
0810612007 [12/19/2007 2007 gg;iﬁ:l'*‘”s High 09 3
0810412008 [1219/2008 2008 Hope High School |10 v|950 95.0 00
[12122/2008 0572912009 2008 Hope High School |10 v|1150 115.0 0.0
0811012009 0572872010 2009 Hope High School |11 v| 2050 205.0 0.0
0813172010 2010 Hope High School |12 v|770 730 40
1272472010 06/30/2011 2010 Hope High School |12 v|119.0 85.0 34.0

Student School Attended History Screen

2. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

- Hope High School
Edupoint b
‘ .~ School District User Admin User

Show active and inactive

m m ,’m Quick Launch 7. Lock | SignOu. | Semeee !l
Focus

3. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

pens]| @ D B | (oo ) e |

Edit Button
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4. Click the Add button above the list of schools.

The Schools Attended History Add screen opens in a separate window.

Schools Attended History Add

School Information

(| Year Information

In-District School

v

Non-District Schoal

Start Date

School Year Year Title (Regular, Night...)

End Date

v i &
School Non District Name Grade End Of Year Status
v v

[Total Membership Days Total Present Total Abs
Add New Non-District School Q
School Non District Name Filter Type Federal School Code State School Code School Type

Course History v v
Address Address 2
City State Zip Code +4 Phone Phone Type

v v

Province Country
v

Default Email Address

Schools Attended History Add Screen

5. Select the school to add in either the In-District School or Non-District School list.

6. To add a new non-district school:

a.

c.
d.

e.

In the Add New Non-District School section, enter the nhame of the non-
district school in the School Non District Name box.

In the Filter Type list, select where this school can be used in Synergy SIS.
Select Course History if the school can be used only when entering courses
in course history and schools attended history, or select All to use it in other
screens such as the Career Plan or for request tracking.

Enter the school's Federal and State School Codes, if known.
Select the School Type.
Enter other school contact and location information, if known.

7. Enter the four digit School Year, such as 2012 for school year 2012-13.

8. Enter the Year Title, such as Regular or Summer.

9. Enter the Start Date and End Date of the enrollment in MM/DD/YYYY format, or
clicking the Calendar [? button to select.

10. Select the Grade level of the student, and the End of Year Status if known.

11. Enter the Total Membership Days, Total Present, and Total Abs (absences) if
known for the enrollment period.

12. Click the Save button at the top of the screen to add the school record.

56
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EDITING SCHOOLS ATTENDED HISTORY

To edit a school enrollment record already recorded in the student’s school attended

history:
1. Go tothe Student School Attended History screen.

Student School Attended History

Student Name: Abbott, Billy C. School Hope High School Homeroom: 216 Teacher: User, T.

Schools Attended |

Last Name First Name Middle Mame Suffix Perm ID Grade Gender
|Abbott [Bilty c 905483 12 v |Male
Schools Attended History Add Show Detail
o o = S = otal Membership ota
- : - ed - Da Ab
0810612007 (1211872007 2007 g?;ffng'”S High 09 J
08/04/2008 12/19/2008 2008 Hope High School (|10 v|e5.0 95.0 0.0
1212212008 0512912009 2008 Hope High School |10 v | 1150 1150 00
08102009 0512812010 2009 Hope High School |11 | 208.0 205.0 0.0
0813112010 1212312010 2010 Hope High School |12 v|770 730 40
1212412010 06/30/2011 2010 Hope High School |12 v | 119.0 85.0 34.0

Student School Attended History Screen

2. Make sure the focus is set to a school and not the district
the top right corner of the screen.

. The focus is indicated in

Edupoint
vpscg\ Distriet

E \’ﬁ Quick Launch

Focus

3. Change to Update mode by clicking the Edit button at the top of the screen. If the

Hope High

School

Year 2011-2012
User:Admin User

Show active and inactive

Lock | Sign Ouv Surroee-HEID.

button is not available, Update mode is already turned on.

Edit Button

4. Edit the school enrollment records as needed by clicking on the information in the

list of school enrollments.

5. Click the Show Detail button for access to additional details about the enrollment.

]| @ QD | 655 (e Durs |
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6. Click the Line number of the record to edit.

Student School Attended History

Student Name: Abbott, Billy C. Schook Hope High School Homercom: 403 Teacher: Sullivan, J.

Schools Attended |
Last Name First Name Middle Name Suffix Perm ID Grade Gender
|Abbott Bilty C [ 905483 12 v [Male v

Schools Attended History

09/11/2009
[ oor132010
[ | oor13r2011
[ ooro3r2012

7.

Add | Hide Detail |
Student Name: Abbott, Billy C. Schook Hope High School Homeroom: 403 Teacher: Sullivan, J.
)
School Attended |
School Information (| | Year Information (]
In-District School Start Date End Date
09/11/2008 06/15/2010
Non-District School School Year Year Title (Regular, Night )
Blalock High School 2009
Grade End Of Year Status
09 v v
Total Membership Days Total Present Total Abs
180.0 174.0 6.0
School Info Overrides ("]
School Name
City State
b
Province
Country
v
Comment

Student School Attended History, Detail Screen

In the School Information and Year Information sections, edit information such as

Non-District School, Year Title (such as Regular or Summer), or End of Year

Status.

In the School Info Overrides section, override the school information that has been

entered automatically for in-district schools, and add a Comment regarding the

reason for the school info override.

The school information appears on reports such as the elementary transcripts.
9. Click the Save button at the top of the screen to save the changes.

To delete a school enrollment from the student’s school attended history:

1. Click the checkbox in the X column.

Student School Attended History («
Student Name: Abbott, Billy C. School Hope High School Homeroom: 216 Teacher: User, T.
Schools Attended |
Last Name First Name Middle Name Suffix Perm ID Grade Gender
[Abbott [Billy E | |905483 12 v Male v
ools Attended History Add [ Show Detail | ()
x g g B \ B g S 5]
I 08/06/2007 12/19/2007 2007 ;g:mmns High 09 J
u 08/04/2008 12/19/2008 2008 Hope High School |10 v|950 95.0 0.0
u 12/22/2008 05/29/2009 2008 Hope High School  |[10 v|1150 115.0 00
u 08/10/2009 05/28/2010 2009 Hope High School |11 v|205.0 205.0 0.0
u 08/31/2010 12/23/2010 2010 Hope High School  |[12 v|770 730 40
u 12/24/2010 06/30/2011 2010 Hope High School  |[12 v|119.0 85.0 34.0

Student School Attended History Screen, Deleting

2. Click the Save button at the top of the screen to save the change, or click the Undo
button to cancel the operation without deleting the information.
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SCHOOL ATTENDED HISTORY MENU OPTIONS

At the top of the Student School Attended History screen, a Menu button provides access
to additional information regarding the student’s school enroliment history.

menu]| (& @ () | &35
|Edit Student Data

|View Audit Detail For Student School Attended History|!
Student School Attended History Screen, Menu Options

Save | Undo |

The options available under the Menu button are:

o Edit Student Data — puts the screen in Update mode instead of Inquiry mode and
allows the data to be edited.

e View Audit Detail For Student School Attended History — the Audit Trail
History screen lists all changes made to the student’s records, including what was
changed, who changed it, and when. It is the same audit trail report available
through the Student screen. Student School Attended History information is not yet
available in the audit trail.

The Print button at the top of the screen may be used to print the information on the
Student School Attended History screen.

Emjic Je 1€ 1 &) IER

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

993 ) | Status: Ready | |5 ?ﬁ:l&@
Student School Attended History

Student Name: Abbott, Billy C. Scheol: Hope High School Homeroom: 4510 TelEner: Sullivan, J.

Schools Attended |

Last Name First Name Middle Name Suffix  Perm ID Grade Ge
Abbott Billy C | |o0s483 2 « Ma
Schools Attended History [ Add I s
I I Total [
. - &, School a |School -~ . &' Total
¥ |Line|  Start Date v| End Date Vl Year ¥ |Attended Grade g Menal;i'r:hlp Vl Present 1
Blalock [gg I
] 1 09/11/2009 06/15/2010 E_P" 2009 High 180.0 174.0
Schoal
Hope [4g I
[ 2| 109/13/2010 06/15/2011 F 2010 High 180.0 165.0
Schoal
Hope |44 I
] 310941372011 @ 06/14/2012 |? 2011 High 180.0 179.0
Schoal
Hope |42 I
] 4||09/03/2012 08/02/2013 G 2012 High 2200 2040
School

Printed Student School Attended History Screen
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Chapter Four:
STUDENT CAREER PLANS

This chapter covers:

>

vVvyvyvVvyVvVyVyYYVYYVYYy

Overview of Career Plans

Adding Career Plans

Editing Career Plans

Adding Skills and Interest Inventories
Editing Skills and Interest Inventories
Adding Documents

Editing Documents

Adding Post-Secondary Plans
Editing Post-Secondary Plans

Menu Options
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OVERVIEW OF CAREER PLANS

The Synergy SIS > Course History > Student Career Plan screen lists the courses a
student must complete to graduate with the career plan selected, and monitors the
student’s course completion progress. It can also list a student’s interests and skill
inventories, store related documents, and outline their post-secondary plans.

Student Career Plan

Student Name: Abbott, Billy C. School Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039

Plan | Inventories Skills/Interests = Documents = Post Secondary Plans

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Abbott |Billy Ic | |905483 12 v |Male
Career Plan Class OF

CTE - Accounting v|  Loadpefais | [2011

Courses by Subject Area Show Detail | ()

ENO9 - EN34 - Prin EN46 - Prin Eng

Engish (4000 |EVORC o 0500 S o000 & 0000 0.500 2.000
. MAZT - MA31 - Alt MA31 - Al
Mathematics 2000 2 1500 (AT -t loooo  [EESTR 0000 0.500
SC09 - .
SC4 - Biology,
Lavoralory |, oo |SCieNCED. g 5nq  (SCA9- 4 g SCT1 - 1500 0.000 0.000
Science SCO09 - Biology Chemist
Science 9 y
History & 5522 -
| social 2500 |Word  0.500 2.000
Studies Hist/a

Student Career Plan Screen

ADDING CAREER PLANS

To add a career plan to a student’s record:

1. Make sure the focus is set to a school and not the district. The focus is indicated in

the top right corner of the screen.

Ed £l t Hope High School
po Year:201-2012
J/ svnoo\lnlr:!m :':Iser A::!in u:;rr -
ow active and inactiyg.s
-~ i Quick Launch Ly Lock | Sign Out | Support | Help

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the

button is not available, Update mode is already turned on.

]| @ @D B | 5(Cean ) e |

Edit Button

3. Navigate to Synergy SIS > Course History > Student Career Plan.

Student Career Plan @

Student Name: Abbott, Billy C. School Hope High Schaol  Counselor: Diaz, Joe  Counselor Badge Number: 1039

Plan | Inventories Skills/Interests | Documents = Post Secondary Plans

Last Name First Name Middle Name _ Suffix __ Perm ID Grade Gender
|Abbott [Billy lc | |o05483 12 v/ |Male v
Career Plan Class Of

| v|  LoadDefauis | [2011

Courses by Subject Area Show Detail | G

Student Career Plan Screen

62 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Four Course History User Guide

4. Select the Career Plan in the list, and click the Load Defaults button to show the
courses needed for this career plan.

5. Click the OK button in the message box to replace the current career plan with the
new selection.

Message from webpage |

—

—~
@ Are you sure you want to replace the current student plan?
L ¢ 4

Cancel |

Message Box

6. The courses listed in the career plan, and any courses the student has taken that
count toward the graduation requirement specified by the career plan, are listed in
the Courses by Subject Area.

Student Career Plan

Student Name: Abbott, Billy C. Schook Hope High School  Counselor: Diaz, Joe  Counssior Badge Number: 1039

Plan | Inventories Skills/Interests =~ Documents = Post Secondary Plans

Last Name First Name Middle Name  Suffix__ Perm ID Grade Gender
[Abbott [Billy Jc | [o05483 12 v Male v
Career Plan Class Of

|CTE - Accounting v|  toadoefauis | [2011

Courses by Subject Area Show Detail | (Y

ENO9 - EN34 - Prin EN46 - Prin Eng
Engish 4000 |FVRC . 0.500 Erh oooo  E 0.000  0.500 3.000
. MAZT - MA31 - Al MA31 - Al
Mathematics 2000 |WA27- 1500 (83T oAt loooo  |HAST-AY .00 0.500
5C00 -
SC49 - Biology.
Laboratory |, gy |Stienced. 1y o SC49- g 000 SCT1 - 1500 0.000 0.000
Science SC09 - Biology Chemist
Science 9 24
History & 5522
| Social 2500 |Word  |0.500 2000
Studies Hist/a

Student Career Plan Screen, Course List Added

EDITING CAREER PLANS

To edit a career plan:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

’l Hope High School
Ecupoint Vb
‘ -~ School District User Admin User

Show active and inactive

m E \’m Quick Launch L Lock | Sign Out | Support | Help‘
Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

o] @ @@ | 5 Cea ) v

Edit Button
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3. Click the Show Detail button of the Courses by Subject Area section.

Student Career Plan

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039

Plan | Inventories Skills/Interests = Documents ~ Post Secondary Plans

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott [Bilty Ic [905483 12 v Male v
Career Plan Class Of
|CTE - Accounting b ‘ Load Defaults ‘ 2011
Courses by Subject Area Show Detail
END9 - EN34 - Prin EN46 - Prin Eng
English 4.000 English 9 0.500 Eng i 0.000 n 0.000 0.500 3.000
MA2T - MA31 - Al MA31 - Al
Mathematics 2.000 Algebra | 1.500 Geometry 0.000 Geometry 0.000 0.500
SC09-
SC49 - Biology,
Laboratory |5 g |SCRNCE D, g g0 (SC4I- g gg SCT1 - 1500 |0.000 0.000
Science SC09 - Biology Chemist
Stience 9 v
History & $522 -
-1 Social 2.500 |World 0.500 2.000
Studies Hist/a

Student Career Plan Screen, Editing

4. In the detail area for each subject area are sections for each grade level that has not
been completed. For example, if the student is in 9" grade, it shows grades 10-12.
Courses and course groups can then be added to the plan for each of these grade
levels for the individual student.

5. To add courses to the plan for the student, click the Line number for the subject
area to edit.

Courses by Subject Area Hide Detail ‘@‘

’mlﬁlliﬂctﬂnm |Grade 10 @‘
=—— [ Grade 11 Q|

] Laboratory Sci o

Hitg:::r;m;r;idles B 9

(= Fine Arts or CTE

[ Electives ‘

Courses By Subject Area, Detail Screen

6. Click the Maximize button for the grade level section to edit.

Courses by Subject Area Hide Detail \:%L
[ Line[Subject Area [ Grade 10 &)
(I Mathematics [Grade 11 Q
| = Laboratory Science [Grade 12 5
(] History & Social Studies i

(= Fine Arts or CTE ‘
[ = Electives

Courses By Subject Area, Detail Screen
7. To add a pre-built group of courses, click the Add Course Group button.

Courses by Subject Area | Hide Detail | (] |
Line|Subject Area Grade 10 0‘
1l English
Roguiler—— Summer
“ Mathematics 9 9
=| Laboratory Science \ Add Course Group ) Add Course Group
| History & Social Studies e 'Add @[ Courses add @
= Fine Aris or CTE
_[Orde ourse ourse ID[ . _[Orde purse ourse ID
"|Electives : D And Title B D And Title
[ Grade 11 Q
[ Grade 12 Q)

Adding Course Groups to a Career Plan
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8. The Student Career Plan Course screen opens in a separate window. Select the
Course Group in the list.

|Mean| Add Cption | Undo | Status:Ready|@ @@
Student Career Plan Course
<ﬁrse Group\ Group Opfion  Action
w w

Student Career Plan Course Screen
9. If the course group has more than one option, select the Group Option to use.

10. In the Action list, select whether the course group should replace the courses
already planned for that subject area and grade, or appended to the existing list.

11. Click the Add Option to add the course group to the career plan. The courses from
the course group are added to the Courses grid in the detail screen.

12. To add individual courses to the career plan, click the Add button in the Courses
grid, and a new line appears in the Courses grid.

Courses by Subject Area Hide Detail |O |
[ Line Grade 10 Q)
— s -
(! Laboratory Science s Ceurms Sty s et Eruty ‘
. | e
[ Electives be < v| T = = | $| $| ‘ =

] c:) - «
[ Grade 11 Q)
[Grade 12 Q

Adding Courses to a Career Plan

13. Click the gray arrow in the Course ID, Course ID and Title, or Credit column, and
the Find Course screen opens in a separate window.

14. Enter all or part of the Course ID, Course Title, or Credit to be found, or any
combination of these, and click the Find button. A list of courses matching the
criteria appears in the Search Results grid.

C;cﬁ)close | | Clear Selection |
4

Find: Course

Find Criteria 2
ourse |D Course Title Credit
SC4 1.00

_ Search Results |
Find Result (3]
SC42 |Life Stcience 1.00 |
SC46W Ap Biology 1.00
SC49-H Biology Hnr 1.00

Find Course Screen, Find Results
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15. Click on the course to be added. Then click the Select button to add it to the
Courses in the career plan.

h —~——

Find: Course

Find Criteria Q
Course ID Course Title Credit
5C4 1.00
_ Search Results |
Find Result (6]
D e 1D D B e o
S5C42 Life Science 1.00
SC46W Ap Biology 1.00
SC49-H Biology Hnr 1.00

Find Course Screen, Course Selected

16. Click the Save button at the top of the screen.

To delete a course from the career plan:
1. Click the Show Detail button of the Courses by Subject Area section.

Student Career Plan

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039

Plan | Inventories Skills/Interests = Documents | Post Secondary Plans

Last Name: First Name: Middle Name  Suffix  Perm ID Grade Gender
[Abbott [Billy Ic [905483 12 v Male v
Career Plan Class Of
|CTE - Accounting ¥ ‘ Load Defaults ‘ 2011
Courses by Subject Area Show Detail
END9 - EN34 - Prin EN46 - Prin Eng
English 4.000 English 9 0.500 Eng i 0.000 n 0.000 0.500 3.000
. MA27 - MA31 - Al MA31 - Al
Mathematics 2.000 Algebra | 1.500 Geometry 0.000 Geometry 0.000 0.500
SC09 -
SC49 - Biology,
Laboralony 5op0  SCENCE9 lgsop  3B49- o000 SCT1 - 1500 |0.000 0.000
ience 5C09 - Biology Chemist
Science 9 i
History & §822 -
~| Social 2.500 |World 0.500 2.000
Studies Hist/a

Student Career Plan Screen, Editing

2. Click the Line number of the subject area to edit, and then click the Maximize button
for the grade level section to edit.

Courses by Subject Area

[ Line[Subject Area [ Grade 10
[ lEnglish i
(2 Mathematics | Grade 11 5]
0] Laboratory Science Grade 12 5
(W History & Social Studies -
(= Fine Arts or CTE

7| Electives

Hide Detail ‘ﬁ

Courses By Subject Area, Detail Screen
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3. Check the box in the X column for the courses to be deleted.

Courses by Subject Area Hide Detail |Q|

[ EEE T [Grade 10 £

| Summer O‘

1| English IT Regular
| Mathematics I
H Add Course Group Add Course Group
Add 3 | Courses Add ("]
- ourse ID

=] Laboratory Science
_|History & Social Studies courses
| Fine Arts or CTE
Ord 0 0 elD Orde 0
| Electives o T B 8| g T ”
ENOQ -
1 ENO9+ English |1004
94
[ Grade 11 ]
[ Grade 12 9

Courses By Subject Area, Deleting

4. Click the Save button at the top of the screen.

67

Copyright© 2013 Edupoint Educational Systems, LLC



Course History User Guide Chapter Four

ADDING SKILLS AND INTEREST INVENTORIES

To list a student’s skills and interest inventories on a student’s record:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

e
Ed 4 t Hope High School
po Year 2011-2012
J scnnollu!;:'wc\ UserAdmin User ’
Show active and inactiyg.
Lock | Sign Out | Support | Help

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

pens]| @ D B [ (oo ) e |

Edit Button

3. Navigate to the Synergy SIS > Course History > Student Career Plan, and click
the Inventories Skills/Interests tab.

Student Career Plan [«
Student Name: Abbott, Billy C. School Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039
Plan‘ i i , ocuments | Post Secondary Plans
Last Nal me Middle Name ~ Suffix  Perm ID Grade Gender
[Abbott [Billy Jc [o05483 12 v Male v
Skills Add | ()
e Da
Interests Add ("]

4 | Line| Interest Date - Interest = |Notes

Student Career Plan Screen

4. To add a skill in which the student wants to build competency, click the Add button
in the Skills section. A new blank line is added.

5. Inthe Skill Date column, type the date on which the skill was added to the career
plan in M/D/YY format, or click the Calendar F? button and select the date.

Student Career Plan x
Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039
Plan_[] i il | Documents | Past Secondary Plans
Last Name First Name Middle Name  Suffix _ Perm ID Grade Gender
[Abbott [Billy Ic |905483 12 v Male v
Skills Add
kill Date Ki ompente evel ote
Teaching ¥ Low b 0 |
01/08/2011 3
]

Interests Add (&

[Zlue[ — mterestbate = [  iterest = |netes

Adding a Skill, Inventories Skills/Interests Tab

6. Select the Skill and, optionally, the student’s current Competency Level and any
Notes.
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7. To add arecord of a completed interest inventory taken by the student, click the
Add button in the Interests section. A new blank line is added.

Student Career Plan [«

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039

Flan_ Inventories Skil | Documents = Post Secondary Plans
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

[Abbott [Billy Ic [205483 12 v Male v
Skills Add |
Teaching v| [Low v Eo =l

01/09/2011

Interests
[5(] Lne] inferestbale = | i
ACT Interest Inventory v Q ﬂ
T 0zn42011

Adding a Interest Inventory, Inventories Skills/Interests Tab

8. Inthe Interest Date column, type the date on which the interest inventory was
completed in M/D/YY format, or click the Calendar ¥ button and select the date.

9. Select the interest inventory taken in the Interest column.
10. Optionally, add Notes.
11. Click the Save button at the top of the screen.

EDITING SKILLS AND INTEREST INVENTORIES

To edit a student’s skills or interest inventories:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

. Hope High Schoel
Edupoint ooz
‘ " Schoal Bistrict UserAdmin User

Show active and inactivg

m !’m Quick Launch G Lock | Sign Out | Support | Help
Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

pens]| @ @@ | 659 (e ] o |

Edit Button
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3. Navigate to Synergy SIS > Course History Student Career Plan, and click the
Inventories Skills/Interests tab.
@

~ Student Career Plan
Student Name: Abbett, Billy C. School: Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039

ocuments |~ Post Secondary Plans

Plan ClInventories Skil
Middle Name  Suffix ~ Perm ID

Grade Gender

Last Name lame
[Abbott [Billy Ic [805483 J12 v Male v
Skills )
Teaching v| [Low v Eo =l
01/09/2011
=
Add |

Interests

v . =

ACT Interest Inventory
T 0zn42011
-]

Student Career Plan Screen, Inventories Skills/Interests Tab

4. Edit the student records as necessary.
5. Click the Save button at the top of the screen.

To delete a record:
1. Check the box in the X column.

" Student Career Plan [«
Student Name: Abbott, Billy C. School Hope High School  Counselor: Diaz, Joe  Counselor Badge Number: 1039
Plan | D Post Secondary Plans
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Abbott [Billy c [905483 2 v Male v
Skills Add @
Date —— eve ote
Teaching A Low he 0 ;I
01/09/2011 [P
-]
Interests Add Q@
7 est Date T ote
ACT Interest Inventory - [¥] ;I

0211412011 [
L]

Student Career Plan Screen, Inventories Skills/Interests Tab, Deleting

2. Click the Save button at the top of the screen.
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ADDING DOCUMENTS

To add a document to a student’s career plan, such as a scanned copy of an interest
inventory or a test result:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

7 Hope High School
Edupoint Ve v 002
b, School istrict User Admin User

Show active and inactive

' o @& Quick Launch L Lock | Sign Out | Support | Help

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @@ | 659 ) o |

Edit Button

3. Navigate to Synergy SIS > Course History > Student Career Plan, and click the
Documents tab.

Student Career Plan [«
Student Name: Abbott, Billy C. School Hope High School Counselor: Diaz, Joe  Counselor Badge Number: 1039
Plan Inventories Skills/Interest Documents [)Post Secondary Plans
" Py T
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Billy Ic 905483 iz v |Male ~ e
Documents Add

Date atego 0 el pe Dpel

Student Career Plan Screen, Documents Tab
4. Click the Add button in the Documents section.

5. The Attach Document screen opens in a separate window. Click the Browse
button, and locate and select the document.

Aftach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
2) Click Upload

I C  Browse.. |D
Upload )

Attach Document Screen

6. Click the Upload button.
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7. Click OK to dismiss the success message.
x|

l") Upload successful!

Message Box

8. A new line shows the document. By default, today’'s date is in the Date column.
You can change the date, using M/D/YY format or clicking the Calendar B button.

Student Career Plan [«
Student Name: Abbett, Billy C. School: Hope High School  Counselor: Diaz, Joe  Counselor Badge Number: 1039
Plan  Inventories Skills/Interests | Documents | Post Secondary Plans
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Billy c | [905483 12 v [Male v
Documents Add (%]
: Date atego omme: pe Ope!
05/24/2011 ¥ | ClassEvals pdf o

Saving the Document

9. Select a Category for the document.

10. By default, the name of the file is entered in the Comment column. You can edit
this.

11. Click the Save button at the top of the screen.

You can view the document by clicking the Open button.

EDITING DOCUMENTS

To edit a document attached to a career plan:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

4 Hope High School
Edupoint Ve
N~ Schioo! District UserAdmin User

Show active and inactive

T i Quick Launch ™ Lock | Sign o=+ | Sunnart | 21

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD | 55 (G ) o

Edit Button

3. Navigate to Synergy SIS > Course History > Student Career Plan, and click the
Documents tab.
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Student Career Plan [«

Student Name: Abbett, Billy C. School: Hope High School  Counselor: Diaz, Joe  Counselor Badge Number: 1039

Plan  Inventories Skills/Interests  Documents ost Secondary Plans

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Billy c | [905483 12 v [Male v

Documents Add (%]
e Date atego el pe Ope!
05/24/2011 ¥ | ClassEvals pdf o

Student Career Plan Screen, Documents Tab

4. Edit the Date, Category, or Comment as necessary by clicking in the columns of
the records.

5. The document itself cannot be edited. To change a document, it must be deleted
and a new document added.

6. Click the Save button at the top of the screen to save the changes or click the Undo
button to cancel the operation without saving the information.

To delete a document:
1. Click the checkbox in the X column.

Student Career Plan =

Student Name: Abbott, Billy C. School: Hope High School  Counselor: Diaz, Joe Counselor Badge Number: 1039

Plan  Inventories Skills/Interests Documemsl Post Secondary Plans

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Billy c [ [a05483 12 v |Male v

Documents Add @
e Date atego el pe Dpel
05/24/2011 v| | ClassEvals pdf o

Student Career Plan Screen, Documents Tab, Delete Column

2. Click the Save button at the top of the screen to save the changes or click the Undo
button to cancel the operation without deleting the information.

ADDING POST-SECONDARY PLANS

To document the student’s post-secondary plans as part of the career plan:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

1 Hope High School
Edupoint Yootz
‘ ¥ School District User:Admin User

Show active and inactive

L i QuickLaunch L Lock | SIGROUL | Cppennic | HEIP |
Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @B |55 (G D s |

Edit Button
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Navigate to Synergy SIS > Course History > Student Career Plan, and click the
Post Secondary Plans tab.

Select the student’s plan in the Post Secondary Option list.

Student Career Plan

Plan | Inventories Skills/Interests | Documents

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039

Post Secondary Plans |

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Appet——~__ |Billy E | [905483 12 v Male v
fPost Secondary Option
.
T —
| Tstieutions — e
< [ Linel gl el =l | el = |

Student Career Plan Screen, Post Secondary Plans Tab

To list a school the student plans to attend after high school, click the Add button in
the Institutions section. A new blank line is added to the Institutions grid.

Click the gray arrow in the Non-District School column to select a school. The
Find: SchoolNonDistrict screen opens.

Student Career Plan &

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039

Plan_ Inventories Skills/interests = Documents | Post Secondary Plansl
Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Gender
[Abbott [Billy C | |905483 12 v Male v
Post Secondary Option
4 Year Colleg b

Institutions | Add ‘ (]
% =] =l &l B gl |
r~ ) « - « « «

Adding an Institution

Enter all or part of the Non-District School name and any other search criteria, and
click the Find button. (If the school is not listed, users with needed permissions can
add it in Synergy SIS > System > Setup Non-District School.)

m\nse | | clear selection |
=

[Fmd:- SchoolNonDistrict

Find Criteria

4
Mon-District School Address Address 2
City State ZipCode School Type
b b
Search Results |
Find Result @

Find School Non District Screen
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8. Click the school, and click the Select button to add the school to the Institutions
grid.

Find Close ction
Find: SchoolNonDistrict

Find Criteria
Non-District School Address

Address 2

City State ZipCode: School Type
Tempe

_ Search Results |

Find Result

1| Arizona State University 1955 S Val Vista Dr
Find School Non District Screen, Selecting

9. If more than one school is listed, enter numbers to specify the Order in which they
appeatr.

Student Career Plan Pl el T

Student Name: Abbott, Billy C. School Hope High School Counselor: Jones, Jimmy  Counselor Badge Number: 12

Plan Inventories Skills/Interests  Documents  Post Secondary Plans |

Last Name First Name Middle Name ~ Suffix ~ Perm ID Grade Gender
|Abbott |Billy c | |905483 12 v |Male v
Post Secondary Option
Institutions Add >
Orde on-Dis choo choo pe Address ate pCode
rizona State University 4= - 1955 S Val Vista Dre= Tempe+ |AZe 85204+

Student Career Plan Screen, Post Secondary Plans Tab, Order Column

10. Click the Save button at the top of the screen.

EDITING POST-SECONDARY PLANS

To edit a student’s post-secondary plans:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

- Hope High School
Year2011-2012
Edupscgwlngnta ;J;erA:;!inuzzl_ et '
[ —_— ow active and inactive
Tvue n (m Quick Launch _.

Lock | SignOue, 2=-=- | melp

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @D | 5 Cea ) v |

Edit Button
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3. Navigate to Synergy SIS > Course History > Student Career Plan, and click the
Post Secondary Plans tab.

Student Career Plan («

Student Name: Abbott, Billy C. School: Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039

Plan = Inventories Skills/Interests = Documents  Post Secondary Plans|
Last Name First Name Middle Name Suffix ~ Perm D Grade Gender
[Abbott [Billy C | |905483 12 v |Male v
Post Secondary Option
4 Year Colleg v

Institutions [ A |@
% Bl = el | =l = |
[ State University ¢ University 123 Main 4= Big City AZ 85004 4=

Student Career Plan Screen, Post Secondary Plans Tab, Editing

4. To replace a school in the Institutions grid:

a. Click a gray arrow in the row for the school. The Find: SchoolNonDistrict
screen opens.

Student Career Plan («
Student Name: Abbott, Billy €. School: Hope High School Counselor: Diaz, Joe Counselor Badge Number: 1039
Plan = Inventories Skills/Interests = Documents | Post Secondary Plans|
Last Name First Name Middle Name  Sufiix ~ Perm D Grade Gender
[Abbott [Billy C | J905483 12 v |Male ~
Post Secondary Option
4 Year Colleg v
Institutions [ A |@
X el rict S¢ = =l | = = |
o State Univergt 4-) University 123 Main 4= Big City 4= AL 85004 4=
N

Replacing an Institution

b. Enter all or part of the Non-District School name and any other search
criteria, and click the Find button. (If the school is not listed, users with

sufficient permissions can add it in Synergy SIS > System > Setup Non-
District School.)

c. Click the school, and click the Select button to add the school to the
Institutions grid.

Find | Close‘ Select ’ ‘

Find: SchoolNonDistrict

Find Criteria

G
Non-District School Address Address 2

City State ZipCode School Type
Tempe

v

_ Search Results |
[ Find Result

| \ | \
Tempe AZ 85204
Find School Non District Screen, Selecting

Arizona State University 1955 S Val Vista Dr

Note: Clicking a link for school information, instead of a gray arrow,
opens the Non-District School screen, where users with sufficient
permissions can edit information about the school.

5. Click the Save button at the top of the screen.
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To delete a record:
1. Check the box in the X column.

Student Career Plan «

Student Name: Abbott, Billy C. School: Hope High School  Counselor: Diaz, Joe  Counselor Badge Number: 1039

Plan | Inventories Skills/Interests = Documents PostSeoondaryPIansl

Last Name First Name Middle Name  Suffix _ Perm ID Grade Gender
|Abbatt [Billy c J |9054383 12 v Male v
Post Secondary Option

4 Year Colleg hd

u 1 State University 4= Unwers@y 123 Main = Big C|Iy<- AZ 850041-
Student Career Plan Screen, Post Secondary Plans Tab, Delete Column

2. Click the Save button at the top of the screen.
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MENU OPTIONS

At the top of the Student Career Plan screen, a Menu button provides access to additional
information regarding the student’s career plans.

henie] | @ QB

T .f_l
2l

Edit Student Data |
Reports ¥Student Career Plan Profile]

Counselo

View Audit Detail For Student Career Plan| Hope High Schoal

Student Career Plan Screen, Menu Options

The options available under the Menu button are:

Edit Student Data —puts the screen in Update mode instead of Inquiry mode and
allows the data to be edited.

Reports — generates the Student Career Plan Profile for the student currently
displayed.

Tip: To select additional options for these reports or to print the reports
for a group of students instead of an individual student, the reports
should be run from the Reports folder in the Synergy SIS Navigation
Tree. For more information about running Career Plan reports, see
Chapter Six in this guide.

View Audit Detail For Student Career Plan — the Audit Trail History screen lists
all changes made to the student’s records, including what was changed, who
changed it, and when. It is the same audit trail report available through the Student

Audit Trail History

Properties
|
I | Student MailSameAsHomeAddress  |Update
|2 HomeAddressGU Update
|3 GridCode Update
| 4 DistrictOfResidenceAddr Update
MailAddressGU Update
StudentPostSecondaryinstitutions StudentGU Insert
|7 SchoolNonDistrictGU Insert
| 8 InstitutionGU Insert
StudentPostSecondaryinstitutions StudentGU Delete
| 10 InstitutionGU Delete
|11 SchoolNonDistrictGU Delete
Orderby Delete
StudentCareerPlan PostSecondaryCption Update |
| L] StudentPostSecondaryinstitutions StudentGU Insert
| 15 InstitutionGU Insert
SchoolNonDistrictGU Insert
StudentCareerPlan CareerPlanGU Update
StudentCareerPlan CareerPlanGU Update
| ‘| StudentCareerPlan CareerPlanGU Update
| _“i StudentCareerPlan CareerPlanGU Update
StudentCareerPlan CareerPlanGU Insert

Audit Trail History for Student Career Plan
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The Print button at the top of the screen may be used to print the information on the
Student Career Plan screen.

o] | @ Q@ ()] e | v |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

Pen] | DD | 55| s o A\ sews reaty | 58 G 0
Student Career Plan
Student Name: Abbott, Billy C.  School: Hope High School  Counselor. Diaz, Jee  Counselor Badge Number 1039

Plan | Inventories Skillsinterests  Decuments  Pest Secondary Plans
Last Name First Name Middle Name  Suffic  Perm ID Grade Ge
|Abbatt [Bilty ic 305463 iF3 - Mz
Career Plan Class Of =
CTE - Accounting ¥ Load Defaults | [2011
Courses by Subject Area
cre 08 Reguiar |CPREQUEN o e |10Regui 11 Regulan) o0
Line| Subject Area | = retite el P ol 1= 11 eQURE | epoqie | 12 Requia
equired Courses | ool | Courses Complated COUPEs | SOt oo Courses
" EMNOS - EMN34 - EM46 - Pr
| English 4000 g ipg 0500 PrinEng Il %99 Engil
. MA27T - MAZ1 - Alt MAZT - Alt
2 Mathematics 2000 g cC ) 1800 g ol 0000 ety 0000
SC09 - SC49 -
Laboratory Science 9, SC49 - Biology,
Jscience = 2090 gcpg. 0900 piggy 0000 SCT1 -
Science 9 Chemistry
History & 5522 -
4 Social 2500 World 0.500
Studies Hist/g -
PASO -
Thea Arts |,
CB10-
Comp WL41 -
Fine Arts or ENOS - Foundation, Frenchl,
Scte 1000 gngishg 0000 ggig. 0800 yppy 7 0500
Desktop Welding |
Publish,
MU29 -
Beg Guitar
TS32-Tr. ARS4 - Be
Safety, Jewelry, +
1| J kil ]

Printed Student Career Plan Screen
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Chapter Five:
STUDENT CTE

This chapter covers:
» Overview of CTE
» Adding CTE
» Editing CTE
» Menu Options
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OVERVIEW OF CTE

The Synergy SIS > Course History > Student CTE (Career and Technical Education)
screen records student participation in official CTE programs.

Student CTE «
Student Name: Abbott, Billy C. School Hope High School Homeroom: 216 Teacher: User, T.
CTE |
Last Name First Name Middle Name  Suffix ~ Perm ID Grade State ID
|Abbott [Billy Jc | |905483 12 ~ [0001341311
Special Populations Code
™ Disabled ™ Limited English Proficient I~ Economically Disadvantaged I™ Single Parent
I Displaced Homemaker ™ Non-Traditional
CTE to Report Career Cluster to Report
|Accnuntmg and Related Senices V| Business Management & Administration b
CTE Programs Chooser | ()
" ompleted ode tle ompeter
r AC Accounting and Related Services N v

Student CTE Screen

ADDING CTE

CTE programs can either be automatically assigned to students based on their courses, or
the programs may be manually assigned. To add a CTE program manually to a student’s
record:

1. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

Edupoint G b ’

— PR it

La (M QuickLaunch L Lock | Sign OUT | Suppne | Help

Focus

2. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ @D B | (oo ) e |

Edit Button

3. Navigate to Synergy SIS > Course History > Student CTE.
Click the Chooser button. The Chooser screen opens in a separate window.

Find Select

Chooser

Find Criteria ]
Code Title

AddSclectedRon) > || AddAlRow@) >> |

_ Search Resuhs|
Find Result

Q
[Lne[Code ——  [Ttle

Chooser Screen

5. Enter all or part of the CTE program Code or Title and click the Find button. All
programs that match the find criteria appear in the Find Result grid.
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6. Under Find Result, click a program to add, or hold down the Shift key and click

multiple programs, and click the Add Selected Row(s)> button to move the

selection to the Selected Items grid. Or to add all of the programs listed under

Find Result, click the Add All Row(s) > button.

Find ! Select b

~—"
Chooser
Find Criteria (6]
Code Title
I Add Selected Row(s) > Add Al Row(s) >> | I
_ Search Results|
[ Find Result [@) Selected Items
| | £ |
I |AG | Agricultural Business Management I AC  |Accounting and Related Services
Finding CTE Programs
7. Click the Select button.
Student CTE («
Student Name: Abbott, Billy C. School: Hope High School Homeroom: 216 Teacher: User, T.
CTE|
Last Name First Name Middle Name Suffix ~ Perm ID Grade State 1D
[Abbott Billy c | Jo0s483 12 ~ [0001241311
Special Populations Code
" Disabled [ Limited English Proficient I Economically Disadvantaged I Single Parent
™ Displaced Homemaker ™ Non-Traditional
CTE to Report Career Cluster to Report
b b
CTE Programs Chooser |y
P 2l = e =
I r AC Accounting and Related Services il v

Student CTE Screen, Program Added

8. Click the Save button at the top of the screen.

9. Select any Special Populations Code to which the student belongs by checking

the appropriate box.

10. In the CTE to Report list, click the student's main CTE program.

11. If the CTE program is associated with more than one career cluster: In the Career

Cluster to Report list, select the cluster to be reported.

12. For each program listed under CTE Programs:

e If the student has finished the program, check the Completed box and enter the

Completed Date.

¢ Rate the student’s skills in the program area using the Competent list.

13. Click the Save button at the top of the screen.

Copyright© 2013 Edupoint Educational Systems, LLC

83



Course History User Guide

Chapter Five

Automatic assignment happens when a student is enrolled in a CTE course and the update
process is run. The CTE update process can be run in bulk, or run individually for one
student. The Update Student CTE screen assigns CTE programs to all students at the
school in focus, as described in the Synergy SIS — Course History Administrator Guide.

To automatically assign to one student:

1. Click on the Menu button at the top of the Student CTE screen.
=) @0 S

Save Undo A Status: Ready | @ %‘i\g,@

Student CTE

(«

Student Name: Abbott, Billy C. School: Hope High School Homeroom: 216 Teacher: User, T.

™ Disabled ™ Limited English Proficient ™ Economically Disadvantaged [~ Single Parent
I” Displaced Homemaker I” Non-Traditional

| cTE|

Last Name First Name Middle Name Suffix ~ Perm D Grade State ID
|Abbott |Billy jc | {90543 12 v |unu1341311
Special Populations Code

CTE to Report Career Cluster to Report

b o

Student CTE Screen
2. Select Update Student CTE Data.

venuv] || () (D (D | &35
|Edit Student Data i
Update Student CTE Data| i
Views Audit Detail For Student CTE
Student CTE Screen, Menu Optio;s

3. Click OK to dismiss the success message.

Message from webpage ﬂ

l i The 'Update Student CTE Data' process has completed,

Message Box

4.

If the student has completed or is currently enrolled in any courses assigned to a

CTE program, the program is added to the Student CTE screen. If only one

program is found, it is also automatically entered as the CTE To Report.

Student CTE [«
Student Name: Abbott, Billy C. School: Hope High School Homeroom: 216 Teacher: User, T.
CTE |
Last Name First Name Middle Name ~ Suffix ~ PermID Grade State ID
[Abbott [Billy Ic | [905483 12 v [0001341311
Special Populations Code
I~ Disabled I Limited English Proficient ™ Economically Disadvantaged I™ Single Parent
™ Displaced Homemaker I~ Mon-Traditional
CTE to Report Career Cluster to Report
Accounting and Related Senices + | Business Management & Administration A4
CTE Programs Chooser ‘ @
% = £ = =
I ‘ - AC Accounting and Related Services N v

CTE Program Added
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EDITING CTE

To edit a CTE record:
1. Navigate to Synergy SIS > Course History > Student CTE.

Student CTE G

Student Name: Abbott, Billy C. Schook Hope High School Homeroom: 216 Teacher: User, T.

CTE|
Last Name First Name Middle Name  Suffix Perm ID Grade State ID
JAbbott [Billy Jc | |oos483 12 ~ [o00131311

Special Populations Code

I Disabled I~ Limited English Proficient I” Economically Disadvantaged I™ Single Parent

I Displaced Homemaker I Non-Traditional
CTE to Report Career Cluster to Report
‘Accnummg and Related Senvices V‘ Business Management & Administration v

CTE Programs Chooser | ()

e ompleted ode tie ompete!
r AC Accounting and Related Services il v

Student CTE Screen

2. Make sure the focus is set to a school and not the district. The focus is indicated in
the top right corner of the screen.

il Hope High School
Edupoint Vebuicaon
‘ - Schaol District User. Adlv!in U!err
Show active and inacti A

' E: ,‘n Quick Launch L Lock | Sign Out | Suppure | Help

Focus

3. Change to Update mode by clicking the Edit button at the top of the screen. If the
button is not available, Update mode is already turned on.

]| @ QD) | 55 (e ) e

Edit Button

4. Select any Special Populations Code to which the student belongs by checking
the appropriate box.

Select the main program for the student in the CTE to Report list.
For each program listed under CTE Programs:

e If the student has finished the program, check the Completed box and enter the
Completed Date.

¢ Rate the student’s skills in the program area using the Competent list.
7. Click the Save button at the top of the screen.
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To delete a CTE program record:
1. Check the box in the X column.

Student CTE Screen, Delete Column

2. Click the Save button at the top of the screen.

MENU OPTIONS

Student CTE [«
Student Name: Abbott, Billy C. School: Hope High School Homeroom: 216 Teacher: User, T.
CTE |
Last Name First Name Middle Name  Suffix ~ Perm ID Grade State ID
[Abbott [Billy Ic | [a05483 12 ~ [0001341311
Special Populations Code
™ Disabled ™ Limited English Proficient ™ Economically Disadvantaged ™ Single Parent
™ Displaced Homemaker I” Non-Traditional
CTE to Report Career Cluster to Report
Accounting and Related Services + | Business Management & Administration b
|_CTF Programs Chooser |Q
> = gl = =
I r AC Accounting and Related Services N -

At the top of the Student CTE screen, a Menu button provides access to additional

information regarding the student’s CTE programs.

Menu- | l.k@ l.FD '09

Edit Student Data

Update Student CTE Data |

View Audit Detail For Student CTE
Student CTE Screen, Menu Opﬁons

e
&* |
< 8

The options available under the Menu button are:

o Edit Student Data — puts the screen in Update mode instead of Inquiry mode and

allows the data to be edited.

¢ Update Student CTE Data — adds or removes CTE programs for the student based

on course assignments.
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¢ View Audit Detail For Student CTE — the Audit Trail History screen lists each
change made to the student’s records, including who changed it, and when.

Audit Trail History E
Properties Show Detail |
e|Business Obje Prope e . aw Value Old Value - Date e
SELT ame amp
StudentCTEProgram  |Competent Insert N gmn -??gg%g“
s ot s o [
CTEProgramGU Insert | <Link=> g‘ﬁ\’n glggg%gﬂ
v e e T
SIUCTEProgramGU Insert | <Link= gﬁ,n 22(513%311
StudentGU Insert |<Link> gzirer:‘,n sg{gg%gﬂ
StudentCTEProgram |CTEProgramGU Update |<Link> g(—“;?nfm g’g’ggfgg“
Comrs e ~ Sy ey
Corven e ~ Sy
¢| SstudentCTEProgram  |Completed Update |Y N ngr“r:\n 22’;’?’%211
cosn e ~ Ny
CTEProgramGU Update <Link> gm,n ggfgg%gﬂ

Audit Trail History for Student CTE

The Print button at the top of the screen may be used to print the information on the
Student CTE screen.

]| @ @ B ()] e | o |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does not
show the information available using the scroll bars.

[Menuv] | @D | 55| 5o | undo Ststus: Reacly | /2 Zm‘tg
Student CTE

Student Name: Abbott, Billy C. School: Hope High School  Homercom: ;LuQD TEEJT. Sullivan, J.

CTE|

Last Name First Name Middle Name Suffix  Perm ID Grade Sta

bhott Billy lc | |90s483 f2 ~ Jooi
Special Populations Code

; I~ Limited English I~ Economically I~ Single
-
Disabled Proficient Disadvantaged Parent

™ Displaced ™~ Non-Traditional

Homemaker

CTE to Report
|Inforrnatinn Technology i

Career Cluster to Report
|Informatinn Technology -

CTE Programs | Chooser |@
_x Line| Completed $| Completed Date $ Code $| Title $| Competent $

r 1 ~ |p8r2812012 §| IT Information Technology ~ |¥ ~|

Printed Student CTE Screen
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Chapter Six:
REPORTS

In this chapter, the following topics are covered:

>

VVyVYy VY VY VYyVYyVYVYYVYYVYYVYY

Available Reports

CHS202 — Student Grad. Requirement Profile
CHS404 — Student Graduation Check
CPL201 - Student Career Plan Profile
SLP201 — Student Service Learning Profile
STU204 — Student Transcript

CHS801 — Course History Labels With GPA
CHS401 — Student Credit Check

CHS402 — Graduation Requirement List
CHS403 — Repeat Course

CHS405 - Locally Awarded Verified Credits
CTE401 — CTE Program Participant List
CTEG601 — 40th and 100th Day CTE Totals
SLP401 — Student Service Learning List
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AVAILABLE REPORTS

The available reports for Course History, Career Plan, CTE, School Attended History, and
Service Learning are found under the Synergy SIS > Course History > Reports.
Individual reports print information about a single student per page, but can be printed for
multiple students at one time. List reports generate summaries for multiple students.

7 Reports
= Individual

CHS202 - Student Grad. Requirement Profile
CHS404 - Student Graduation Check
CPL201 - Student Career Plan Profile
SLP201 - Student Service Learning Profile

8TU204 - Student Transcript
= Labels

CHS801 - Course History Labels With GPA
= List

CHS401 - Student Credit Check

CHS402 - Graduation Requirement List
CHS403 - Repeat Course

CHS405 - Locally Awarded Verified Credits
CTE401 - CTE Program Participant List

SLP401 - Student Service Learning List
= Summary

CTEG01 - 40th and 100th Day CTE Totals
Course History Reports

To print a report, navigate to it, select options, and click the Print button.

Reference: For more information about customizing all Synergy SIS

2 reports, please refer to the Synergy SIS — Query & Reporting Guide.
This chapter covers only the customizations specific to each of the
reports used in Course History, and the additional options available on
the other tabs are explained in the Query & Reporting Guide.
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CHS202 — Student Grad. Requirement Profile

The student graduation requirement profile prints out the complete student course history

with a summary of the credits needed by subject area.

Hepe (HS31) Yoar 2007-2008
Student Grad. Requirement Profile  Rapeet cHS202
Grad Req High School

Ganeral Infoemration

et Ttmen T o G B To B
Abbott, Billy C. 505483 M| 12 | 08f4z007
Gaviems G By i B e
1041388 | 3515 Pence Ct
o e e rgege e
703-555-1212 English Hispanic Annandale, OH 22003
Regared P Ve
Jsshcs avea b cresie [oourss T comsta
[ 2a s ot T 2 v
P
M
A ot
.
P
v
Tr——— O
c s
P
8 cm
= v
e
o s
c s
c s
& o
P
& cm
A om
A om
A e
P
P
PR
c  em
A o
[ v =
c  em
N
P
o
c  em
A
e T =
PR¥
&
c s
P
e
T T (s B s = =
e e e oI

Graduation Requirement Profile, Page 1

Hope (HS1) Year 20072008
Student Grad. Requirement Profile  Roport chs2oz
Grad Req: High Schoal

Genaral Informaticn

Shetars Haera i Gar | Grace | Bt D
Abbott, Billy C. 805483 M| 12 0@ 42007
Lt Hamn Giowa By sk Herre At

e
10M41S88 | 3515 Pence Ct

i o i e i
703-555-1212 English Hispanic Annandale, OH 22003
gt ] WP wed
Issbct sma loouess T o
" 220
P m— ™
T prm
T
nams s s
S0k Engh T T
ocs wateneas P s Prsses
e Stansans =
et Tabse
oo g et
equired Houn o
02 I Trasmez
o
ane | sra |status.
fruars remsoos I rasmes
e TaT

Graduation Requirement Profile, Page 2
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The report can be customized using the
following options:

Graduation Requirement —
select the graduation requirement
definition to use for the report

Add Work In Progress — select
None, Student grades, or Student
schedule to include the student’s
current schedule

School Year for Request Credit
— select a school year to include
the student’s requested courses

Grading Period — if work in
progress is selected, choose
which grading period to use

Term Definitions — select which
terms to use for work in progress

Show Detailed Course History —
show all courses in addition to a
summary by subject area

Show mark received for
completed coursework — display
the mark earned for each course

Show Credit Waivers — include
waivers in the report

Report Interface

MName: Student Grad. Requirement Profile Number: CHS202 Page Orientation: Portrait

Opliunsl Sort / Output ~ Conditions | Selection = Advanced
Grad Req Options (5]
Graduation Reguirement

High Schoal v

Add Work In Progress

b
Include future course request credit by picking the school
year request credit {leave blank to skip course request credit)
School Year for Reguest Credit

w

Grading Period Term Definitions

3 5152

¢ Show Detailed Course History
¥ Show mark recieved for completed course work
[~ Use Simple Header [~ Suppress Page Break

Course Display Option
Course |0 and Title v

Student Info (6]

Last Name First Mame
[#obott Billy

Fern 1D Grade

905483 12 5

Section 1D

Filtering )

student Filter

Students Which:

[~ Meet Subject Area Req

I~ Meet Test Req.

I Meet GPA Req.

I~ Meet Service Learning Reg

Student Grad. Requirement Profile Report Interface

Use Simple Header — reduce the size of the page header by removing the student

detail information

Suppress Page Break — if this is selected, the report does not insert a page break
before each student’s record when printing the report for multiple students.

Course Display Option - select whether to display Course ID and Title, Course ID

only, or Course Title only.
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The report can also be filtered using the following options:

¢ An individual student or group of students can be selected by filtering on the Last
Name, First Name, Perm ID, Grade, or Section ID. For example, if grade 12 is
selected the report prints an individual report for each student in grade 12.

e Using the Student Filter, students that meet or don’'t meet the checked off
requirements are displayed. The Student Filter may be set to Exclude, Include, or
Show All Students and the requirements that can be used as a filter are the
Subject Area Req., Test Req., GPA Req. and Service Learning Req. For
example, if the Student Filter is set to Include and the Test Req is selected, an

individual report is printed for all students who have met the test requirements for
graduation.
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CHS404 - Student Graduation Check

Report CHS404, the Student Graduation Check Report, presents all of the requirements

needed for graduation with the detail of the student’s progress in meeting those

requirements. It can show the complete course history, a summary of the test results, the
GPA and class rank, the total service learning hours, and the credit progress in each of the

subject areas.

Chapter Six

Hope (H31) Year  2007-2008
Student Graduation Check Fopost: CHES04
as of 03124/2009
Sasat K G S I Dbimder

EDoot, Silly ©. | 12 | Teoisaian
E— T s o emp i FRequirsmants Met Cheok List
Blalock High Schaol Hogs (HET) [ cradits
Fall 2031 Grade f8  Spring 2003 Grads 11 aP
& [H® 3 Caghitn B Foase ) ame  ERED 0 Myekgy ¢ wmoem |0

WAXT W Aigebaw £ onEh ) aEs  MAS 6 MiGaamery & e ) oes | [] Subpest Anas

MU 1 Spmphonk Dane € AW Am MU 1 gt onks Downe A B8 ) B8 D Tast

GG 7 Gudad Care & am ) Al PAEL 1 Thesdrml A B B

¥ Y Goenod £ RS RS PEM 1 WekuTr Do £ B s | ] Servios Leamisg

a1 Weddbing o BB B8 5I¥ ¥ AverMirsy) B EE B
Hogs #51) Hogs (HET) GPE Clras Mask cul of B3
Spring 2001 Grade 00 03 307 Grads 12

CHf 1 Covme bz Foam ) am ! BoEm ) em G G 2085 s

[N} 3 Coghin & £ AN ) AW 1 ] —_—

WAIT N Aigehes A BB AW 1 W Boo j pps | Tolsl Cracis Atlemptest el

WM T Symphank e b AW A 1 A BB ER | Teig Credia Complated: 1880

SO 3 Goeroe® SRR T 1 woEm ) Em

T & aBh ) AB i & ©56 ) g | Tolal Credis Requised e Frd ]

- Geadisle
Hoga HE1) Hogs (HET)
Surmmes 2007 Grade 00 512000 Grads 12 Class of 2009~ Fiigh Sckonl

[HX 3 Coghin & B RS A 1 RS ES -

MAITT W Aigsben TR ] 1 £ pm ) oem | Susjes :"'“ Kasd Seatan
Hopa i) i o b em | FEsdmetwsTers: im CeTgERd
Full 2032 Grads 10 . y sl wr Pwicnl Dazador 101 Cevpued

THEL 3 LiTagior FoLE am i Soamer | recse 4 Cevpund

WS S Gecrery £ BB AW B o em ) em | TrEW 401 1B ircomples

MLIZE 7 sy Guils o Al aAm Mt eTmct 401 250 Ircomples

ML 1 Symphank Dane A B/ AR 1 W) Ew Lol ary S woce 101 2B Ircamplee

Mg B e TR b = kN Hiazory mrd o nl Simwcs AD1 RS ircomples

FagD 1 Tras Al R aE N b ems ) pg | Vi Prgess Creits baciued
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Student Graduation Check
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The report can be customized prior to printing as follows:

Report Interface

MName: Student Graduation Check Mumber: CHS304 Page Crientation; Portrait

| Options |_Sort / Output  Conditions | Selection | Advanced

Graduation Profile Options &
Graduation Profile Definition

High School b

Student Info @]
Last Mame First Mame

[Abbott Billy

FPerm ID Grade

I905483 12 b

Student Graduation Check Report Interface

e The Graduation Profile Definition to be used for the report may be selected from
the drop-down list.

e This report can be also filtered to print a report for one student, or a report for every
student meeting the criteria specified. Students may be selected by Perm ID, Last
Name, First Name, or Grade.

4 Reference: For more information on how to customize this report,
please see the chapter on the Student Graduation Check Report in the
Synergy SIS — Course History Administrator Guide.
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CPL201 — Student Career Plan Profile
The Student Career Plan Profile report lists each of the subject areas required for

graduation, and shows what courses
or are planned for each subject area.

have been completed, are in the student’s schedule,

QUPOIn Hope High School ] Year 20102011
mn!:ﬂ Student Career Plan Profile Report CPL201
General Information
Studant Mame SIS Number Zen Grage Emter Date Leave Date
Abbott, Billy C. 905483 M| 12 | 083172010
Last Mame Goes By Hick Name Birth Date Home Address
051271993 1360 S Val Vista Dr
= Home Language Etfinic: Code
SR Spanish HEspanic Msa, AZ 85234
Requirad cmum In Progress Plannad Headad
Area ‘Crd| Coures Title Mark _Crd|Courss Title Crd | Courss Tibe: crd| Crediia
English 4,000 EMO-Engiish 3 c 0.500|ENLE~-Frin Eng I 0.500 3.000
EN34-Frin Eng il o 1]
Mathematics 2,000 MAZT-Algehira | A 1.500| 0.500
MAS 1-AR Geometry o 1]
MAZ1-AR Geometry F 1]
Laborsiory Scence 2.000) SCO+-gdence 3 o 1] 0.000
BC0-8dence 5 c 0.500|
‘BCLs-Bioiogy A 0.500|
BCLs-Sloogy D -]
BCT1-Cremery B 1000
Hiskory & Socal Studles 2.500) SEZ2-Worid Histlg c 0.500| 2.000
Fine Aris or CTE 1.000) C810~Comp Foundafon F 1] 0.000
CB18Deskinp Fubilsh D 1]
ENDsEngish § F 1]
M -Meiding | F 1]
AL 3-Eeg Guitar o 1]
PASH-Thea Aris | B 0.500|
W4 1-Fremch | c 0.500|
Electives B.500) ARS4-Seg Jewsiry A+ [.500|52 0300, 10Hinkoduction 1o Bu: 0.500) 0,000
ENA-Shakespeare c 0.500|F77-Frindprac Eoon 0.500
ENS51-Lit Explor B 0.500 |MCHE2-R% Eth Per 0.500
EMEI-ANTOIOTY c 0.500 |PASS-mismmediabe ACENg 0.500|
ENECHEng (b Lt A 0.500|PETEI-Weight Tm Boys o.5:
M2 1-Eymphanic Band C 0.500|2351-Teacher Ald 0.500|
MZi-EymphonicBand B 0.500
MEE-Eymphonic Band A 0500
MEE-Eymphonic Band A 0.500
ML 1-Manch Band A 0.500|
ML {-March Band B 0.500|
FPAST-Thea Aris I c 0.500|
PETEMeight TmBoys © 0,500
SMG2-Ol AsstCouns P 1]
BE34-Amer History | c 0.500|
BE3c-AmerHstoryl B 1500
BE51-Am Gowt c 0.500
T332-Tr. Safety B 0.500|
Totals 20.00| 15.00| 3.50) 000 550
Printed by Admin User at 077242011 224 PM Edupoint School Disirict Page 10f1

Student Career Plan Profile
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The report can be customized prior to printing as follows:

[«

Report Interface

Name: Student Career Plan Profile Number; CPL201  Fage Orientation: Portrait

| Optionsl Sort / Output = Conditions = Selection = Advanced
Student Info ]
Last Name First Name
[Abbatt Billy
SIS Number Grade
[905483 12 v
Student Career Plan Profile Report Interface

e This report can be filtered to print a report for one student, or a report for every
student meeting the criteria specified. Students may be selected by Perm ID, Last

Name, First Name, or Grade.
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SLP201 — Student Service Learning Profile

The service learning profile prints a list of all student service learning activities.

A uRDing Hope (HS1) Year  2007.2008
m Student Service Learning Profile Rapoet: SLP20
Schazl DT
Student Informaton
St Marn Paure 12 Gancie| Grace Atass x
Abbott, Billy C. 8905433 M 12 g
S pr— Bk Nmme Hith Dt 3E16 Panos C1 [=]
10/14/1988 Annandale, OH 22003 =
----- Home Lenguags Eifric Cose Ester Dum Laiva Dale m
703-3553-1212 English Hispanic 0aM4izo07 5
(9]
Dabe Earned Catmgory Frojsot Nams Hours
02052008 1 Town community cenber afler fours eip 000
120252007 1 Homiless sheRer assistance 10.00
Yol Aoure____ &0.00
TR R - T T T T
Student Service Learning Profile
This report can be filtered to print a report Report Interface

for one student, or a report for every
student meeting the criteria specified.
Students may be selected by Perm ID, or
Last Name and First Name.

Groups of students may be selected by
choosing a Grade Range, or the Date on

which the Service Learning was earned. If

a number is entered into the Total Hours
box, the report prints a report for each
student that earned that number of hours
or more.

To remove the student detail information
from the header, check Use Simple
Header.

Name: Student Service Learning Profile nNumber: SLP201  Page Orientation: Portrait

| Options |_Sort / Qutput  Conditions | Selection Advanced
Student Info

Perm ID

905483

Last Name: First Name
Abbott Billy

Grade

Options
Date Earned

-

Total Hours

"] Use Simple Header

School Type
School Type [T Show School Type
¥ | [7] Group By School Type
Student Service Learning Profile Report Interface

School Type - make a selection if you want only the records from a single type of school to be

displayed

98
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Show School Type - select this check box if you want the school type to be displayed in the report
after the Project Name column

Group by School Type - select this check box if you do not select a school type in the School
Type list, and you want the report to be grouped by school type. The report shows a subtotal of
hours for each type and a grand total at the bottom.
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STU204 — Student Transcript

As the example below demonstrates, transcripts can contain a wealth of information — much
more than a standard list of courses and grades. The student’s test history, service
learning hours, and extracurricular achievements can also be included, as well as GPA and

class rank information.

Student Nams
Edupoint School District High School
Lbbott. BHly C. Hops (H31]
Hopa [HE1)
Perm IC Grade Semoier Mara® 10, 2008
305483 12 Mals ﬁﬂupu"n
Crate Of Birth Phuomne ' E Phone Fax
10141388 TOF-555-1212 - TO3I-555-1212 345-555-1213
Haome Address Schiog| [jis‘tﬂ':-t Echoal Address
3515 Pence Cf 123 Maln 5t
Annandals, OH 22003 Wlenna, V& Z2182
[ emim Cearse Titie Mk Cred AfiCmp| G D Course TEe Wark  Cred AmTrp]  Ce 0D Couse Titk Mark  Crsd ARCRp
Blaloek High Bcanal Haps (HET) Hepe (HET]
e = Term Fall reie ¥ i 2002 Tem  Sgring Gada 10 T 2003 Te'n Sgring Gaga: 10
R OEME Enghek @ F CEN  Corp Fousdston F HEEE  Amerdioy B EECFLED
HAFT Algmem ] Q CEME  Desbisg Puslisk o Tz AR 100 Cred Cmpr 202 GRA; 320
o2 Eymreionic Band o En: Frir Erg | [+ Gradustion R remin: O3 = ar;
HeEY Elu &l Czuny [ Ens1 L Escpler 8 : Eunject Arma Wy Corg| Mesied
BCoe  Soaock § o 2 AN ANy ' O Fie s or Carest Tecn B3 voa| 1o
B5F1 ok His o D80 08D MUGE  Symskaric Band B - - . . .
Trad AR 250 Trad Crrp 280 SRR LD BCa8 E - HIR il Py nlcl i -t B
g (HE1) Toaz AR 100 T ] :"::" :i ’I‘: 2un
“ghuh 5
e, T - Hopa iy Walterrmlzs 4.00 180 250
B Ciom puiar Azpm F ] TEo 20 Temn Summe  Gade 10 Lalzimtycy Scmiem 550 1.0 280/
EhiE  Englab® Q FEIAE  CoPer) D A 050 { 080 ity wed Seekal Sciaro o) 1o 1.20)
WAZT  Algmbm | A SC4b  Bislogy ] ioso{ToTa
HLUZ1 Symghonic Bans [} Comd AR 100 Coms Oy 100
SC0E Sosncsd o 8 Haps (HET)
BEI  WWorkd Hisig [+ 082 § 082 ] Tarre Fall Seade
Crad A 100 Crad Creg: 350 GE& 1TIE —
Frir Erg li = ros
i) Wealding | F i
e = Tem Bumme  Grede Symiskaie Band A i
ERDG  Erglak® B 5 March Band B fos
il Alysbe | O- = Auraat Himizey | L= L
Crad A 10 Crad Crep: 00 GRA 14 . Gty ] cadenk Bacation
Hega (HE1) Frinchl L. D|.q;mmn:m;-m=u 2008
JE TR L I Gl e 1.8 GRA: LOOL | cwtarmi Honer Secisty Mambar 2004
EFE1 Libspor F Hoapk g el Honsd Szadety Mariai
[Frs] Ak Oacetsy 5] T Sgring  Gade
HUZE By Ouler o- Wbiogy [ =0
HUBE  Symghonic Band A A1 Oscmsly o LIl Prpm—p e
HUET  Wasch Bard [} Eymizkanic Band A
PaE0 Thas Ao | [} Thas A i A
S04 Bick F 8 might Tea Boyw [
Trad AR 250 Crad Creg: 2 50 GRA 21 FTEE

B om el f ifizest H = Hasoes oo Colege Pres Coae
Grade Foimt Lagend GFA Summary HOTES
[ark [ Woma] Hosom]|  Sumestsakng» 1z
1 5] 71 Bty wil niat graduate whin bz class unisss b2 can pass the Exit Exam
L rext sk,
Rankad By
Cunmulitive GPA
Enter Dale Clags Rank
CeN4iIoT T4 ouk of 320
Lz Ciake Craduston Calz
Class of 2009
K ¥
Zignase 431102002
Pags 161
Student Transcript
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You customize the transcript through the
Student Transcript Options screen.
However, at the time the report is
printed, the student transcripts may be
printed in groups by setting the criteria in
the Student Info section.

To select which student transcripts are
printed:

e Filter for an individual student
using Perm ID

e Select a group of students using
the Grade range or Section ID
or Counselor.

Options:

Report Interface

Name: Student Transcript Number: 5TU204 Page Orientation: Portrait

_StudentTranscriptl Sort / Output = Conditions | Selection = Advanced

Student Info

Perm ID
905483
Grade
Section ID

Counselor

Show Only School of Record

Transcript Options

Transcript Options

Suppress WIP

Suppress Graduation Requirement

Suppress Test Types[ T
™ Fall

Suppress CHS Type
™ Default ™ Jr. High School I High School I Other

Student Transcript Report Interface

¢ Show Only School of Record — select to limit the display to courses completed at
the school where the student is currently enrolled.

e Transcript Options — select which transcript format to use.

e Suppress WIP — select to prevent work in progress from printing.

e Suppress Graduation Requirement — select to prevent data related to graduation

requirements from printing.

e Suppress Test Types — select to prevent selected test types from printing in the

Additional Tests section.

e Suppress CHS Type — select one or more course history types to prevent them

from printing.

Copyright© 2013 Edupoint Educational Systems, LLC
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CHS801 — Course History Labels With GPA

The Course History Labels with GPA report prints a set of labels that includes the student’s
list of courses for a specified grading period with the grade received for each course.

Abbof, Blly . Hopes High Scnoal

2ty 10905453 Grade:12 1Z'z008
T Taachar ME Comd ABE ABS
Am Sovl Jackzon, Kathy c

Seqg Jewsry Sulllvan, Joe A=

Slokay T, Robert 4

Eng (brit) LE Emydes, Joan A

riermeciate Acting Gardner, David c

Sparish I Oistad, THany (=23

Weight Trm Bcys Joseph, Thomas A

Course History Labels with GPA

Course, or the Title from Student
Course History.

Options:
e Select the Month and Year of the Tl IETEE: «
G I’adlng PerlodS tO be Included . Narm.?: Course Hl‘stury La\beléWllh GPA Numner:chfm1 Page Orientation: Portrait
()ptlonsl Label Setup = Sort / Output | Conditions | Selection
Grading Periods Q)
e Choose the GPA or GPAs to be Mont” — Year
printed on the label from the GPA msp.a,,op.io:, 3
Type 1 and GPA Type 2 lists. GPA Type 1 Override Label (Default is ACA)
TO Overrlde the Iabel for a Selected GPA Type 2 - Override Label (Default is TOT)
GPA type, enter the new label in the  [couss 1t snon
. . Title fram Student Course History v
Overrlde Label box TO aVOId . I~ Show School Name and Grade from Course History
overrunning the printed margins, it I~ Show Attenciance
is recommended to keep the label [<ishew Attendance 2
I™ Show Conduct
to 3 characters. D
H H Format Options Q)
Select which Course Title to show |2
from the drop-down. It can be the : £
Long Title from District Course, —_— E
the Short Title from District Lol ornre

Course History Labels with GPA Report Interface

To show the school and grade level from Course History instead of information from

the District Course screen, check the box Show School Name and Grade from
Course History.

e To show additional information from the student’s grading records, check the boxes
to Show Attendance 1, Attendance 2, Conduct, and/or Credit.

e Select how to print teacher names from the Staff Name Format drop-down list.
They can either be in Last Name, First Initial or Last Name, First Name format.

e To print labels for students at specific grade levels, check the grades to be included
in the report in the Student Filter section.
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CHSA401 - Student Credit Check

The Student Credit Check prints a list of students with the total of their credits attempted
and completed. It's designed to generate a list of students who are behind in their credit

totals.
AU Oipn Hope (H51) Yoar  2007-2008
o Student Credit Check Fopost: CHS201
Echag] piaTE

‘Grade 12 studants wih l2cc than 18.000 arec=e ac of 122008

Craditc. Credic
Studant Nams 518 Mumbar @snaar Afiempbed  Completed
Acosia, Eupens A ET3E Mals 17.500 17500
Adames, Sood M. SaaC0E Mals 17.000 17.000
Adarres, Sean 8. BTT340 sl 16.000 15000
Addinglor, Pala k. ETiEEE Femals 17.000 17.000
Aztiost Jesze J el 17.500
Aguilar, Rager F. e 18.500
Aguire, Jazon K. Maiz 17.000
Alder, Lawrence S sl 15.500
Alexancer, Frec D, izl 15.000
Algin, Steven J. sl 17.500
Abwine, Roy B Maiz 17.500
A, Margarss 1. Eamals 17.000
Andersan, Faua N. Femalz 17.020
Andrews, Jean L Femaiz 18.500
Appie, Dana Femaiz 16.000
Arcls, Arne L. Female 17.500 00
Ao, Kelly L Femals 17.500 200
Amow, Wayre M. sl 16.000 00
Saley, Ruoy A Femals 16.500 &:00
Sally, Geoge Mals 16.500 £000
Saker, Tina Femalz 17.020 000
Sants, Eugene E. Maiz 16.000 soca
Sarker, Juan B. sl 17.500 000
Samalt, Teresa J Femalz 15.500 00
Salchelor, Judy R Femals 18,000 £000
Salchior, David L. sl 17.020 00
Beck, Waker R sl 18.000 000
Seckstead, Phyils M. Femalz 17.020 000
Sergen, Faula A Femaiz 17.500 Tl
Semal, Amands N Femalz 17.500 000
Singham, Sancra D Femalz 15.000 000
Sifer. Cebra 8 Femals 17.000 &:00
Slasdeil, Tedd C. sl 15.500 00
Sond, Ashlzy G, Femals 15.500 s:200
Scrup, Shawn k. Maiz 17.000 g:00
Soschee, Teresal Femalz 14.000 4000
Scuidin, Carl T Maiz 17.000 £eo
Sowyer, Jesse P. sl 15.000 00
Sranch, Clarerce L. sl 16.000 000
Srinkerhofl, Mancy M. Femaiz 17.000 £eo
Sroct, Cynihia M. Femalz 17.000 000
Srcaks, Amy M. Eamals 17.000 =00
Srccks, Cardlym A Femaiz 15.000 £oca
Srown, Jose T. sl 17.020 000
Snuhn, Gary A Malz o a
rantmd By Admin User L CRZA2000 £12 PW Eddapuart Sz tael Latect EE

Student Credit Check

The report selects all students who
don’t meet the minimum number of
credits as defined in the report criteria

Report Interface

Name: Student Credit Check Number CHS401 Page Orientation: Portrait

Oplionsl Sort / Qutput | Conditions = Selection | Advanced

Repeat Tags will not be included in the calculation unless a Graduation Requirement is selecied.

by grade. For example, if grade 12 is el Sl _ 9
. .. R Select a grade level and enter the minimum number of credits the student must have to qualify. If the

Selected Wlth a mln | m u m Of 18 Cred |tS, student does not meet the minimum number of credits, the student will be included in the report
the report pnnts a "St Of a” Students ~ Grade must have a minimum of Credits

- . ~ Grade must have a minimum of I—CfEEMS
Who have rl.Ot attalned 18 Credlts: ~ Grade must have a minimum of I—Cred\ts
Students with more than 18 credits are e s e
not included in the report. « [Grade must have a minimum of [ Credits

+ Grade must have a minimum of I—Credwls

Select which graduation requirement to S K
use for calculating the credits earned 5
from the Graduation Req uirement Student Credit Check Report Interface
drop-down list.
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CHS402 — Graduation Requirement List

The Graduation Requirement List prints a list of students that either meet the graduation
requirements or don’t meet the requirements, depending on the criteria used to print the

report.

Hope (H31) _ Year 2007-2008
bl Graduation Requirement List Fopart: CHES02
el Grad Req: High Scheoel

2dudant Hams Perm 1T Grads  Genger student Name Farm 10 Gratges  Gancer
Asgott, By . 505483 12 M Salchior, Cavd L. 40028 2 M
Achey, Bran R 513548 12 M Saaty, Bran J. EEELE- 2 M
Azosta, EugEne A #7350 12 M Samvers, Fameis £ FE08E :F
Azams, Howard T. o 12 M Seck, EfcT EEEEL 2 M
Azams, Soob b SIEHI0E 12 M Seck, Waker A 57064 2 M
AZams, Sean B 277340 12 M Sackind, Joan O I3 2 F
Accinghon, Faula M. 871586 12 F Sackstead, Fhyllz M. 57738 I
Aaivet, Jesse ). 544333 12 M Smmzon, Jog A §TTETE 2 M
Aguany, Karen G 135318 12 F Sannet, Pryls ErniE zF
Aguliar, Roger F. 551071 12 M Sergen, Faua A BTIE10 z F
Aguime, Jazen K SETIET 12 M Sarger, Ashiey ). EnbEE zF
Alchizen, Aloe E. g7172 12 F Samal Amanda SE34EE zF
Alder, Lawreno= 5. 210024 12 W {Eigier, Kicok= O} STISAT Z F
Aider, Sarzh C. SEE4E 12 F Singham, Sancra 0. 1ozeaT :F
Adrich, Steve K. BTEHS 12 M Shreniaum, Henry A 140343 2 M
Aexander, Fred O 575140 12 M {Eirkenhake, Desoraky 150275 I
sevander, George M. STE144 12 M Sicher, Hamy E. 50362 2 M
Aiger, Micole T, 87423 12 F Sier, Cebra & RECET 2 F
[AlEn, Chend L) SB0EE2 12 F Slmchwell, Heen 4. Erie zF
A, Cyrmly ET45ET 12 F [Elmtesies Howard R 142051 2 M
Agler, Heen L grag0 12 F Slagoel, Tood C. Ep e 2 M
Aller, Farer ETIIEE 12 F Shack Jokn A FTET4 2 M
Aller, Faren T, #71328 12 F Sopder, Juty M. EEEEE :F
Alen, Shawn C. B77Eaa 12 M {Biction, Billy A 155635 2 M
Allsor, Pamea O 253672 12 F Scnd, Ashley G, 574508 :F
Alpin, Sheyven J. 874435 12 M {Bongoyne, kary Al 234357 z F
Alwimz, Roy M. Brr=iE 12 M Sarup, Shamn B 222233 A
A, AEngATEt L 27184 12 F Sorustia, Ruby M. 05310 zF
Amtundzan, Jose . 2EE4E 12 M Sosches, Teresa J. EE zF
Arays Antreny C. 15168 12 M Salfiwel, BEn{aTin J. 573093 2 M
Arcersan, Ann ML E73E34 12 F Scif, Raymond M 574024 2 M
Arcerson, Faula M ETHIZE 12 F Souidin, Car C. §7I820 2 M
Arcrews, Jean L HTE4SE 12 F Sowser. Ruth F7dn2s :F
Agple. Dlara ETIEAE 12 F Sowyer, Jesze B F7TE 2 M
Ararbuls, Pamels A 873258 12 F Soyian, Jusn G 13485 2 M
Aedis, Anre L. 157541 12 F Sradshaw, Shra rg 2 I
Arnaid, Jasen K S1482 12 M {Eray, Gregory P §73303 2 M
Arrizen, Wty L. EEETEE 12 F Srady, Kenrain B 574028 2 M
Arnizen, \Wagne i, 273840 12 M Srake. Lo EEEEE :F
Arvankas, Christina T, BS27EE 12 F Sranch, Clarsmce L 531203 2 M
Arisn, Anmhany M 872128 12 M Srandt, Sanra b §TETIE :F
Ash, Louks T. ETIEE0 12 M Sracrier, Rooer . EEER 2 M
Aachisor, Ehitey M EEELCE 12 F Srinkerhof!, Mancy M. S40EED :F
{Batestisn, Julle 0.} 155458 12 F Srock, Cynihia M. WOTDS3 2 F
Ealizy, Evetyn B726ER 12 F Sroderizk, Canotm b 5T7E3 2 F
Elley, Fuby A SERE 12 F Sroderizk, Parica R EE44TE zF
Eilly, Gaorge E74E72 12 M Sraoks, Amy M. g7z zF
B, Liols A 524710 12 F Srooks, Carniym A g34347 zF
Eares, Tira #7330 12 F {Erown, Dlare M| 57708 zF
Eaken, Ramdy H. #7532 12 M Srown, Jean E. Cra :F
Eallew, Chris & ET4E4 12 M Srown, Jose T g3z 2 M
Earks, Eugene B. EETETE 12 M Srown, Faul 5. FTIE 2 M
Earmsour, Jundy O SET415 12 F Srugpeman, Sarsh 132402 z F
Earker, Juan S, SETOES 12 M Sruhn, Gary A 15554 2 M
Earingay, Jessioa G. 125570 12 F Suchanan, Canos G. 951503 2 M
Earreett, Janke 873568 12 F Suchanan, Julla C. §TIEET 2 F
Eara, Parca D 113858 12 F Suchanan, Regecca B S40015 zF
Earrat Tarass ). E7HET2 12 F Susna, Douglas M. 2ET3EE 2 M
Eascmaian, Judy R. EEETEY 12 F Surke. Ry A 108388 2 M
Fanid By S2min Lier il 05210000 518 P Edogsant Schese] ealecl Fage 1 o' B
Graduation Requirement List
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The report criteria may be defined as Report Interface
follows: Mame: Graduation Requirement List humber: CHS402  Page Oriertation: Portrait
. | Oplionsl Sort / Output | Conditions | Selection © Advanced
) Selecf[ the Graduation Grad Roy Options 3
Requirement to use to calculate T BT e —
student progress High School v
Add Work In Progress
e Choose whether to use the Student Student Schedule v
Schedule or the Student Grades to Grading Period Term Definitions
display Work In Progress, or select  |[Third Guarter v |deige
None to not include work in Student Info &
Last Mame First Name
progress. [Abbatt Billy
e If using work in progress, select the IZEQTB;D— ‘132“""3 =
Grading Period to use and the .
Term Definitions.
To select which student appear on the Filtering _ Q
report' Student Filter
e Filter for an individual student using St Wiien
First Name, Last Name or Perm ID || "=t St drmaen
™ Weet Test Req.

Select a group of students using
either the Grade or Section ID.

Choose either to Exclude or
Include students that meet the
areas checked off below (Subject
Area Req. or Test Req) using the
Student Filter. Or choose Show
All Students to include everyone.

Graduation Requirement List Report Interface

Copyright© 2013 Edupoint Educational Systems, LLC
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CHS403 — Repeat Course

The repeat course report prints a list by student of each course that has been taken more
than once by a particular student, and gives the dates and mark for each attempt at a

course.

R Aupoin

Grads 2tudant Nama
12 Abbok, Blly C.

Acklzy, Eran &

Acosta, Eugene A

Acams, Howard T.

Agams, Scomid.

Grouped by: Course History Course
Max Cradit

Hol

pe (H31)

Repeat Course

8l Humbar Course|D Course THIs

05483

13848

873585

93s208

MAZT

548

5Cos

MUz

PAS2

B2s

548

5Cos

PESD

548

Mgsbra |

Shoiogy

March Band

Eclence 5

Eymphonic Band

Ady Adting

Ay Crama

Ekoiogy

Eclence 5

Wight Tm Baoys

A Eign Lang

Slology

Ecience 5

Weight Tm Boys

Aa Girls Sparts

Shoiogy

ENTOW JrApEng

PESD

PETE

MAZs

A2 Gifls Sparts.

Adv Wt Boys

Mlgebra Ore

1.00

oLsn

Year, 2007-2008
Raport: CHS403

Tem Mark Atsmptsd

1320M
S2002
&2002

1320M

n ¥ ox o

P rr > PO O R FO0DDD0 D00 DEEErErEO0D0@D0

0.E00
[xk=in)
o.E0
o.ooa
o=
0.500
[xk=in)
o.E0
0.E00
[xk=in)
0.500
0.E00
0.E00
[xk=in)
o.E0
0.E00
o=
0.500
[xk=in)
o.E0
0.E00
[xk=in)
0.500
0.E00
o=
0.E00
[xk=in)
o.E0
0.E00
[xk=in)
[xk=in)
o.E0
0.E00
[xk=in)
0.500
0.E00
o=
0.E00
[xk=in)
o.E0
0.E00
[xk=in)
0.500
[xk=in)
o=
0.E00

** Sigrifies that courses had 1o be groused by a defaul course since Course 10 dic nat exist

Warked By A2m b Uase LW I L0008 503 PR

Edlopo e Betaodl Datbet

Faga 1ol 171

The report may be filtered by
Grade by selecting the checkbox
of the grades to include.

To include the current student
schedule, check the box labeled
Include Work in Progress
Classes.

Repeat Course

Report Interface

Name: Repeat Course number: CHS403 Page Orientation: Portraft

Opliunsl Sort / Output | Conditions | Selection | Advanced

Grade
CoarC ol

I 12

I™ Include York In Progress Classes

Evaluate Based on Credits

Attempted

v

Grouping Option

Q|

Default grouping is dane by Course linked in Course Histary which may or may not be the same as the Course ID that was

assigned.

[~ Group By Course 1D

Repeat Course Report Interface

Repeat courses may be chosen based on either Attempted Credits or Completed
Credits by selecting the option in the drop-down.

Courses may be grouped by either the Course ID in the District Course screen or the
Course ID in the Course History screen. To groups by the ID in Course History, check the

box labeled Group by Course ID.

106

Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Six

Course History User Guide

CHS405 — Locally Awarded Verified Credits

The Locally Awarded Verified Credits report identifies students eligible for locally awarded
verified credits. It lists students who have a specified diploma type and have failed selected
tests more than once, but with scores very near passing.

Note: Your district must be set up for Verified Credit to use this feature.

ﬁ]‘ FIRST AMERICAN HIGH SCHOOL Year: 2011-2012
Locally Awarded Verified Credits Report: CHS405
....... )
Grade: StudentName SIS Number Course ID Course Title Term Mark TestDate Test Name Score
12 Abbler, Ron M 206156 LA1196 AP ENGLISH 12 YR A DEMDER012 SOL EOC - AA-English 249

LITERATURE &
COMPOSITION

Locally Awarded Verified Credits

Options: Report Interface
Name: Locally Awarded Verified Credits Number CHS405 Page Orientation: Portrait
e Grade — select one or Options|_Sort / Output = Conditions | Selection | Advanced
more grades to limit report |/ Stdentinio Q

output.

e Test Group — select one
or more test groups to
include in the report.

e Minimum Times Failed —
the number of times a
student must have failed
to be included in the
report.

Grade
[ HMT PRI PST PKI EDI KGI KAl KP
01 02031041 105

Display Options Q)

Test Group

| 'GRADE [ GRADE
9 READING 9 MATH

I EOC-
WORLD [ EOC VA & US HST

Minimum Times Failed

Raw Score Allowance

Include students that have met the course discipline
requirements but have not met the default discipline
requirement

Locally Awarded Verified Credits Report Interface

¢ Raw Score Allowance — the number of points allowed below the raw score to be
included in the report.

e Include students that have met the course discipline requirements but have
not met the default discipline requirement — check this box to include students
who have met their discipline requirements but not the default requirement. The
default requirement is indicated in Synergy SIS > Grading > Setup > Graduation
Requirements, on the Class of Verified Credit tab.

Graduation Requirements <

Name

2 Cret_ Cluss Of Varifiad Cradic | GEA | Class Of Semvice Loamng
Subject Area Group Class Year Cogy Class OF e Clnss OF Delete Clarss Of

[Standard Oipioma SubwctAres v [Class of 2009 and beyond v
a =]
efaull Verifed Credit Requirermo
Requlsr
Ve Tomients | Acd | showDetal |

CIBE reire ~

Default Verified Credit Requirement, Class of Verified Credit Tab

Copyright© 2013 Edupoint Educational Systems, LLC
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CTE401 — CTE Program Participant List

The CTE Program Participant List report lists all students participating in a CTE Program.
The report is grouped by Program Code and Course Code, and also shows if the student

participates in any Student Needs Program, or had limited English proficiency (LEP).

chool Distri

Hope High School Year:
CTE Program Participant List

2010-2011
Report: CTE401

‘ Program CIP Code: 52.0300

Course Code: 10

Description: Introduction to Business and Accounting

Student State ID Carnegie
Student Name Needs LEP Number Grade Gender Ethnicity Race Units
Abbott, Billy C. O 0001341311 220 M Hispanic Hispanic 1.00

CTE Program Participant List

Options: Report Interface N
Mame: CTE Program Participant List Number CTE401 Fage Orentation: Portrait
s SeIeCt a StUdent or Opiions | Sori/Output | Condiions | Selection | Advanced
group of students by info o)
filtering on the State F—
StUdent Number, Last LastName First Name
Name, First Name,
Grade, or Gender. . .
For example, if grades |
10-12 are selected, the v
report prints an Resolved Race/Etnicity _ B
. .. Hispanic Two or More White African American
IndIVIduaI rep(_)rt fOI’ ™ American Indian ™ Asian - Chinese ™ Asian - Other ™ Pacific Islander - Hawaiian
each student in grades  [L__Padiicisiander - Other
- Options [
10 12 Program Code Course Code
e To limit the report to
Program Indicator
students of one or 3
more races or Minimum # of Carmegie Units
ethnicities, check e . S
. ["lInclude Current Courses enerate Report Only
boxeS In the ReSOIVEd "] Use Credit Values from Sections
Ra(f[_e/ EtthIty CTE Program Participant List Report Interface
secton.
e To limit the report to a specific program code or course code as entered in the
District Course screen, enter the Program Code and/or Course Code.
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e The report can show if the student has any special needs or participates in any
special needs programs. To select whether the Student Needs box on the report is
checked when the student has a need or participates in a program (service), select
either Needs or Services from the Program Indicator list.

e To set the number of units the student must have in order to appear on the report,
type a number in the Minimum # of Carnegie Units box.

e To include Carnegie Units from both Course History and Current Schedule, check
Include Current Courses.

e To print the report only, and not the extract, check Generate Report Only.

e To take the credit values for Carnegie Units from the sections instead of courses,
check Use Credit Values from Sections.
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CTE601 — 40th and 100th Day CTE Totals

The 40th and 100th Day CTE Totals report includes the total number of students in each
CTE course as of a specified date. It includes totals by grade level, gender, SPED (Special
Education) program, ELL (English Language Learners) program, LEP program, and/or the

Free and Reduced Lunch Program.

AUPOip

Frogram Cowss
Code Code  Cowrce Name

Hope High School
40th and 100th Day CTE Totals

Courze
Term Fer Lengih Foom Teaoher Mame Cariifoats 2

Year 20122013
Repont: CTEGDN

—— Grade Level—  Gender
0E 10 11 12

speoial
¥ F SPED LEP Scon 3P Tomml

000000 75 CTE Infemship g1 1
D00000 TS CTE Infemship 82 1

1000 1M Lange. J.
1000 4 Lange, J.

123456789 o o o
123455788 oD o o

40th and 100th Day CTE Totals

Options:

e As of Date — date for which to run
the report.

e Teacher Name — name of the
teacher, if running the report for a
specific teacher’s sections.

o Certificate Type — how the teacher
is identified for the report.
Document Number is the credential
document number from the
Credentials tab of the Staff screen.
Social Security Number is the
Social Security number from the
General tab of the Staff screen.

Report Interface

_|Options | Sort/ Quiput | Conditions

Mame: 40th and 100th Day CTE Totals Number CTEE01 Fage Orientation: Landscape

Selection = Advanced

Section Info %
As of Date
01082013 [P

Teacher Name

Certificate Type

v

Program Code Course Code
Default Course Length

Use FRM Totals for Economic Disadvantaged

Extract Options @

Run Extract

40th and 100th Day CTE Totals Report Interface

e Program Code and Course Code — CTE program code and course code.

o Default Course Length — number of minutes to use as the program length for

programs that have no length specified.

e Use FRM Totals for Economic Disadvantaged — Check this box to use Free and
Reduced Meals as the criterion for economic disadvantage.

¢ Run Extract — If you check Run Extract, lists appear for selecting Submission Day

and Transaction Type.
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SLP401 — Student Service Learning List

The Student Service Learning List prints a list of all students and the total number of hours

they have earned for service learning.

Hope (H31) Year,  2007-2008
Student Service Leaming List Rnport: SLPA01
Ziucenl Kame Parm D Grade  Gerder Total Hows
Anbar?, By C PESLE] 12 Wl o
Anarrally, Aerm E uesty 10 Feril aoo
Aomemis, Ao LL 1 L) oo
Acwemiz, Aat ey PRIER [ Ferila aoo
Acuey, Bim=® LRELE ] 12 Wl aoo
Accal, Eugate A arE 12 Wam (IS
Adczala, Jatn A TR n W aoo
Acoria, Karmal® O Tz 10 Wl aoo
Adal Aban W anem n Ml [
Adal [iana M 2352 o Feral oo
Adul. Tiroly S geses n W aoo
Adarra Alaill deuidy n Wl aoo
Adarrm, Foewand T arvaes 12 L) oo
Adurma, Lty A aeae n W aoo
Adurrm Watn © aerexy n Wl aoo
Adurtm SzzAM R R ) 2 Ml [
Adurma Sew= 8 airisg 12 Vs aoo
Adurma Shaphen 2 amez 10 W aoo
Adurrmid, Alan M. arxs w3 Wl aoo
Agdegron, Pack B anesa 12 Feral oo
Aakoal, Jees 1 23y 12 W aoo
Agumin Hobiy ) FLRS 10 Wl aoo
Aguedn, Kams O g 2 Farla [
Aguier, Ceuhn C fir o [ el aoo
(Reguier, Kaltiwen G} et 10 Ferila aoo
Aguler, Hoger F ooy 12 Wl aoo
Aguier, Slphan & VOBIST (L] Wam (IS
Aguita, Jaacn K 85357 12 W aoo
Aguiiom, Maig M. QETITS " Fmriak i
Ak, Jack W a2 n Ml [
Asbtrom, Lisde K T [ el aoo
Adctman, A E ane 12 Ferila aoo
Azt Caien L uaN 10 Feril aoo
Aggrne AdanH Tenard n W aoo
Ane, Jostud 1 asutee n Wl aoo
Ann, Asdres E 20T o Feral oo
(Azan, T M. LR 10 Ferila aoo
Alwnoos, Fresh gepes [ W aoo
Azim Eugeme 418em 10 Wl aoo
Azarw, Fugene & LRt o Wam (IS
Parted by A2min Llser at 05210000 873 P o Sctaoel Destest Page 1.of 20

Student Service Learning List

The report may be filtered Report Interface

elther a date range Of Marme: Student Service Learning List Humber SLPA01 Pags Oriertation: Portrait

When the Student earned Opliunsl Sort / Qutput | Conditions | Selection | Advanced

Date Range Q)
the hours or by a Date Eamed
minimum number of mamienr  [F)- namens
hOUI’S. I;:::Hours 2

Student Service Learning List Report Interface
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