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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates for the

software and related documentation.
volumes to meet this commitment.

The documentation is being released in multiple

The table below lists the release date, software version, documentation volume number,
and the content included in each volume of documentation to date.

Software and Document History

Date Volume | Edition | Revision | Content

September 2009 1 1 1 Initial release of this document

March 2010 1 1 2 Updated to include changes from
the November 2009 release and the
February and March patches.

June 2011 1 1 3 Updated to include changes from
the June 2011 release.

May 2013 1 1 4 Updated to the 8.0 release

September 2013 1 1 Updated to the 8.0.4.0 release

Copyright© 2013 Edupoint Educational Systems, LLC
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CONVENTIONS USED IN THIS MANUAL

Bold Text - Indicates a button or menu or other text on the screen to

Bold Text )
click, or text to type.
& Tip — Suggests advanced techniques or alternative ways of
S 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.

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to review
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system
requirements, please contact an Edupoint representative at (877) 899-9111.

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 into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1.

6 Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter One:
OVERVIEW &
LOGIN

In this chapter, the following topics are covered:
» Overview of the TeacherVUE software
» How to logon to the TeacherVUE software

Copyright© 2013 Edupoint Educational Systems, LLC 7
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OVERVIEW OF THE TeacherVUE SOFTWARE

The TeacherVUE software, frequently abbreviated TVUE oR TXP and previously known as
Teacher Experience, provides districts with an easy method to give teachers access to just
the student information they need. Rather than spending hours modifying and tweaking the
security system to adjust the access rights for teachers just so, the TeacherVUE software
can be implemented with just a few steps. It provides access to attendance and grades with
customizable security rights, and can display any report needed.

This manual illustrates how to view and edit attendance and grades in the TeacherVUE-
related screens. Additional information regarding student discipline, tests, and health may
also be reviewed from the TeacherVUE software.

The companion manual to the User Guide, Synergy SIS — TeacherVUE Administrator
Guide, illustrates how to setup and configure the TeacherVUE software. The unique
security options available for TeacherVUE are also outlined in that guide.

8 Copyright© 2013 Edupoint Educational Systems, LLC
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ACCESSING THE TeacherVUE SOFTWARE

To access the TeacherVUE software:

1. Log into the Synergy SIS system using a username and password configured for the
TeacherVUE software.

Edupoint

\_School District

Plesss enter your login name and password
balow 10 access the application,
Login Name

Password

—log |
Figure 1.1 — Synergy SIS Log In Page

2. A red highlighted box then appears in the middle of the screen. Select the correct
semester from the drop-down list at the top of the screen.

Please select a class

Puriod . SectionD  Stedeut Term Roox
z Spring (123172012 . 08/26/2013)
o 1 A2 Algebia ® 1140 (AMPM) 20 [ 82 [T veeRm
ISA99 - Studert Aud 1_021_SAS3 (AMWPM) 0 YR WFRNMT
2 JMAL02 - Algetra ¥ 1240 (AMPM) 0 [s2| 12| wermr
- IAGTW2 - Ap Calculus Be_[1340 (AWPM) |52 0 |_VERNT
SA90 - Student Aud 3 021 GA%9 (AWPW) | 0| YR WERNT
| MAIDZ - Algebia § 1340 (AMPM) 3 [s2 | T weRMT
(5499 - Studeret Aid 4 021_SA% (WPM) | 0| VR WFRMT
5 JMAL02 - Algebra § 1540 (AM/PM) 2 |S2| 28| wern
oK | Dave

Figure 1.2 —Class Selection screen, Confirm Semester

3. Select the class to be graded or for which attendance is to be recorded by clicking
the radio button in the Period column.

Please select a class

_Section D Student Term Roos
Spring (123172012 . 08/26/2013)

o JAZ Algebia B 1140 (AMPM) 20 [ 82 [T veRm
: 59 - Studers Aid 1.021_SASS (APM] | 0| VR WFRMT
2 MAL02 - Algabea ¥ 1240 (AMPM) 30 S2 | 128 WERMT

- IAGTW2 - Ap Calculus Be_[1340 (AWPM) |52 0 |_VERNT
SA90 - Student Aid 3 021_GASS (AMPM) | 0| YR VERMT

| MAIDZ - Algebia § 1340 (AWM 3 [s2 | T weRMT
(5493 - Studert Aud 4 021_SASS jPM) | 0| VR WFRMT

5 JMAL02 - Algebra § 1540 (AM/PM) 2 |S2| 28| wern

oK | Dave

Figure 1.3 — Please Select a Class Screen, Select a Period

Copyright© 2013 Edupoint Educational Systems, LLC 9
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4. Click OK. If students were added or dropped from the section, the Acknowledge
Adds and Drops screen pops-up. To add the new student(s) to the seating chart,
check the box Add to Chart. This is automatically checked by default.

o [ Clicking 0K’ acknowtadges the new 1 the class and thoss stadants who hive tet the cass

A : . Wil Tor Chart. Shuthent ; Ol T Sadent Gt _ Geertler
03142008 [P lAbduman Kathy  [0123- 1273 MuhiAge | (E o2 Famala

Figure 1.4 — Acknowledge Adds and Drops Screen

5. Click OK to acknowledge the student changes. If announcements have been
entered in Synergy SIS, the Announcements screen pops-up.

ool Announce ments

Urgeney Organization Name |Announcement
P] Edupuoint Schaal Because we have been experiencing power autages in the afternoon, please limityour uze of "power hungn
Dristrict equipment and devices during afternoon peak periods.

Figure 1.5 — Announcements Screen

6. Click OK to close the announcements. The main screen of the TeacherVUE
software is displayed.

«’) SvnergV' & home Urians Gade flook  RepectCam LasseaVUE  Asmn "fm}m

Saatng Chart - iandom
Teschs
Bechw A Adan

| 15t Samasier

Sectan _Coaungu Student

00014587 Geomstry |29 J.

" Lamvch cosry takes lor (odary

X
¥ Attendance taken br today ‘

¢
-
Stuctert Telles Cam . a v
Total k] =2 - A 3
Present Today |26 : ‘e ‘.
Absert Today 10 }
Tardy Today 1 I

Sering Chaty
Raoaom -

el Tozsee= Samst B2vy Darvws (| Ovvwes Cuvml | (Fosaem “wnsm (Aot Wer
= .-..E
o™ P —— T - f ey Brvyl W eaals And b wer

Figure 1.6 — Main Screen, TeacherVUE
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DUAL LoG ON

If the teacher’s logon is configured to access the normal Synergy SIS interface as well as
the TeacherVUE software, the teacher can switch between the TeacherVUE software and

the Synergy SIS interface at the click of a button. To access Synergy SIS from the
TeacherVUE:

1. Click the Synergy SIS button at the top left-hand side of the screen.

4 Synergy' L
) Symegy Cher omalrvid)

Jeachar Perad
Becker A Alison 1101

& BUEELD)

Details | Freferonces Students  foonmns an:

Taven

|
Figure 1.7 — Synergy SIS Button

2. A warning message may appear. Click OK or select Leave Page.

I ARt ama e aank fn s avigaba ey Frone Hhis et
e gl e y0u Mk L0 ove SENESTST

Proes OF to zors ~um =1 Caned 1o sbare on Hhe et g

e

Figure 1.8 — Leaving TeacherVUE Screen Warning Message

3. The Synergy SIS screen appears.

I (W2 L0y ouickLsunc: (R Quick Lisunch | ™ Lock |

m
b Aeodarce & &
bz 2 e———EEE
P Coune
b Coarze Hishr
» Onsept Drsrct NUNQIY* SCpPMEnt S0 vKes Our iy SMEO0N PAaK perod
» Oncotnsinadert ([ Tasia
b Foan
P Geotw ook .
> g 1412040 | | |
b Hearn 021012011 & Abbott fity C
P Lockar =
P i Serauing = Radar_ . “ith Mhorihs
b Parent : -
b Qun 3 . -
b =hedue -
» an S e R4 2
P Stusant T '
¥ Stdeot Programs | X
P Saten e - .
B TestHetory v 5\ : - ’ )
b UsacPrebrnces | ™ 717424790417/
ANE i 3 Las! Codied Wi ! 3

Figure 1.9 — Synergy SIS Screen

Copyright© 2013 Edupoint Educational Systems, LLC 11
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To return to the TeacherVUE screen from the main Synergy SIS screen:
1. Click the TVUE button at the top left-hand side of the screen.

Figure 1.10 — TVUE Button

2. A warning message may appear. Click OK or select Leave Page.
x

- Aomopnama s vank fn = seigaba sy Froee this e
B LAy R L0 2o SENESTST

Proes OF to zors um =1 Caned 1o sbary on Hhe et g

==

Figure 1.11 — Leaving Synergy SIS Screen Warning Message

3. Select the desired class to view using the radio buttons in the Period column.

Please select a class

Speing v M-Mon - ok | Oce
Spring (12/3172012 - 08/26/2013)
papy (R 1140 [AMPM) 20 [ 82 [ T RN
& ! J5499 . Studers Aid 1021 SASS (AWPM] | 0| YR WFRNT
2 MA02 - Algebra ¥ 1240 (AMPM) 0 |s2|128| weRnT
. INAGTW2 - Ap Calculus Be_[1340 (AWPM) |52 o | _VERMT
SA99 - Student Aid 3 021 SASS (AWPM) |0 | YR WERNT
o MMAIDZ - Algebia § 1340 (AOPW) 32| | weRMT
99 . Studort Aid i 021 SAS (awPW) | 0| R WFRMT
5 JMA02 - Algebra § 1540 (AMPM) 2 |s2|128| weewr
oK Dowe

Figure 1.12 — Please select a class

4. Click OK. The main TeacherVUE screen appears.

12 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter One

TeacherVUE User Guide

+ Hme Ursans Liade ook fepect Cam LassoaVuE Aunn

4 synergy:

o Bechar A, A Gromoryl)

Bechu A Adwen

o 13
E =¥ 200

| 15t Samaster

Sectn Coung ¢
00014587 G

:“ Lamrch cosmty takes bor (oduy

-
v Adtendance taken hr today

Statdend Tobles _ Cout
Totol 126
Pregen Today 126
Abmer Today [0

Taidy Todsy 11
Sering Cray

Raraes -

252 Saateg Coaoe |

Figure 1.13 — Main Screen, TeacherVUE

When a user with a dual logon signs into Synergy SIS, it can be set to first open
TeacherVUE or first open Synergy SIS. By default, it will first open TeacherVUE. Each

user can specify their first application to open by:

1. Go to User Password and Preferences, found under Synergy SIS > User

Preferences.

User Password and Preferences

[
Liser Name: User, TeacherVUE Report
Passy ‘1 Pretarence )‘:‘r‘u ot Freference
Chanqe Your Logan Password [~

TYPE YOUr CUrEnt passward

TYPE & NéW pazdwora

TYPE (2 Hew DISSwWOrd 3gain 1o confinm

Remember: I your pasywort Contains capitsl Bhers he sure 1o ype them the Same way ey time
¥Ou login

Figure 1.14 — User Password and Preferences Screen

2. Click on the Preferences tab.

Copyright© 2013 Edupoint Educational Systems, LLC
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H-?‘u'lgj'-) | . I I Status Reatly & %[
User Password and Preferences [«

|User Name: User, Admin
Pazsword Pukmnoul Raport Frafamncas
Paging Preferences ]
Paging Suze Paging Row Sae ’
10 30
Point Of View Home Page |
IPOV Home Page Charge POV Home Page | |
]

Log In Preferences

Praferred Appication To Log IntofLast Log In Page
~ §Synergy SIS L |

Last Apphication

Synergy SIS

Synergy TeacheVUE
Figure 1.15 — Preferences Tab, User Password, and Preferences Screen

3. Under the Preferred Application to Log Into, select Synergy SIS, Synergy
TeacherVUE, or Last Application.

4. If Last Application is selected, the user will be sent to the application they used last
before logging off. The last application is indicated in the Last Log In Page box.

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

14 Copyright© 2013 Edupoint Educational Systems, LLC
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CHANGING CLASSES

In the TeacherVUE software, only one class’ attendance and grades is displayed. To switch
to another section to view its attendance and grades:

1. Return to the main TeacherVUE screen, the Seating Chart, and click the Change
Class icon.

2. A red highlighted box appears in the middle of the screen.

@ synergy- o

Teachar

Becker A Alizon

Home

78 EFE00

Delails { Preferoncas Students

Conmos Anned

Taess

Figure 1.16 — Seating Chart Screen

semester from the drop-down list at the top of the screen.

Please select a class

) Stodout e

i

Select the correct

Spring (1

2312012 - 0826°2013)

o 1 TASE Aigebia® 1740 (AM/PM) 20 82| T veRmT
SASS - Studert Aid 1021 SAS (APM) | 0| YR WFRMT

2 |MA402 - Algabra 8 1240 (AMPM) 0 [s2]| 1| wemr

5 IAS1W2 - Ag Calculus Be_[1340 (AM/EW) W[ 52| o | VERMT
SA90 - Student Aud 3 021 GA (AMPW) | 0 [ YR VFRMT

| MMAIDZ - Algsbia d 1340 (AOPM) 3| s2 | T weRMT
15499 - Studere Aid i 021 SA% jawPM) | 0| VR WRRMT

5 IMALG2 - Algebra § 1540 (AMVPM) 2 [s2| 128 | weamr

ox Dove

Figure 1.17 —Class Selection screen, Confirm Semester

3. Select the class to be graded or for which attendance is to be recorded by clicking
the radio button in the Period column.

Please select a class

) Stodout e

i

Spring (12/3172012 . 08/26/2013)

o PO Algebia b 1740 (AM/PM) 20 82| T veRmT

ASS - Studert Aid 1021 SAS (APM) | 0| YR WFRMT

2 |MA402 - Algabra 8 1240 (AMPM) 0 [s2]| 1| wemr

5 IAS1W2 - Ag Calculus Be_[1340 (AM/EW) W[ 52| o | VERMT

SA90 - Student Aud 3 021 GA (AMPW) | 0 [ YR VFRMT

| MMAIDZ - Algsbia d 1340 (AOPM) 3| s2 | T weRMT

15499 - Studere Aid i 021 SA% jawPM) | 0| VR WRRMT

5 IMALG2 - Algebra § 1540 (AMVPM) 2 [s2| 128 | weamr
ox Dove

Figure 1.18 — Please Select a Class Screen, Select a Period

4. Click OK. The main screen of the TeacherVUE software is displayed for the newly
selected class.

Copyright© 2013 Edupoint Educational Systems, LLC
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Note: |If the teacher has classes at more than one school, the selection
screen requires the teacher select the school before selecting the term and/or

day.
Grart Elomentary {wfSelectatorm. . v OK I Cose I
Select an Organization — . =
Adams Elementar | I 1 1 | . |
Trimester 1 (08/28/2012 - 10/29/2012)
1'® 1 [0200 - 2n0 Grade foo3s (amPm) | 2 | w | o
Trimester 2 (10302012 - 03/01/2013)
1 0200 - 2nd Grade fooss jampm) [ 2 | w | os |
Trimestor J (03042011 . 05731/2013)
1 [0200 - 204 Grade Jooas anapm) | 5 [ w] o |
oK Coce

16 Copyright© 2013 Edupoint Educational Systems, LLC
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GO TO CURRENT CLASS

To view the current class:

1. Return to the main TeacherVUE screen, the Seating Chart, and click the Go to

Current Class icon.

Psyrergy- | 4

Teacher Roem _ Perad
Becker A Alizor {3

B eFH00

Delails | Freferoncen

Students l»'f"""‘" Aneac

Figure 1.19 — Seating Chart Screen

2. The main screen of the TeacherVUE software is displayed for the class currently in

session for the teacher logged into the software.

Copyright© 2013 Edupoint Educational Systems, LLC
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Chapter Two:
SEATING
CHART

In this chapter, the following topics are covered:
» Viewing the student seating chart
» Customizing the student seating chart
» Changing a password

18 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Three

TeacherVUE User Guide

VIEWING THE SEATING CHART

After selecting a class to view, the information for that class loads into the main screen.
This is called the Seating Chart screen. Information within the Seating Chart screen
appears within two sections. The right side of the screen shows the pictures of the students
arranged in rows and columns in the Seating Chart section.
appears on the left side of the screen and shows the basic data regarding the course.

(0) Synergy‘ & lome Urians Geade flook  RepectCam  LasseaVuE

Teachn
Bechul A Almsn

VI e OO

Dotats [ Fatueeces | Studers
Tarm
15t Samasier

{ ! unh courfy u-- h Imv,

W Adiendance taku br totay

Stocdend Tablen Count
Total 126
Present Teday |28
Absert Today 19
Tardy Todsy 1
Seming Craty

Ranaon -
£32 Saaterg Cranse

Flgure 2.1 — Seating Chart Screen

The Seating Chart section can show the student's name, student ID number, gender,

grade, and course name as well as the student’s picture.

Seatng Chart . Random

Vale - 10 Mie - 12

AT Cec~af WA I Jaz—el :._;_ Gezmat ALA332-Cas

The Class Info section

Copyright© 2013 Edupoint Educational Systems, LLC
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Figure 2.2 — Seating Chart by Alphabet

Note: To view more information about a student, click on the student’s
picture. A menu of options appears. These options are discussed in
another section of this chapter.

The Class Info section lists information about the section, such as teacher of the section,
room number, and period number. There are also additional tabs that contain further
information about the course: Details, Preferences, and Students.

Testhes Room  Penod
Backar A Alkson 101 |3
" - < ¥ <
Y ) e = 65
R EEEH00
Datails |

Torm
151 Semester

Sectipn Course Studerd
00014587 | Geometry 26

f* Lunch counts 1aken for today

W Artendance taken for today

Swdent Talles
Total

Present Today
Absant Today
Tardy Today 1

C
2%
25

~ourt

Seating Charts

Re=doer -

Edk Seatng Charts I

Figure 2.3 — Class Info Section

DETAILS

Details regarding a particular class can be found under the Class Info section. These details
include the current term, section ID, course name and number of students enrolled.

Detals | Praferences | Stuoanss
T

15t Semestar |
Section Courze Stwudem
00014507 Goomatry 7% ff

Figure 2.4 — Details Tab

Underneath the Section information, the status of the day’s attendance is displayed. If at a
daily attendance school that takes attendance twice a day, the status of both the AM and
PM attendance is displayed.

20 Copyright© 2013 Edupoint Educational Systems, LLC
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section Course student mectian Course student
1077 A Govt |27 1077 A Govt (27
Attendance not taken for today (AR) Attendance taken for today [(AM)
Attendance not taken for today (Ph) Attendance taken for today (Ph)
Figure 2.5 — Attendance Not Taken Figure 2.6 — Attendance Taken

If at a daily attendance school that only takes attendance once a day, or at a period
attendance school, only one status line appears.

Section Course Student Section Course Student
1756 Biology |28 1077 Am Govt |27
Attendance not taken for today Attendance taken for today

Figure 2.7 — Attendance Not Taken Figure 2.8 — Attendance Taken

If Lunch Counts are enabled, the status of the lunch counts is displayed beneath the
Section information. Lunch counts are only available for the students’ homerooms, and they
must be enabled as outlined in the Synergy SIS — TeacherVUE Administrator Guide.

Section Course Student Section Course Student

1077 A Gowt 27 1077 A Govt 27

f%: Lunch counts nat taken for today ff":, Lunch counts taken for today
Figure 2.9 — Lunch Counts Not Taken Figure 2.10 — Lunch Counts Taken

The Student Tallies information is related to the attendance within that course. It presents
information regarding the number of students present, absent, and tardy.

Student Tallies Caunt
Total 27
Fresent Today 27
Absent Today 0
Tardy Today 0

Figure 2.11 — Details Tab, Student Tallies

If logged into TeacherVUE on a non-school day, the details of the students present or
absent are not shown. Instead, N/A is displayed in red to indicate that the day is not a valid
school day, and no attendance or lunch count status is displayed.

student Tallies Count
Total 27

FPresent Today A
Absent Taday MA™
Tardy Taday A
* Today 1s hot & valid achool day

Figure 2.12 — Student Tallies, Non-School Day
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The Seating Charts screen can be sorted in a number of ways. The default-seating chart is
set to sort students in alphabetical order by the student’s last name. To create a new
seating chart with a different sort order:

1. Click the Edit Seating Charts button.

Seating Charts
|Alpha - Last, Firstj

[ Edt Seating charts |

Figure 2.13 — Edit Seating Charts

2. Click the Add button.

Edit Seating Chart

Teacher Room  Period Default Chart Name
User, Teacher |21E |EI E o IAIpha ~Last_First
i Student

Section Course
0077 |Am Govt |28 L Add

ki

Save and Return to Seating Chart |

Cancel and Return to Seating Chart |

Figure 2.14 — Edit Seating Chart, Add Button

3. A new sorting option appears at the bottom of the list. Enter a name for the new
chart in the Chart Name column, and select the sort order to be used in the Type
drop-down list. The sorting options are Alpha to sort by alphabetically by student’s
last name, Random to sort students randomly, Empty to create an empty seating
chart that the teacher can sort manually, or Freeform to create a seating chart
where the teacher can arrange the chart based on their room configuration.

Edit Seating Chart

Teacher Room  Period Default Chart Name Type
User, Teacher  [216 o e |A|pha Last First

Section Course Student
2 | da |

0077 |Am Govt |28

Save and Return to Seating Chart |

Cancel and Return to Seating Chart |

Figure 2.15 — Entering a New Seating Chart

4. To select which seating chart is set as the default-seating chart, click in the radio
button in the Default column.

5. To delete a seating chart, check the box in the X column.
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6. To save the changes, click the Save and Return to Seating Chart button. To
cancel the changes, click the Cancel and Return to Seating Chart button.

I Edit Seating Chart

Teacher Room  Period Default Chart Name Type
User, Teacher [216 o r o IAIpha Last, First

Section Course Student

0077 |am Got  [28
1

k. o |

Save and Return to Seating Chart |

Cancel and Return to Seating Chart |

Figure 2.16 — Save and Return to Seating Chart

7. To switch between seating charts when more than one is available, select the chart
to view from the Seating Charts drop-down list.

Teacher Room  Period
Becker A, Allison [101 3

7R < E€E&EE00

Details | Preferences | Students
Term
[ 1st Semester |

Section Course Student
| 00014587 [Geometry [26 |

‘ c@ Lunch counts taken for today ‘

{Abbott, Billy | [Millar-Haskell, A 3, Carlson, Davis, Carl {Acosts, John

‘ l?lgﬂ Attendance taken for today ‘

Student Tallies Count
Total 26
Present Today 26 Pt
Absent Today 0
Tardy Today 1
Seating Charts

Random E

Edit Seating Charts
|Ellis, Sean I |Gan, Pamela ] Rhieu, Kelly IDaughhey‘. Sleq E‘\Namb!dt, Albe |Ellsworth, Betty |

Figure 2.17 — Seating Chart Screen
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PREFERENCES

The Preferences tab of the Class Info Section allows the instructor to customize the
information displayed in the Seating Chart. The instructor can also change their password
here. To access the preferences, click on the Preferences tab.

T —

Teachur Raom Panod
Abel, Patncia Il-ﬂ IE-

vHE-eelOg
Detss | Preferences |

General
Charge Password

Seating Chart
Student Nams Format
Last Fust(Jones Mary) ~

7! Show Studenl Phintes
Show Studeat 10
Show Gender ant Grade
Shuw Cowtss
Show Nutéestione
Chan See
100% ~
Sesing Chan Dumenszans
Rows 5 ~Colutms 6 ~

Ede Student Nokmames

Figure 2.18 — Preferences Tab

When first assigned to the Synergy SIS system, an instructor is given a generic password
specific to that district. The password should be changed immediately in order to ensure a
teacher’s account security. To change the password:

1. On the Preferences tab, click the Change Password button.

Details Preferences Students

[General |

I Change Password l

Figure 2.19 — Change Password Button

2. Enter the Current Password, and then enter the new password in the New
Password and Confirm New Password boxes.

{3 Change Password
Currert Password: |
New Password. l
Confirm New Password [
Swem | el

Figure 2.20 — Change Password Screen

3. Click the Save button to change the password.
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The information about the student that appears under each student’s picture in the Seating
Chart can be customized on the Preferences tab.

1 If- {T;\-’;;;: ’71 ar A

Figure 2.21 — Student Photo with Student Information

Tip: Occasionally, a student’s entire name will not fit in the field below
‘ their photo. To see their whole name, hover the cursor over their name
field.

To customize the information:

1. The format of the students’ names can be selected from the Student Name Format
drop-down list. Names be displayed as Last, First (Jones, Mary), First Last (Mary
Jones), Last F. (Jones M.), First L. (Mary J.), First Name (Mary), Last Name
(Jones), or Nickname.

Seating Chant

Stucant Namea Fomrnat

Last First [Jones Mary) ~

Y| Show Student Phalae
Show Student 10
Show Gender and Grade
Show Courge
Strow Natifications

Chant Sizs

100% «

Seatng Chart Dimonsions

Rows S ~Columns 6 «

Edt Studsed Nckoismes |

Figure 2.22 — Seating Chart Options

2. Check the boxes to display the Student Photos, Student ID, Gender and Grade,
Course, and/or Notifications. Notifications are small icons indicating a special
condition for the student, like an allergy or custody issue.
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The size of the Seating Chart or the number of seats showing within the Seating Chart can
be altered as well using the Chart Size and Seating Chart Dimension functions.

Chart Size

|1EID% v|

Seating Chart Dimensions

RDW5|‘1 :I' Culumnsl? :I'

Figure 2.23 — Preferences Tab, Chart Size and Seating Chart Dimensions

1. The Chart Size can be set from 50% to 200% in 25% increments. The percentages
increase or decrease the size of the student photos and student information
displayed in the seating chart.

2. The number of Rows and Columns displayed in the seating chart can be set to
Rows from 1 to 59 and Columns from 1 to 40. The numbers chosen should closely
match the seating arrangement of the classroom.

Note: Be sure to set the Seating Chart Dimensions so that there are
enough spaces to show all the seats in the room. An example would be
a class of 23 students. If the Seating Chart Dimensions are only set to
four rows with five columns, this gives only a total of 20 seats. Three
students would not be shown in the main Seating Chart screen.

To edit the Student Nicknames:

1. Click Edit Student Nicknames on the Preferences tab. The Edit Student
Nicknames screen appears.

Seating Chan
Student Name Format
Last First (Jones, Mary) ~
7 | Show Student Photos
Shuw Student 10
Snow Gursdur and Grade
Show Course
Show Notificatons
Clant Suze

100% -

Seating Chat Dimensions

Rows 5 «Coumms 6«

Fdt Student Nickranes |

Figure 2.24 — Seating Chart Options

2. Enter the student’s nickname in the Nickname column and click the Save and
Return to Seating Chart button.
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Eat Swdert Nicknames

[ Teachee Room _ Penod
Becker A Alison 101 |3 ansaunt MEMS
[Saction Course Student ||
00014587 |Geometry 126 doen el
q Atibolt, Suly

9 Acosta, John

Save sod Returm o

Santing Chart

Cancel and Ratien to Sestng Ot

3. On the Preferences tab, select the Nickname option from the Student

:‘v.!am: Lanty
AQuilar, Stephen
Caody, Virginia
Qans on, Aaron
Cook, Athes
Coombs. Rebecca
Da Siva, Louls
D:iu-ﬂn Stephen

n
968257
905483
150265
geants
108367
889837
185943
889799

874033

1640237
957025

Gandar

Male
Male
Male
Male
Male
Female
Maie
Mals
Female
Mals
ual'e

Grace

"

10

Type in the student nicknames and press the bulon Save snd Relum 1o Seating Chart

Ricams

FiguFe'ZéS - Edit Student Nicknames screen

Name

Format drop-down field. The seating chart displays the students’ nicknames.

O
Teacher

Room  Period

Becker A, Allison [101 |3

B .$¥H00

Student Name Format

| Nickname ;
[v] Show Student Photos
[T] Show Student ID

["] show Gender and Grade
["] Show Course

[T Show Notifications

Chart Size

100% [

Seating Chart Dimensions
Rows| 5 [=] Columns 6 [+]

Edit Student Nicknames I

Figure 2.26 - Seating Chart displaying nicknames

Detalls |  Preferences Students | ||(Keith) IE
[ General |

Change Password
| Seating Chart |

|{Carl)

[{ikelly)

lLou

|| Astie

Copyright© 2013 Edupoint Educational Systems, LLC

27



TeacherVUE User Guide Chapter Three

STUDENTS

The first time a class is opened in the TeacherVUE software, the Seating Chart is display
as an empty classroom with gray boxes indicating each seat.

Figure 2.27 — Empty Seating Chart

As students are added to the class, they are not automatically added to the seating chart
as well. Anytime there are students assigned to the class that have not been added to the
seating chart, a message appears in red at the bottom of the Class Info section warning
that there are student currently not in the chart.

Figure 2.28 — Students Currently Not in Chart Message
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To add students to the seating chart:

1. Click on the Students tab of the Class Info section.

[ Classinfo [Seating Chart - Alpha - Last, First
Teacher Room F'enod

User, Teacher |215

@!h%?l@

Detailsl Preferences | Students

Edit Undo

Fill Open Seats With Students |

Students not in the chart
Abbatt, Billy

Barker, Juan
Beckstead, Phyllis

Figure 2.29 — Students Tab, Class Info Section

2. If the Seating Chart Dimensions are set with enough possible seats, then all of the

students can be added to the Seating Chart screen. To add students to the Seating
Chart screen, click the Edit button.

[ Classinfo [ Seating Chart - Alpha - Last, First
Teacher Room  Period
User, Teacher |21E |[]

e J O

Detailsl Preferences | Students

|I Edit l M

Fill Open Seats With Students |

Students not in the chart
Abbott, Billy

Barker, Juan
Beckstead, Phyllis

Figure 2.30 — Editing Students

3. To add the students to the seating chart automatically, click the Fill Open Seats
with Students button.

Teacher Roorm F'eriu:ud

|User Teacher |21E

v B «"iﬁﬁ‘"ll&:}

|Detai|5| Preferences | Students

Save Uncla

]
| Fill Dpen Seats With Students 1

Students not in the char
Janet Peachey

Jason Kokaliares

Lari Lernire

Rose Maarkovic

William Crum

Williarm Klein

Figure 2.31 — Students Tab, Fill Open Seats with Students
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4. To add the students to the seating chart manually, click on the student’s name in
the list of students under Students not in the chart, and drag the name to the
boxes on the chart. As the name is dragged into the chart area, the name of the
student appears in a box under the mouse cursor. Release the mouse when the
student’s name appears over the correct box.

Teacher Room  Period
||User, Teacher |216 |[]
ZE <SR o [Abbott, Billy
Details | Preferences | Students
Save Undo
Fill Open Seats With Students |

Students not in the chart

Abbott, Billy

Barker, Juan

Beckstead, Phyllis
Figure 2.32 — Clicking and Dragging to Arrange the Chart

5. To rearrange students already placed in the chart, click on the student’s picture

and drag it to a new box. The existing student in the new box or empty location is
swapped with the first location clicked. Remember, to make any changes to the
chart the Edit button must be clicked first.

6. Click the Save button to save the changes to the seating chart, or click the Undo

button to cancel the changes.

30
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To create a freeform seating chart:

1. On the Details tab, click Edit Seating Chart. The Edit Seating chart screen

displays.
Tescher Room  Paenod
Becker A Allison 1101 3

B e T00

Deétals |  Frufwences | Students
Teem
15t Semester

Section  Coursa Student
00014587 | Geomeatry 126

B_‘ Lunch counts taken for today

E'Q Attendance taken for today

Stydent Talfies Count
Total %
Present Today 1%
Absent Today 0
Tardy Today 1
Suating Charts o &
Aphs - Last fest » =
£2e Seatng Charts
Figure 2.33 - TeacherVUE seating chart
[ Teachsr Room  Pencd
ig:::‘A N"'MCM” 101 m; - Ol Aipha - Last First
00014587 |Geometry (26 Aot
Save and Retern 8o Seatng Chat |
Cance aod Retum to Seating Chart |

Figure 2.34 - Edit Seating Chart
2. Click the Add button. A new row diplays.

Claas info Eot Seatng Chan
Teachsr
Beckar A _ Alkson {101 i3
[Sactian Course _Studunt
00014587 |Geometry 26

ki o

Dwtaunt Chant Marme

| JECIN Alpha - Last Fiest
| BB B table placement

Save and Return to Seatng Chant l

Cance and Retum 10 Seating Chart I

Figure 2.35 - Edit Seating Chart
3. Enter a Chart Name.

4. Select Freeform from the Type drop down list.
5. Click Save and Return to Seating Chart.
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Class Info Seating Chart - Alpha - Last, First
Teacher Room  Period
Becker A Alison  [101  [3
" EFEE00

Details | Preferences | Students
Term
[1st Semester

|{Adsms, Lamy

Abbott, Billy | {Aaron, Harold | [{kjlg%tg..Jcn
I ®

eBA |3

| @ BN

! [_:’-\guilsx Stephe|

Cook, Arthur

Section Course Student
[ 00014587 | Geometry |26 |

?@ Lunch counts taken for today

Carlson, Aaron |1 . R 1{Ds Silva, Louis

|

Caddy, Virginia Caughtrey, Step ‘E)svis, Carl

E% Attendance taken for today

Student Tallies Count
Total 26
Present Today 26
Absent Today 0
Tardy Today 1

| |Falevsi, Teress||Gan, Psmels |

Seating Charts
Alpha - Last, First [ |

Alpha - Last, First
table placement

Figure 2.36 - TeacherVUE seating chart - Details tab

6. Select the freeform seating chart from the Seating Charts drop down list. The blank
seating chart displays.

| Class info Seafing Chard . tahle placement
Tanchet Room  Pencd
|| Becker A Alhson 101 |3 FRONT

=B e & =00

|| Swudents not in fhe chan
[JAaron, Harokd

{Abbott. By _
HAcosta. John
Adams. Lamy
{{Aguitar, Stephea

Cook Athur
{{cosmbs. Rebecca
|{Da Siva. Louis
Daughtrey, Stephen
||Dams, Car

E.Ody Denms
ltis, Semn

Figure 2.37 - Freeform seating chart - Students tab

7. Select the Student tab and click Edit. The seating chart is in edit mode.
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Teacher

Room  Period

Becker A_, Allison [101

(3

Details | Preferences |

Save Undo

B . eF500

Students

I Add Remaining Students to the Chart I

Remove All Students from the Chart |

Students not in the chart:

|Asron, Harold |
Bsmbeblineenil

Abbott, Billy

Acosta, John

Adams, Larry

Aguilar, Stephen

Caddy, Virginia

~

Figure 2.38 - Freeform seating chart - Students tab

FRONT

8. Select a student’s name from the list of Students not in the chart and drag it to the

empty chart.

OR

Click the Add Remaining Students to the Chart to add all the students from the

list to the chart.

__Faan | Fwisd
101 }

[Joschwr
Geckar A - Albson

Vil eEFEH00

Rereove &4 Etnteny ben e CApt l

AN shiseents e i the chaft

Figure 2.39 - Freeform seating chart - Students tab

9. Arrange the students by dragging and dropping them in the desired location on the

screen.
10. Click Save.
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Changing the front of the classroom:

On the Preferences tab, select the direction from the Front of the Classroom drop
down list. The “Front” label is moved to the appropriate location on the screen.

Sednng Onat - Wbéo placemanm

Wocher __Houm  Pevied B ~
Buchat A_Abson 1013 FRONT

Tl e ¢ D00

Generat

Darge Nemavees
| Seakng Crat )
ftistent Yerrrw Fotma
(e Fraf Lores, Uaty) e
177 Stiw St Photos
St Musest O
Surn Genaer ared Gvarte
Show Coeres
S Ntz strarm

Chen Sgw

9% [

w Bibvn Loors =
- -~
.
\J

Figure 2.40 — Preference tab, Front of the Classroom drop down list
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Chapter Three:
VIEWING INDIVIDUAL STUDENT
INFORMATION

In this chapter, the following topics are covered:
» Viewing additional student information from the seating chart
» Printing individual student reports
» Sending individual student messages
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ADDITIONAL SEATING CHART INFORMATION

From the Seating Chart, additional information about a particular student can be accessed
by clicking on the student’s picture. This Student Drop-Down Menu can include
information about the student’s demographics, period attendance, daily attendance, health,
discipline, ALC attendance, and grades. It can also link to the StudentVUE portal for the
student, display the student’'s Grade Book information, and send an email to the student
and parent. The options available are customized by each district. For instructions on how
to customize the information available, please see the section on TeacherVUE User Groups
in the Synergy SIS — TeacherVUE Administrator Guide.

To access additional student information through the seating chart:

1. Click on the picture of the student. A drop down menu of options appears.

Click line 10 epen sludent detall I
g Student

E Dasily Atlendance
R misciphing incidant
A

[# teain

R & Request lor Assislance

Q StudentVUE

; Discipiine

}”: Period Altendance
i;‘ Studant Corrse History
j Stugent ALC

q

@ Commanicabon

& crate Book

da Log Student Contact

ﬂ Studant {EP
Figure 3.1 — Student Information, List of Student Detail Options

2. Click on an option to view the information about the student. The student detail
information opens in a new window.
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DAILY ATTENDANCE

The Daily Attendance screen is generally only available in the list of options for schools
taking daily attendance. This screen shows three tabs with information: Days of Activity,
Totals, and Letters. The Days of Activity tab lists all days for which an absence was
recorded for the student. Each absence is recorded with the date of the absences, the day
of the week, the code for the absence type, and the amount of the absence. If absences
are recorded twice a day, the first half of the day is recorded in the Reason 1 column and
the second half of the day is recorded in the Reason 2 column.

Chiwe

Hape HE Schoul (2009.2010) User Teachar Ussr
Abdot Bily C DAILY ATTENOANCE
A
Owys sl Actvey | Tetdls Latters |

X010

03102010 1We I
03012010 | Mondsy | Unv
(2032010

20172010 ¥ I
012772010 | |
1000772009 | Wadnasday

101082000 [Tuesiay _
100572008 Monday i ‘
10822009 Frcay ]

Figure 3.2 — Days of Activity Tab, Daily Attendance Screen

The Totals tab shows the total number of absences recorded for the student by reason and
by type of absence reason. It also shows the percentage of each.

Hope High Scrodt (2009.2010) User Toacher Lisor
BiyC DAILY ATTENDANCE

Tetahe | Lnttin
| Attendance Type Totals
B Urvenfied 100 | 1867
100 | 1007 B Excused | 500 | 8333
500 B333 T Totals £00 |

.00
Figure 3.3 — Totals Tab, Daily Attendance Screen

The Letters tab lists all attendance letters that were generated for the student. For each
letter, the type of letter is listed in the Letter Name column, the number of absence needed
to reach the threshold for generating the letter is listed in the Threshold Achieved column,
and the date on which the threshold was met is shown in the Date Achieved column.

Osce |
Lwohw School (2009-2010) Usar Teacher User
mmc DALY ATTENDANCE
| Dwps slAcsuty | Tuss ttes |
Attendance Letters :

el T s |
B Absence 033172010 _

Figure 3.4 — Letters Tab, Daily Attendance Screen
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PERIOD ATTENDANCE

The Period Attendance screen is generally only available in the list of options for schools
taking period attendance. This screen shows three tabs with information: Days of Activity,
Totals, and Letters. The Days of Activity tab lists all days for which an absence was
recorded for the student. Each absence is recorded with the date of the absences, the
absence code for each period, and the absence code for the entire day. An N/S in the
period indicates the student was not scheduled for a class during the period.

PERIOD ATTENDANCE

| U | Unv

Tdy | Tdy
Lm
o | om |

| |
10/052009 |1 W | wm | m | m| M o

10022009 |1 wow W w 1]
Figure 3.5 — Period Attendance Screen, Days of Activity Tab
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The Totals tab shows the total number of absences recorded for the student by reason and
by type of absence reason for each bell period as well as overall.

User Teacher User
PERIOD ATTENDANCE

Dayy of Acty Toeals [

0 [0 | 0 8 7 [ 4
Figure 3.6 — Period Attendance Screen, Totals tab

The Letters tab lists all attendance letters that were generated for the student. For each
letter, the type of letter is listed in the Letter Name column, the number of absence needed
to reach the threshold for generating the letter is listed in the Threshold Achieved column,
and the date on which the threshold was met is shown in the Date Achieved column.

Close
Hope High Schoot (2008-2010) User Teacher User

xoot BiyC. PERIOD ATTENDANCE
.
kot

| Days of Acowty | Totals Lettees |

L Absence 1 03312010

Figure 3.7 — Period Attendance Screen, Letters Tab

Copyright© 2013 Edupoint Educational Systems, LLC 39



TeacherVUE User Guide Chapter Three

DISCIPLINE

The Discipline screen, used by schools using the Discipline module instead of the Discipline
Incident module, lists the student’s discipline records. The time and date of the incident is
provided as well as a description of the incident and person who referred the student for
discipline issues.

Close |
Hope High School (2009-2010) User: Teacher User
DISCIPLINE

Incident Time Description | Referred By
7:58 AM Defiance Mr Weathers

Figure 3.8 —Discipline Screen

(| 10/05/2009 McGrew, Tom

Clicking on any of the blue underlined details of a discipline incident brings up the details of
the incident.

DISCIPLINE DETAIL

iede Date InGiGEnt Turs Rareted By
o4/3002011 255PM McGraw, Tom

Disposition End Date | Duration | Days | Staff Name | Att
| Reasgon

o Disposdion found

Q00T |286FM.
10171312011

Dnver

10812902010 [755 AM “Mr Westhers
] 0410772010 [10.05 am [Aggression [ Rob Wison
3 02112009 | 830 AM | Tardies - Mrs Newbeny
3 121 11008 [1Z10PM [Itemeticomput  Mr Smith

Figure 3.9 — Discipline Detail

To return to the main Discipline screen, click on the link at the top of the screen.
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DISCIPLINE INCIDENT

The Discipline Incident screen, used by schools using the Discipline Incident module
instead of the Discipline module, lists all of the discipline incidents in which the student was
involved. For each incident, it displays the date and time of the incident, the role the
student played in the incident such as offender or victim, a brief description of the incident,
who referred the student, and the staff member that managed the incident.

Close
Hope High School (2009-2010) User Teacher User
e i DISCIPLINE INCIDENT

031052010 | 8:.00 PM Offender, Fight after the football game at Jones, Mike| McGrew, ‘
| Hope HS. { Tom

Figure 3.10 — Discipline Incident Screen

Clicking on any of the blue underlined details of a discipline incident brings up the details of
the incident.

Abtot, Bty C DISCIPLINE INCIDENT DETAIL
Iciturt Outad |
-mams: Wm'ﬂn '.' ‘;',:;M 3 rvv ’(j;-v‘u-w fY‘-‘ﬂf)l\Hv
Vo, Rt us :'a'e- ;«t‘r:vo'glc Hrs, Non.5ch Sp .
' . o 300 0

Aggrc:.'.nco > Fagtang

| Qescription Disposition Date [swtcm- E£nd Onte |Hours Staff Nome  Attendance

__Dg_s;np‘mavy Haanrg 051’\‘..‘_3)‘ 1 03912011 03”5';0111 | User Teather |

Line |Incidwnt Date

Ne Cisciphne Incidents faund

Figure 3.11 — Discipline Incident Detail

To return to the main Discipline Incident screen, click on the link at the top of the screen.
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HEALTH

The Health screen shows two types of information. The Nurse Visits tab lists information
about each time a student has visited the school nurse, including the date and time of the
visit, the code assigned to the type of visit, and who referred the student to the nurse.

Close |
Hope High School (2008-2009) User Teacher User
Abbott, Billy . HEALTH

Murse Visits | Conditions

Nurse Visits
Date Referred By

(| 1211572008 815 AWM | 845 Al | Nursing AssessmentTreatment/liness self
Figure 3.12 — Health Screen, Nurse Visits Tab

Clicking on any of the blue underlined details of a nurse visit brings up the details of the
Visit.

User Teachar Usar
HEALTH DETAIL

M3 Cooe Tiee | | Time Cug

Nursing Assassmert/Traatmentiingss g15aMm 245 am

Vasta, Cindy st 110112080

Farent Cortact AZengted Parsnt Contact Maces

tw'n compianed of stomach pans

A = wre, ]

Promdad placs tor shudeet 1o lay dowe aftar 20 minutas, studant fak bettar and retumsd o cless

Figure 3.13 — Health Detail

To return to the main Health screen, click on the link at the top of the screen.
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The Conditions tab lists all medical alerts and health conditions for the student, including
the start and end date for the condition, the code assigned to the condition, and a
description of the condition is usually included in the Comments field.

Cloge
Haope High School (2008-2009) User: Teacher User
HEALTH
Murse Wisits Conditions
[Health Conditions
0812272005 Medical Alert ASTHMA
081772005 MWedical Alert ADHD
Wedical Alert DCCASIONAL ASTHMA, SCOLIOSIS, ADHD

Figure 3.14 — Health Screen, Conditions Tab

REQUEST FOR ASSISTANCE

If the district uses the special education software Synergy SE, the companion product to
Synergy SIS, the Special Ed Referral screen can give teachers the ability to refer a student
for Special Education evaluation & determination of eligibility directly from TeacherVUE.

The teacher fills out the form, indicating the Comment Teacher and Reason For Referral,
and then saves the form. The teacher can also highlight the areas in which the student is
having problems in the Reading, Written, Spelling, Math, Content Area,
Communication, Behavior, and Motor Skills boxes. They can also describe what
interventions they have tried in the Intervention box. The Save button is located at the top
of the form.
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-Smi-_cwse |
Charley, Jacquedne C. REQUESTFOR ASSISTANCE
Referrdd |
Other Data
WGmil compieted document I revie atus
Submit ~ Open

T Y S ey R e 2 e

Figure 3.15 — Request for Assistance screen

Once the form is saved, the data will be entered into the GENAZ 01 Referral Document in
Synergy SE. The special ed team can then edit the information as necessary.

44
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STUDENT

The Student screen includes several tabs for information about the student’s
Demographics, Parent/Guardian, Emergency, Classes, Documents, and Access. The
Demographics tab includes both the student’s basic demographic information such as the
student’s address, homeroom, counselor, and home language, as well as a list of all phone
numbers associated with the student.

Oeee |
Hape Mgh Schos (006201 (1 Uier Tawns Liar
Attt By C STRENT
» I3
\
.

Demoyap Pawr@Ousnian | Eowipaniy | Camised | Dwumees | ReEBE

Bl C Azbon Q05483 | Mak Ik Hpank
05190 Bk RbbotEeid com

Spaniah Teackor Usar 3 Joa Chaz

1993 8 vl Vista O 1953 5 ¥aiVista [v
Masa, AZBI234 Neta AZ3%234
Fhone Martens
Mt A, Kathen ABS 555 121 Motk Cavtody, Laws Wan

| A | 4305553458 |Cal__Has Cusiedy, Lves Weh
Fattwe Aavon, Pty DS 555 6767 (Gl s e
(023334874 [Wark Lves Wi

2 . | PR 480:455-1214 | Hame [Lives Weh
Friond |Dearmyt Kig | 485.555.196@2 [Home
Relave _:Lanwretts Jenes ADR.536.1545 {Heeme |
Dector | Masa Pads 345555031 Office

Figure 3.16 — Student Profile, Demographics Tab

On the Parent/Guardian tab, names and phone numbers for all parents and guardians for
the student are listed in the Parent/Guardian section. Any siblings enrolled within the school
or district are listed in the Siblings section.

Close

Hope High Schaoal (20058-2010) User: Teacher User
Abbott, Billy C. STUDENT

Demographics ParentiGuardian | Emergency | Classes | Documents | ALCESS |

| Parent ! Guardians

Relation | Parent Name Mailings Allowed
{| Mother | Aaron, Kathleen 480-555-1214 v v v v
7] Father [ Aaron, Phillip | 480-555-6767 | 2 | r | r [ W

Siblings

Student Name | Gender Street Address
(| Aaran, lan Male 1843 5 Val Vista Dr Mesa 04 Adams Elementary
| Aaran, Susan Female 1853 5Val Vista Dr Mesa I Adams Elementany
5| Aaron, Theresa  |Ferale 1943 5 Wal Vista Dr Mesa 01 Adarns Elermentary

Figure 3.17 — Student Profile, Parent/Guardian Tab
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Note:
student may also be listed on this tab.

If the option is selected during setup, deceased parents of the

On the Emergency tab, names and phone numbers for the people to contact in case of an
emergency with the student are listed within the Emergency Contacts section. Any doctor

information is found within the Physician Information section.

Close

Haope High Schoal {2009-2010)
Abhott, Billy C.

User Teacher Lser

STUDENT

Demographics | ParentiGuardian Emergency | Classes [

Documents

[ Access |

Emergency Contacts

Name Relationship Home

Relative 480-555-1545

(| Lauretta Jones

7| Darryl King Friend 480-555-1962
Physician Information
Fhysician Hame FPhone
Mesa Peds 9459-555-0831
Comment

Billy's doctor likes to see him at his Mesa offfice.

Figure 3.18 — Student Profile, Emergency Tab

The sections in which the student is enrolled for the current term are listed on the Classes

tab.
Close
Haope High School (2009-2010) Lser; Teacher User
Abhott, Billy C. STUDENT
Demographics | ParentiGuardian | Emergency Classes [ Documents | ACCESS
Student's Current Classes
Period Term Code | Section ID | Course Title Teacher Name Enter Date
o . 0 52 1077 Am Govt User, Teacher 216 09/01/2009
¥ 1 1 52 1116 Prin Eng Il User, Teacher 231 09/01/2009
52 2 YR 0258 Intermediate Acting| Gardner, David 409 08/0152009
1K 3 52 1963 Weight Trn Boys | Joseph, Thomas | ANNE 08/01r2009
A4 4 52 1435 Prin&prac Econ Patenge, Sara 131 09/0152009
(il 5 i 52 1875 Rt ath Per Rel Time, Rel Time | Mo Room | 09/0152008
6 G 52 1876 Rt Gth Per Rel Tirme, Rel Time | Mo Room | 09/01/2008
Figure 3.19 — Student Profile, Classes Tab
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The Documents tab lists any school documents, such as the student’s birth certificate or a
field trip consent form, that have been uploaded to the student’s record. To view the
uploaded document, click on the icon in the Document column.

Close
Hope High Schaool (2009-2010) User Teacher User
Abbott, Billy . STUDENT
Demographics | FarentiGuardian | Emergency | Claszes Documents ACLESS
Documents
Category Comment Document
|| Birth Certificate Billy's Birth Cerificate. FMNG .
“| Consent Form FieldTripConsent.doc @
| Schoal Project Senior project.dac @

Figure 3.20 — Student Profile, Documents Tab

For schools using the StudentVUE software, the Access tab provides a history of the times
a student logged in to the StudentVUE software. It also lists information about the IP
Address used to access the student’s account as well as the Login Status.

,.

Hooe Hgh Schodt (20052010} User Teache! User

amm By C STUDENT
Devegraphcs | PammGuandise Emurgency | Classes ] Dacumants Arceas |

Account Access History

SLCLALS

122010 145100 |Failed
'Failed

J 0471212010 14 51.00
Falad

10d/12/2010 1451 00 65
D4/12/2010 1448 00 I’t 163565 Success

Figure 3.21 — Student Profile, Access Tab

0411272010 14 52 00
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STUDENT ALC

The Student ALC screen tracks student participation in Area Learning Center programs for
Minnesota public school students.

s | 1o | Closa |
(2009:2010) User Teacher User
Abbott, Billy C. STUDENTALC
2 [
b; N
ALC |
ALC Add |

_M 0S0R2009 400 10 -
» Figure 3.22 — Student ALC Screen »
To add a record:
1. Click the Add button, and a new line will appear above the list of ALC participation.
Other Data ' _ |

[avzsr2009 2| [0 [
Figure 3.23 - Adding an ALC Record

2. Enter the Date on which the student participated in the program in MM/DD/YY
format, or click on the Calendar button to select the date.

Enter the number of Units in which the student attended.

Enter the weight to assign to the units recorded in the Unit Weight column. Units
may be either hours or minutes. If minutes were recorded, the Unit Weight would be
60. If hours were recorded in the Units column, the Unit Weight would be 1.

Enter any notes about the student’s participation in the Comment box.
Click the Add button to save the new record.

To edit a record:
1. Click the Edit button, and the data will appear above the list of ALC participation.

Other Data

Date Units Unit Weight Comment

[or28/2009 [2.00 [1.0 |

ALC

Line |Date Units Unit Weight Comment Posted
-1 09/28/2009 2.00 10 I

Figure 3.24 — Editing an ALC Record
2. Make the changes in the line above, and click the Save button to save the changes.
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To delete a record:
1. Click the Edit button next to the record to be deleted.

T~

save | undo(( Delete ) close | Click to go back to ‘Student ALC!

(2000-2010) — User: Teacher User
.Aaron. lan STUDENTALC

Tab [

Other Data

Date Units Unit 'u"-,'t'lillnt Comment

[o/2872009 i [z00 [10

ALC
lLine |Date Units Unit Weight Comment Posted

| 09/28/2009 200 10 I

Figure 3.25 — Deleting an ALC Record

2. Click the Delete button at the top of the screen to delete the record.

Once a record has been posted to course history and the student has received credit for the
course, the Posted column will be checked and the record can no longer be edited.

If the section is an independent study course, the units and unit weight are used to
calculate the number of Membership Hours submitted to MARSS. Seat-based courses do

not use the units to calculate the data sent to MARSS.

Copyright© 2013 Edupoint Educational Systems, LLC
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STUDENT COURSE HISTORY

The Student Course History is most applicable for teachers in secondary schools. It shows
a list of all the previous courses that the student has taken, and lists when the student took
the course and the grade they received.

.

VWelgnt Trn Eove o ] | : : 3} Repeat no smpact
| Bt Geomeny I3 | 3750

Arviee Hisioey |l

Figure 3.26 — Student Course‘ History

STUDENTVUE

The StudentVUE menu item links to the StudentVUE portal, and logs the teacher into the
portal as the student. This enables the teacher to view the information in Synergy SIS as
the student sees it from the StudentVUE portal. For more information about the
StudentVUE software, please see the Synergy SIS — ParentVUE & StudentVUE Parent &
Student Guide.

Wy A

Cordw o
e - Rt a—
— b ASengiarcw netes for BRO201 Y, OG0, DED1261 Y
Cluas Sehatale L‘ . Heme Scheol Heps Hgh Schad
2y

Figure 3.27 — StudentVUE Portal
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STUDENT IEP

If the district uses the special education software Synergy SE, the companion product to
Synergy SIS, the district may make the finalized IEP available to teachers through
TeacherVUE for those special ed students in their classes. The IEP is displayed in a PDF
format, and may be printed or saved.

Edupoint School District E
% I.IPOI"'.
Individualized Education Program - Qwa

Phone:
Fax:

Student Name: Abbott, Billy C. Home Phone: e Date: 01/03/2011
Date Of Birth: 05/12/1933 Home Address: 1960 S Val Vista Dr
Student No.: 905483 Mesa, AZ 85234
Age Gender Grade Home 2chooi Attending School
18 Male 12 Hope High School Hope High School
Emnicity |Primary Language - Date Determined Home Language - Date Determinea
Hispanic Spanish
ParentiGuardian A
Name Home Phone Name Home Fhone
Kathleen Aaron | i | Phillip Aaron | 480-555-1214
Aadress Work Prone Address Work Phone
1960 S Val Vista Dr 1960 S Val Vista Dr 602-333-4874
Emergency Phone Emergercy Frcne
Mesa, AZ 85234 e T T Mesa, AZ 85234 480-555-6767
Interpreter Needed: (JY [N |EP Review Due Date : 01/02/2012 Re-evaluation Due Date:
Eligible:
The student and parents have been informed of his’her nghts under IDEA. These rights will transfer from the parents to the student at age 18.
Parent Initial Student Initial
B. IEP Team Members
The ing were in attend:
Names Position Signature/Date
District Rep Present District Representative
Individual fo Interpret
Instructional Implications of
Interpreter Present Evaluation Results
Ni ding team bers: If a req; d team ber did not attend, please include an |IEP attendance Form.
C. PERTINENT MEDICAL INFORMATION
Takes medication: Oy On
Fevers above 103 degrees: Oy [Mn
Has your child ever been diagnosed with Oy Ow
ADD/Attention Deficit/Hyperactivity Disorder:
Significant illness: Oy N
Difficulty eating or drinking: Oy [Ow
Seizure: Oy [MnN
Wears glasses: Oy 0Ow
Vision problems: Oy On
Surgery/Hospitalization: Oy N
Wears hearing aids: Oy 0O~
Hearing problems: Oy [Ow
Ever had tubes in ears: Oy [Ow
Has your child ever been treated for other Oy [Ow
medical/psychiatric disorders:

Edupoint School District - Indvidualized Education Program Page 10of 8

Figure 3.28 — Student IEP

Caution: The Student IEP must be finalized before it becomes
available through TeacherVUE.
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INDIVIDUAL STUDENT REPORTS

If individual student reports have been added to the list of reports available in the
TeacherVUE software (by adding them to the Navigation Menu for the TeacherVUE User
Group), these reports appear both in the list of available reports and as an option on the list
of screens available by clicking on the student photo.

Click line to open student detail
%‘2 Daily Attendance

g Discipline

B2 piscipiine Incident

o~

[-I- Health

;’:} Period Attendance

&5 Student

@ Student ALC

% Student Course History

25 Special Ed Referral

& StudentVUE

ADS201 - Student Discipline Profile
ATDZ01 - Daily Attendance Profile

ATDZ02 - Daily Attendance Minutes Profile
ATP201 - Period Student Attendance Profile
CHF201 - Student Conference Profile
CPL201 - Student Career Plan Profile
FEE201 - Student Fee Profile

GRD201 - Report Card

GRP201 - Student Group Profile

HLT201 - Student Health Profile

HLT202 - Student Immunization Profile
HLT211 - Health Screening Profile

IDS201 - Student Discipline Profile
SLPZ01 - Student Service Learning Profile
STU201 - Student Profile

STU202 - Student Schedule

Communication

IEP

)
£
=3
)
=
m
=

i_lI
[2)
1
o
=
]
m
=]
=)
=

To print a report for a specific student, simply click on the name of the report from the list of
options that appears when the student’s photo is clicked. All reports are run with the default
options configured for the TeacherVUE Report User. To customize the reports, they must
be run from the regular Synergy SIS interface. For more information about these reports,
please see the guide that covers the information contained in the report. For example, for
grading reports please refer to the Synergy SIS — Grading User Guide.
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COMMUNICATION TO A STUDENT

The Communication screen allows an email to be sent from the teacher to the student, to
the custodial parent, or both. Clicking on Communication from the menu on the student’s
photo allows a message to be sent to an individual student and/or parent. To send a
message to all students and their parents, access the Communication screen from the
Additional Screens icon on the menu.

Taschat Roam  Penod M T ]
Donaidson. Kyma____J314__ |t » Email - Send Email Studerés and Parents
”30 BANG copy Me o emais | sena
PVUE Messaos - Posted on the parent/studert portal
[From |
E Donaldson, Kymra {email@edupoint.com)
PVUE/SVLE Message Hatery | [To ]

//Student Comner J Badey (emaili@edupoint com)

7 Parent Dann Balley (emall@edupont com)

v Parent Jena Balley (emaii@edupoint com)
NOTE. Messages wll be sent anly o those students amd parents mth valid ermall addresses:
[Subgect ]

{Message ]

Figure 3.29 — Communication Screen

To send a message to an individual student:

1. Select the Message Type by clicking on the radio button in front of the correct
option. The Email option sends an email to the parent and/or student selected.
The PVUE Message option posts the message notice on the home page of the
ParentVUE and/or StudentVUE portal.

Recent Events

Events for Billy:
Attendance notes for 0408/2010 04082010 _04/07/2010

mTeacherUser; 1- TestMessage (4/13/2010)
~Herre-Seh oot Hopre-Higir-Setoot

Figure 3.30 — Message Notice on StudentVUE

2. The message is automatically configured to be sent to both the student and their
parent. To send the message to only the student or only the parent, uncheck the
appropriate box in the To section.

3. Enter a Subject for the message.
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4. Enter the Message in the box provided. The message is sent in HTML format, and
the format of the message may be customized by using the buttons above the
message box. The button options are:

Rsouce | | ¥ D B @ @  « I, B = Q
B T Sl o= ‘o= E 99| e [
Styles Y. MNormal > 5:
Figure 3.31 — Message Format Buttons
B S Toggles HTML code on and off. When the button is clicked on, the
SLLIEE message is shown in HTML code format. When off, the message is
(Source) shown as it will appear on screen.
% Deletes the selected text from its current location, and the removed text
(Cut) can be placed elsewhere using the Paste button.
I Copies the selected text for placement in another location in the
(Copy) message using the Paste button.
2 Places the last copied or cut text in the current location of the cursor.
B The pasted text is inserted in the same format as when it was copied or
(Paste) cut.
(@ Inserts the last copied or cut text as text only without any previous
(Paste As Plain Text) formatting.

When inserting text that has been copied from Microsoft Word into any
HTML format (as this message is), Word inserts “bad” HTML code as
well. To clean out the “bad” code from Word and insert the clean text,
click the Paste From Word button and paste the text in the box that
pops-up. Check the box to Remove Styles definitions and click OK.

Paste trom Word [

Tleasw sk i9s0e e 0l ra buz us e he keptioan) |
Crisv 203 b OK

(&
(Paste From Word)

W \pveaFoet Fare dafritivs
™ Remuwe Cted=s celinlions

Figure 3.32 — Paste From Word
- Undo the last action.
(Undo)
Redo the action that was previously undone.
(Redo)
T Removes all formatting from the selected text.

(Remove Format)
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Inserts a table with the specifications entered in the Table Properties
box that pops-up when the button is clicked.

Table Proparias &
o T |
Corny Higr
3 el
Df.‘:u:v’, Calapazin
E E:ﬂi: e = Cripyiihg
(Table) P
[roneEl
Figure 3.33 — Table Properties Box
= Inserts a horizontal line.
(Line)
Q Inserts a special character or symbol.
(Symbol)
B Bolds the selected text.
(Bold)
1 : Italicizes the selected text.
(Italic)
_ S Runs a line through the middle of the selected text.
(Strikethrough)
= Formats the selected text in a numbered list.
(Numbers)
= Formats the selected text in a bulleted list.
(Bullets)

(Decrease Indent)

Reduces the indent of previously indented text.

‘|..

Indents the selected text.

(Indent)
(Bloc:éuote) Indents text to both the left and the right.
— Inserts a link to a website.
(Hyperlink)

(Remove Link)

Removes a link to a website.

| Creates an anchor, or bookmark, for the selected text that can then be
(Anchor) used to create a link from another part of the text.
" Dbles : Select a preformatted custom text style from the drop-down arrow.
(Styles)
Kbl - Select a standard text style such as Heading 1 from the drop-down

arrow.

Copyright© 2013 Edupoint Educational Systems, LLC
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Font e

Select the font to be used for the selected text.

(Font)

Size ' .

Select the size to be used for the selected text.

(Size)

T Brings up the message in a larger window to help when editing long
(Maximize) messages.

5. To send the message, click on the Send Message button.

To see a list of the messages that have been posted for the student and/or parent on the
ParentVUE (PVUE) and/or StudentVUE (SVUE) portals:

1. Click the PVUE/SVUE Message History button.

2. A list of the posted messages appears.

check the box in

Tagchar _Jfoam _ Fenod | [Message Type ]
Deorsidson Kyma 314 _|r » Email - Send Email Students and Parents
k12 | Bang copy me 06 BmaRs | 5400
PVUE Message - Posied on the parent/student portal
. (From ____ = ]
R Donaldson, Kymra (email@edupoint com)
PVUE/SYLE Necsage Hatory |To |

7 Student. Conner J. Bailey (email@edupoint. com)
7 Parent Dann Bailey {emaili@edupoint com)
+ Parent Jena Bailey (emangedupoint com)
NOTE: Messages wil be sent only fo those students and parents mth valid email addresses
Figure 3.34 — Message History

To remove a message from the portal,
the X column next to the message, then click the Remove

Selected Messages button.

T WName | Sebjea | Mesage

Test [Thisisa
Message 1St
[Thisisa
test

Silly C Abbaott

Kathleen Aarcn (Mather of Billy C
Abbctt)

Test
Massage

Figure 3.35 — List of Posted Messages

3. To return to the Communication screen, click the Click to Send Another Message
button. To return to the Seating Chart, click the Seating Chart button.

b Room  Fenod v 5
A
e T 0411372010 S C Abbote Test [Thisisa
160:2100 WY Wi NIVROW Message 16st
- 047132010 Kathleen Aarcn (Mather of Billy C Test [Thisisa
Barios Saeted Maoteoes | 10:21:00 Abbctt) Massage test
e ——
[ oo s oomw vz
-

Figure 3.36 — Closing Message History
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GRADE BOOK

Grade Book is integrated into TeacherVUE. The top menu bar gives you direct access to all
the Grade Book functionality without having to toggle between Grade Book and
TeacherVUE screen. The Grade Book software allows educators to record grades at the
assignment level instead of just at the grading period level. The assignments are tallied for
each grading period mark and the information is synchronized with the grading information
in the main Synergy SIS software. For more information about working with the Grade Book
software, please see the Synergy SIS — Grade Book Elementary User Guide and the Grade
Book Secondary User Guide.

r

J «’) Synef‘gy v v 1soeme Slroama Grade ook Repor Cerd LesacuVix Admm

Hops Hah Schaol
vesr N4

Usar AN A

CE™  BechorA. A Goometryiy

Locs SeeCw | Suppoet | D

Seating Cnpt . Alpna - Last, Fast

Teachio Room  Penod
Becker A Allson 110 3

R e ¢ 00

|Eete i Profmances | Stadems

Torm fowd (2 g e

131 Sammster

Section Cowrse Siwdess L
000 14587 Geometry 26 ) -
— )

Figure 3.37 — Grade Book menu bar
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NOTES ABOUT STUDENTS

Teachers can view, add, edit, and delete notes for a specific student. The notes are
recorded with the date and time they were entered. If the note is marked as private, only
the teacher who entered the note can view it. If it is not marked as private, an icon shows
on all other TeacherVUE charts for the same date. Public notes about students entered in
TeacherVUE can also be viewed on the Notes tab of the Student screen within Synergy SIS
and vice versa. Student notes are specific to the school year.

To add notes about a student:

1. Hover over the student picture to see the Add Note icon.

Figure 3.38 - Add Note icon

2. Click the Add Note icon to open the Add Note screen.

-~

Show Mistory Save Ciose

Do et sharw Comament with OLbwy taactery

Late Theee
05/09/2013 11:16 an

Connent:

‘Figure 3.39 - Add Note screen

3. Check Do Not Share Comment with Other Teachers to mark note as private.

Note: If notes are not marked as private, an icon shows on all other
TeacherVUE charts where this student appears, and on the Notes tab of
the Student screen with Synergy SIS.

Enter the text for the note.

5. Click Save. The Note icon changes to reflect the number of notes attached to a
student. The number on the Notes icon only reflects the number of notes created
on the current date and viewable by the user.

Jinw

Figure 3.40 - Added Note icon
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To view, add, edit, or delete a note:

1.

a > w DN

Hover and click the Add Note icon on the student’s picture.

To add a new note, select Add Note button on Notes screen.

To view a note, click the Magnifying Glass icon on the Notes screen.
To edit an existing note, select Pencil icon on Notes screen.

To delete an existing note, select X icon on Notes screen.

Note: A note can marked as private or not private from Notes screen.

Figure 3.41 - Note History screen

CONTACT FOR A STUDENTS

Teachers can record when they have contacted or attempted to contact a parent or
guardian regarding a student. The contact record displays on the Contact Log tab of the
Student screen in TeacherVUE. It also displays on the Student Contact Log tab of the
Student screen in both Synergy SIS and Synergy SE. To add a contact record:

1. Click on the student picture to see the student detail list.

Copyright© 2013 Edupoint Educational Systems, LLC
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IClick (ing %0 opan shudent detal
T‘—‘?;‘ é Student

s WA

! Discipline Incident

r_; Health

& StdentvuE

Request for Assistance

Pariod Attendance

=4 Dally Attendance

{ mcident Referral

s ATP404 - Period Class Attendance List

S -. CHS202 - Student Grad. Requirement Profse
5| STU201 . Student Protie

§] STU204 - Stucent Transcript
Communicaon

Grade Book

G Log Student Comtact I
Figure 3.42 — Log Student Contact

2. Select the Log Student Contact option. The Contact Details screen displays.

Bahena, Joshua
Contact Date Contact Tme Ferson Contacted Outcone
0972372013 03:31 pm -

Connent

Figure 3.43 — Contact Details screen
Select the Contact Date. The default value is today’s date.
Enter the Contact Time. The default is the current time.
Enter the Person Contacted or the person you attempted to contact.
Select the outcome. The options are Made Contact or Left Message.

Enter a comment regarding the situation or the outcome of the contact.

© N o 0~ w

Click Log Contact. The contact record displays on the Contact Log tab of the
Student screen in TeacherVUE. It also displays on the Student Contact Log tab of
the  Student screen in  both Synergy SIS and Synergy SE.
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Chapter Four:
WORKING WITH ALL STUDENTS

In this chapter, the following topics are covered:
» Viewing information for all students in a class
» Printing reports for all students
» Sending messages to all students in a class
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STUDENT GROUPS

If the teacher has been designated as one of the staff working with a student group, this
group is available for viewing with TeacherVUE. To view the students in the groups and

their information, choose the group instead of selecting a class when changing classes or
logging in to TeacherVUE.

[ Rt 1 -

s;mg(nomn n&wmu, )
,,,, 3 =™ AT [ T =] ]

—
. ] J- et Uk | B _Aad Lt |

Figure 4.1 — Selecting a Student Group

Once the group has been selected, all of the normal student information is available such
as the Student drop-down menus and individual student reports, as well as the reports for
the entire group. Attendance, grades, and lunch counts cannot be modified or shown.

ADDITIONAL MENU INFORMATION

Additional student information can also be viewed from the menu of icons displayed in the
Class Info section.

Class Info
Teacher Room Penod
Becker A.. Allison [101 |3

s EEFHO00

Figure 4.2 — Class Info Section, Menu Icons

Take Attendance By Chart is covered in Chapter Five.

Take Attendance By List is covered in Chapter Five.
g g\ View Grades is covered in Chapter Six.

& Change Class is covered in Chapter One.

= Go To Current Class is covered in Chapter One.

Execute Report is reviewed later in this chapter.

B
@ Additional screens lists other menu options, which are outlined later in
= this chapter

Online Help is also shown if context-sensitive help is configured for
Synergy SIS. This brings up the help screen in a separate window.
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REPORTS

Any number of reports can be printed from the TeacherVUE software. The list of available
reports is setup by each district, as outlined in the Synergy SIS — TeacherVUE
Administrator Guide. These reports print for every student in the class currently in focus,
with the options saved as default under the TVUE Report User as outlined in the
Administrator Guide. To print an available report:

1. Click the Execute Report icon.

Teacher Room Period

Becker A_, Allison [101 3

Figure 4.3 — Execute Report Icon

2. The report can be generated as a PDF file or in text (TXT) format. Select the desired
type of output by clicking the radio button in front of the output type.

Click line to execute a report for the class

elect Output Type
| & pDF " TXT I
mﬂrlﬂm'dass Attendance List
ATP406 - Period Class Attendance Form
GRDA403 - Mark Verification By Teacher
STU201 - Student Profile
STU204 - Student Transcript
STU401 - Student List
STU402 - Student and Parent Directory
STU409 - Class Roster
STU410 - Emergency Contact Directory
STUB0Z - Student Mailing Labels

Figure 4.4 — Execute Report Menu, Select Output Type

3. Select the report to be executed by clicking on the name of the report.

Click line to execute a report for the class
Select Qutput Type

& pDF " TXT

ATP404 - Period Class Attendance List
ATP406 - Period Class Attendance Form
GRDA403 - Mark Verification By Teacher

- Student Prote

STU204 - Student Transcript

STU401 - Student List

STU402 - Student and Parent Directory
STU409 - Class Roster

STU410 - Emergency Contact Directory
STUB02 - Student Mailing Labels

Figure 4.5 — Execute Report Menu, Select a Report
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4. A progress screen appears as the report is being generated. The status line is
updated throughout the process until the report can be viewed.

Ahort

Description: [GRD403 - Mark Verification By Teacher |
Status: In progress: |
Maote: This page will keep refreshing until the job is complete

Figure 4.6 — Execute Report, Progress Screen

5. Once the report is generated, a dialog box offers the options to Open, Save, or
Cancel the report. Click Open to view the report, or Save to save it to the computer.

Do pou want to open or save this file?

] Mame: 1e7dbf?71-8cat-491b-aec0-6ec9548dS557 . FOF

Type: Unknown File Type, 31.3 KB
From: localhost

e [ s |

Figure 4.7 — Open, Save, or Cancel Report

For more information about these reports, please see the guide that covers the information
contained in the report. For example, for grading reports please refer to the Synergy SIS —
Grading User Guide.

64 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Four

TeacherVUE User Guide

TEST GROUP ANALYSIS

The Test Group Analysis screen shows the test results for all students in the section for a

specific test such as a state-required test. How to setup which tests are displayed is

outlined in the Synergy SIS — TeacherVUE Administrator Guide. To view the test results for

all students:

1. Click on the Additional Screens icon.

Teachur Room  Pennd

|Becker A Aison 101 |3
B sesEde

Figure 4.8 — Additional Screens Icon

2. A drop down list appears. Click on the Test Group Analysis option.

Teackar

Becker A, Allison

101
(T e B g

Detais
Term
15t Sermester

52} Teat Group Analysis

Orafrances F wncigant Retarral

5§ Parent Conference

Saction 0 Univarsal Breaktast

00014587

Coursg
| Geometry

gr_ Lunch Counts
&"I Lunch cownts taken fede & p

m Attendance taken for ‘

Figure 4.9 — Additional Screens, Test Group Analysis Selection

3. The Test Group Analysis screen is displayed. This screen contains two areas of
information. The Test Analysis Options gives the teacher the ability to filter the
test results that are displayed, and the Class Test Analysis shows the test results

for the students.

Hathe

JUssr, Taucher R b 7 "—'L—"'—,.
an  Corm Ztudut { 5 o
u:l:"?_L L& Gowt 27 bedr, Bty € ' WaE Abtwe B2end d 500 Wil G b S el 22
= Addngton, Paia M [033172000) 0516 528 =07
Coleman, Joss L J03G1/2008 0520 541 10553
Tezt Analysis Otions Colpitts, Howard £ [03(51/2008 636 0518 o507
oss Fretecences Cooley, Carolyn A 012943008 50
[WL_._] | I 475
Teul Guetup Pant Crum, Richeed J [umwm 500 513 481
- b 1 Cram, Wiliam R Jpastzo0e e V41 67
Show All v Dacker, Lan | 0526 =3 k=23
Dasme, Rogee L [03G172008) o5 s34 523
T Orly Baw S2udosts Win fassttn lirsgrice. Ruth T o33t 008 0624 523 507
v Paminance Lo Aitufin, Sean £ o35t 72008 5L 63 475
 \Wali Beirw Suntre n Wame 6. | |
T Solow Standeni Fish, Howard D Juaaataoe] na77 518 46
T wMets Staniea) Gibert, Tina K Jnaatze] 0520 =0 %53
;:::‘::::;m“ {Gonzakz, Rebocca A )[u_vs!r.\:m] 447 432 405
Grart, Timctny M Joazsa00s] 476
Score Type Filter |31 72008} T2 433
" Fw S50 Fome, Geeege D [03G172008] 5t 55 e23
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Figure 4.10 — Test Group Analysis Screen
To customize what test information is displayed adjust the settings in the Test Analysis
Options as follows:
Test Analysis Options |
Test Preferences |

Test Grou
IAIMS 'I
Test Group Part

-

Test Display Type
| Show Al =

I Only Show Students With Results

[Highlight Perfarmance Levels |
I “well Below Standard

™ Below Standard

™ Meets Standard

I~ Above Standard

™ well Ahove Standard

[Scare Type Filter |
I Raw Scaore

Figure 4.11 — Test Group Analysis, Class Demographics
Select which Test Group to display.

2. If the test selected from the Test Group drop-down list is a part-based test, select
which Test Group Part to display. If left blank, all parts are displayed.

3. Select which test results should be displayed from the Test Display Type drop-
down list. The options are Show Highest Score, Show Most Recent, or Show All.
If left blank, all test scores are displayed.

4. To remove students without results from screen, check the box Only Show Student
with Results.

5. To highlight certain performance levels in a different color to make it easier to see
which students have “passed” the test, check the boxes for the Performance
Levels to be highlighted.

6. To select which types of scores are displayed, check the box in front of each type of
score in the Score Type Filter section.

Samples of the possible test results that can be displayed are shown below:

Math
Date )
Perf Lyl -

Abbatt, Billy C. 04/12/2009Well Below Standard|324

I 10/15/2008[well Below Standard|279
Figure 4.12 — Test Group Analysis Screen, Test Results
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Clasa Toat Ansiysin

£ repahl snaage
| Man Ay

[Pard | 78 [ 88 [7C [ Tem

[Pl R8 [38 [ 7 [ Tem
Aston_ Bl C 04282008 B |2 ) [68 Aoty fPrcheens?  fn a3
45 57 |6 Cometryfrdosnfis  fov  [os
43 03 6320 JAgewws [Prchoenlid T
200548, T N I T T G R X
Figure 4.13

— Test Group Analysis Screen, Test Results

From the Test Group Analysis screen, the Test Analysis Report can be printed as well. To
print the report:

1. Click the Print Test Analysis Report icon.

Teacher Room  Period

User, Teacher I216 ID

. Date Sl
Section Course Student erf Ly
\_Eu: Z_|American Government |27 , Billy C. 04/12/2008|well Below Standard

2. A progress screen appears as the report is being generated. The status line is
updated as the report is processed until the report can be viewed.

Abart

Description: [TST403 - Class Test Analysis
Status: In progress:
Maote: This page will keep refreshing until the job is complete

10/15/2008Well Below Standard|279
Figure 4.14 — Print Test Analysis Icon

Figure 4.15 — Print Test Analysis Report, Progress Screen

3. Once the report is generated, a dialog box offers the options to Open, Save, or
Cancel the report.

Do you want to open or save this fle?

@ Mame: 709d5ché-dc9e-4F7h-af23-dalb3dF07c95. FOF
Type: Unknown File Tyvpe, 29.5 KB

Fram: lacalhost

Open Save

i LCancel

Figure 4.16 — Open, Save, or Cancel Report
4. Click Open to view the report.

Hope High School Year  ZO08-Z006
Class Test Analysis

Raport TET403

ot N atias (6 Vwried oo 15
Ugar, Taacher g [] 2861

Curarem Tiw
‘&merican Govemment

s

=]

— =
e 006 |Vl Seandacd |I-l
oz |Ed

Figure 4.17 — Class Test Analysis Report

To return to the main seating chart screen from the Test Group Analysis screen:
1. Click the Return to Seating Chart icon.
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Teacher Room  Period ! ,H-:thi

User, Teacher |21E ID : Date ]

Section Course Student Perfld Scare
! merican Government [27 Abbott, Billy C. 04/12/2003|Well Below Standard

I 1052008 [Well Below Standard[279

Figure 4.18 — Return to Seating Chart Icon

ALC

The ALC screen tracks membership and attendance hours for Alternative Learning Centers

(Schools). This data is used to create the MARSS Extract for Minnesota. To enter ALC
data for the entire class:

1. . Click on the Additional Screens icon.

Teacher

Figure 4.19 — Additional Screens Icon

2. A drop down list appears. Click on the ALC option. The ALC screen for the class

opens.
Topcher Roomy,|_ Pesiod << ek | Go T Taduy | Forwad >>
| Jacason, Kty | -
Nj el Studeot |SB01T |SA2011 [SAGRO [S1122011 Baagon (50
—_— Narre Unea Urety Unis Urits Units Units Units
Aty 1 L { 1! ! { 1!
ALC e | ! | ! ! = d ! L
ARSI e 1 N - 1 3 21
[Saction: _ Course SRt P, |
1077 Am Govt 27 Serre
e | | | |
Save ot | 1 { | l
| 'TI-:.—::‘ NS s NS NS S s 53 NS NS
Cancel dnd Retwrn 13 Seating Chaet l e . . . . . +
e AP ARG S - ot ‘ i i ‘ |
it A ! ;

Figure 4.7 — ALC Screen
3. Enter the ALC units for students on the appropriate days.
4. Click Save.
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INCIDENT REFERRAL

The Incident Referral option enables teachers to enter a Discipline Incident Referral from
within TeacherVUE. The incident referral is then forwarded to the appropriate staff member
to handle and resolve with the student. To create an incident referral:

1. Click on the Additional Screens icon.

Teacher Room  Period
Becker A, Allison 110 3

Figure 4.20 — Additional Screens Icon

2. A drop down list appears. Click on the Incident Referral option. The Incident
Referral screen opens.

',"‘!!','_’,, e .;;:— f:’"ﬁ 11, Describe the incident in the field below and make sure ali fields have data,
| Nt R
0 snomn wa M ;/.hrr\ Fob = | Dung Schooltin *  Claswoon
=

2. Selectoneor e i
more violations =
from the "Select Lo
Violations™ list.

3. Select one or Sehact Svvorre
more students
from the "Select
Students” list,

"“MW Sebert rmarereistn
Interventions that apply =
from the "Select

Interventions" list,

Figure 4.21 — Incident Referral Screen

3. Enter the Discipline Incident Data, including the date, time, the person it should be
referred to, when it occurred in terms of during school hours or at a school
sponsored event, and where it occurred.

1. Describe the incident in the field below and make sure all fields have data.

Oesciplow incdent Usis
5102013 i 1041 AM | Wilson, Rob - | Duning School Hrs v Classroom i
i

Figure 4.22 — Discipline Incident Details
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4. Enter the description of what happened in the Incident Referral Description field.

2. Select one or Select Victationa
more violations

okl
Violations" list.

Figure 4.23 - Select Violations

5. Select a violation from the Select Violation drop-down list.

Salact Students
3, Select one or Chaver CalE -
more students B

|
' Ofender -

Figure 4.24 - Select Students

Chavez CarlE

6. Select the student or students involved in the incident from the Select Students
drop-down list. The student is added to the Students grid. Once in the Students
grid, select the student’s role in the incident and add any comments desired.

Swlect Intorvantions

4, Select any Comected/Wamed <
apply from the "Select ! S
" list. LI Conected \Wamed

Figure 4.25 - Select Interventions

7. Select the intervention performed to stop or because of the incident from the Select
Interventions drop-down list. The selected intervention is added to the Interventions
grid, where you can add any comments desired.

TTeachar Room  Panod H,Doq

|Carrll Matalia Jocoz |1

Rulwir Tt

Figure 4.26 - Refer Incident button

8. Click the Refer Incident button. A confirmation message display indicating that the
incident has been successfully referred to the person in the Refer To field. The
incident also displays on the Discipline Incidents screen within TeacherVUE.

Incident Successfully Referred

Olck to Resum 1o Seatg Cras |

Clck te Fefer fovther ncdert |

Figure 4.27 - Confirmation Message

Adams Elnmertary QO 2HT) Uiwr atatio Carall

Cttundar) Can was Camol, | Weson Rob
i g | Natake
phout lesing

Oate :
Al £oe | 05102013 1041 AM

Ik,

Figure 4.28 - Discipline Incident screen
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PARENT CONFERENCE

Teachers have the ability to document parent teacher conference within TeacherVUE. The
parent teacher conference recorded in TeacherVUE also displays on the Student
Conference screen in Synergy. The district must have a code for parent teacher
conferences defined the Conference Visitation Codes and the menu option enable within
PAD Security for teachers to use this feature. To document a parent teacher conference:

1. Click on the Additional Screens icon.

Teacher Room Period
Becker A, Alllson (101

lI_IQ

Figure 4.29 — Additional Screens Icon

2. A drop down list appears. Click on the Parent Conference option. The Parent
Teacher Conference screen opens.

{Teacher Conference Dota: Q‘i’!i-’.‘iﬂ

‘Backer A Ali5o0 o B3 2
S r
[.j Azon Hamld
Avoott. By
Twm
Acosta, John
| 13t Semestor | ~
wetion Cowws _Student | Adame Lam
[-uJHSB" becv-em 126 I} Aputi. Stegmen
Caoy Vegnla
Cartsen, Asroo
[ -
Coob_ Arthun

Coombs, Rebecca
DaShva. Louss

Daughtray Staphan

Dads, Cant

Eddy, Deonis
Elks, Sean
Elswern, Baty

Faaval Teresa

Can Parwia

Gnmes Darve|
Hen, Chsabing

Milar-Haskall Frukp

Rhiqu, Koty

Richardson, Kem
Sharma, Redeccy
Figure 4.30 — Parent Teacher Conference Screen

3. Click the Parent Conference field for the student whose parents you are meeting
today. The word “Yes” appears in the field.

4. Enter a comment about the meeting in the Comment field, if desired.
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Farent Teacher C
Tanche

|Becker A Allison [101 |3
Aacon, Harole
AZDaR Sily
Tarm :
outs, Joen
151 Samestar ‘ Acosta, Jo
Sectios  Course “Biudert | | *aams, Lany
00014587 Geometry 126 Il aquiar, sweghan
Cadady Wginia
Canlson, Aarcn
... -
S Cock, Aftur

Coomes, Reguces
D3 Siva, Lous
Caughtey, Steghan
D.uu cm

Eﬂm C!nm_

Ensg Sesn
Etgmom M1
Falweal Toresa
Gan, Pamela
Cnmes, Danlel
Hain, Chiistna
Mikar-Hasamt PMOD
Rnigu. Kally

orterance

s Jobnr may need 5 hdor 10 CHICh up S8! MISIng one woek of

|
YES recommend an advanced placement dass for next year
vEs Parerts concamad wih i3 amount of ims spent on
FE Suggested to parents that Dennis help tutor shugging

|
YEs Communicated to parents thal Pamels 1s nght on target No,
YES | Kelly I8 3 shy atudent Would encourage ber o paricioal

Figure 4.31 - Parent Teacher Conference Screen

5. Click Save. The parent teacher conference information is also displayed on the

Student Conference screen.

Precie]) (S (DD | S5 _sae | oo || s soser & 0BG

Student Conference (%

§Student Name: Bady, Dennis T Gchoot Mepe Mgh Schood  Status Actve  Mommoem 101

Student Cond | Contocancs Horcey »

Last Mame Firss Mame Miditie Hame  Suffe  Perm 1D Grate Ganger

iEddy [Donmis T | (02804 10 v Mae v

Conferenca ﬂwﬂﬁircrl Meetng - ¥ Confeerce Code f Hgher)

Conference Ad1 Wzaed had Snow Detal 1 Q)

Parere Toocher Confesence % ous20a [P Becker A, Alizen -

"HOTE Conderence Coded munt cxnl prios 10 crestrn Student C taconts Conl & Cooes ciwn De selup in Syneomy SIS » Sludedl » Setup »
Conferonte atubon Codes

Figure 4.32 - Student Conference Screen

UNIVERSAL BREAKFAST

Universal Breakfast is any program that offers free breakfast to all students, regardless of
economic status TeacherVUE enables teachers to note which students are taking
advantage of Universal Breakfast. This information can then be used for planning future
food purchases, or to track program participation against student performance and
attendance data. The district must enable the menu option within PAD Security for teachers
to use this feature. To track Universal Breakfast participation:

1. Click on the Additional Screens icon.

Teacher

Room Peﬁod

(101

Becker A Alllson

Aw ‘g .I_le

Figure 4.33 — Additional Screens Icon
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2. A drop down list appears. Click on the Universal Breakfast option. The Universal

Breakfast screen opens.

Teache:

Backer A Allison 1101

Room _ Fedod
3

Urmersat Braariast

Sludent Name

‘! Aaron. Hacold
Abooft, Bty

Joim Acosta, John

15t Semester

Section Course Studept | Adams, Larry

00014587 | Geometry 126 || Agustar. Staphan
Caddy, Virginia
Carlson, Azfon

=R oo | Bk s

Coombs, Rebecca
Da Sch'-a-Lnu.u .
Daughirey, Stephen
Davis, Carl

Edaoy Dennis

Ellls, Sean

|
]
}
J
|

Figure 4.34 — Parent Teacher Conference Scr‘een

3. Click the Universal Breakfast field for the student who participated in the Universal
Breakfast program today. The word “Yes” appears in the field.
4. Click Save. The Universal Breakfast participation information is also displayed on
the Student Meal screen.
':93"9 :;’Jl_.._ amqm‘@%m
Student Meal ]
Student Name: Aaron, Harold N. School Hope High School  Status Active  Homeroom 101
Meal Options |
Last Name First Hame Middie Name  Suffix. Perm 1D Grade
I[Aaron [Haroid [Nichoias [ |o6a257 10 -
Meal Option Universal Breakfasy v
Meals
Line Dara Maas Descopnon
£j09/18/2013 Universal Breakfast
Figure 4.35 - Student Meal Screen
ANNOUNCEMENTS

District and school-wide announcements are displayed to teachers each time they logon to
the TeacherVUE software. To review these announcements after logon:

1. Click on the Additional Screens icon. A drop down list appears.

Teacher

Room Period

Becker Af. VAIIisan

IE

’,va S |

[101

S

Figure 4.36 — Additional Screens Icon

2. Select the Announcements option. The Announcement screen is displayed.

3.

This screen will show any district or school-wide messages.
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District and 5 Announce merts

Urgeney Organization Name |Announcement
P] Edupuint School Because we have been experiencing power outages in the afternoon, please limit your use of "power hungn
Dristrict equipment and devices during afternoon peak periods.

Figure 4.37 — Announcement Screen

4. To close the announcements and return to the main screen, click the Close button.
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COMMUNICATION TO MULTIPLE STUDENTS

The Communication screen from the Additional Screens menu allows an email to be sent
from the teacher to all students in any of the teacher’s classes. To send an e-mail:

1. Click on the Additional Screens icon.

nfa

Teacher Rom Period
User, Teacher [218 |D
BE-es00

Details I Preferences | Students “»‘\bboﬂﬂi"v

Figure 4.38 — Additional Screens Icon

2. Adrop down list appears. Click on the Communication option.

Class Info I

Teacher Room  Period
Jackson, Kathy l216 |0

g, @ o [ (aodtional views
Additonal Views| & Testorow amayss

Detsils | Prefeﬁa‘\ ALC

i ﬁ Incident Referral
|Spring -

4
Section Gours e Announcements

I:a Communication

Figure 4.39 — Additional Screens Menu

3. The Communication screen is displayed.

Teachar Room Penod |

- [Message Type
aexandet Parck K 6206 5 |6 Email - Send Email Students and Parents
- Eang <epyme o amails | sand

' PVUE Message - Posled on the parent/student portal

From ]
e ..
PVUE/SVLE Hessage Haon | [ |
People: Swudentis) .
Classes for message:

‘Period 1. Weight Training and Body Conditioning (PEZ5)
v/Period 3. Weight Training and Body Conditioning (PE25)
Penod 4: Weight Training and Body Condtioning (PE25)
" Pafiod 5. Weight Training and Body Conditioning (PE25)
_Period & Team Sports (PE34)
NOTE Messages wil be sent only o those sludents and parents with valid emal addresses

[Sibed |
[Message |
@ Bource G m B L, m=Q
8 I S§is 3= %= N = ol
1es - Formst ::

Figure 4.40 — Communication Screen
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Select the Message Type by clicking on the radio button in front of the correct
option. The Email option sends an email to the parents and/or students selected.
The teacher can also select to be blind copied on the emails they send. The PVUE
Message option posts the message notice on the home page of the ParentVUE
and/or StudentVUE portal for the selected students and/or parents.

Recent Events

Events for Billy:
Attendance notes for 04/09/2010, 04/08/2010, 04/0752010
‘@Teacher User - Test Message (4/13/2010)

Home School: Hope High School

Figure 4.41 — Message Notice on StudentVUE

The message is automatically configured to be sent to the students in the class in
focus. To send it to the parents, or both the students and the parents, select the
option from the People drop-down list.

To send the message to multiple classes, check the boxes in front of the classes.
Enter a Subject for the message.

Enter the Message in the box provided. The message is sent in HTML format, and
the format of the message may be customized by using the buttons above the
message box. The button options are:

@souce | | X D B @ @ L|mE O
B I S || = E 99 | e L]
Styles Y. MNormal > '}C

Figure 4.42 — Message Format Buttons

B S Toggles HTML code on and off. When the button is clicked on, the
SrLrs message is shown in HTML code format. When off, the message is
(Source) shown as it will appear on screen.
% Deletes the selected text from its current location, and the removed
(Cut) text can be placed elsewhere using the Paste button.
I Copies the selected text for placement in another location in the
(Copy) message using the Paste button.
E Places the last copied or cut text in the current location of the cursor.
B The pasted text is inserted in the same format as when it was copied
(Paste) or cut.
fii Inserts the last copied or cut text as text only without any previous
(Paste As Plain formatting_
Text)

76
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When inserting text that has been copied from Microsoft Word into
any HTML format (as this message is), Word inserts “bad” HTML
code as well. To clean out the “bad” code from Word and insert the
clean text, click the Paste From Word button and paste the text in
the box that pops-up. Check the box to Remove Styles definitions

and click OK.
Paste trom Word [
= Tugsw U”"-’f 080 e sz buz g ez e <epbosn) |
[@ IV 373 11 OK
(Paste From
Word)
W \veaFort Fare dafritiovs
I~ Remuse Stz celinlions
Figure 4.43 — Paste From Word
* Undo the last action.
(Undo)
Redo the action that was previously undone.
(Redo)
I, .
Removes all formatting from the selected text.

(Remove Format)

Inserts a table with the specifications entered in the Table Properties
box that pops-up when the button is clicked.

Yable Proparnias s
aras Larly
[ 200 (SR
oy Higr.
3 el
HeaLes Calapazin
Eorde tbe Cripyiih;
Table -
( ) |:?T.,.. |
Figure 4.44 — Table Properties Box
= Inserts a horizontal line.
(Line)
Q Inserts a special character or symbol.
(Symbol)
B Bolds the selected text.
(Bold)
I_ Italicizes the selected text.
(Italic)
= Runs a line through the middle of the selected text.
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(Strikethrough)
1=
== Formats the selected text in a numbered list.
(Numbers)
"=
L= Formats the selected text in a bulleted list.
(Bullets)

(Decrease Indent)

Reduces the indent of previously indented text.

~|:_

Indents the selected text.

(Indent)
23 Indents text to both the left and the right.
(BlockQuote)
= Inserts a link to a website.
(Hyperlink)

(Remove Link)

Removes a link to a website.

| Creates an anchor, or bookmark, for the selected text that can then
(Anchor) be used to create a link from another part of the text.
Styles " | | select a preformatted custom text style from the drop-down arrow.
(Styles)
Normal - Select a standard text style such as Heading 1 from the drop-down
arrow.
- Select the font to be used for the selected text.
(Font)
- Select the size to be used for the selected text.
(Size)
ke Brings up the message in a larger window to help when editing long
(Maximize) messages.

9. To send the message, click on the Send Message button.

78
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To see a list of the messages that have been posted for the students and/or parents on the
ParentVUE (PVUE) and/or StudentVUE (SVUE) portals:

1. Click the PVUE/SVUE Message History button.
e~

Teachar Room  Penod :
swander Parck k6208 13 |5 Fmail- Send Email Students and Parents
qo — BIng cops me o0 emaits | send
PYUE Message - Posted on the parent/student portal
: From . |
[ | i e
PVUE/SVLE Hat [fo |
People: Swdanys) -

Figure 4.45 — Message History

2. A list of the posted messages appears. To remove a message from the portal,
check the box in the X column next to the message, then click the Remove
Selected Messages button.

Mansyge Haelory

A Soctinn ot
Date Time Imed Groog Subject Message

Ussee, Tescher 216 D
r PA12010 ) SS51.-Am |Sacond  JThis s the second tend messags, which
15:59:00 Govt [ Teut e hiave sent to all of our classes
- pAnd2010 1 EN4G - Pin [Second  JThis s the sacond texd messace, which
1559 00 Eng Il  Teat v have sent to all of our classes
Dk 5 Sand Anctrer Merzage | - DA N2010 6 SCA492 - Second.  JThis s the second text message, which
15.59 .00 Eiology Teut vz hava sent to all of our classes

Figure 4.46 — List of Posted Messages

3. To return to the Communication screen, click the Click to Send Another Message
button. To return to the Seating Chart, click the Seating Chart button.

Massage Hetory

R Soction ot
l ’ Date Time Il‘mmd °G":::I Subject Message

oacher
Teschar | I

0411252010 ; SS51-Am |Saecond  JThis s the second texd messags, which
15:59:00 Gavt Teut e have sent to all of our classes

r jo4n2010 1 EN4G - Piin [Second  JThis s the sacond tend message, which
1559 00 Eng Il  Teat s have sent to all of our classes

[« ik 5 Sand Ancirer Merzage ;- 041132010 6 SCA492 - Second.  JThisis the second text message, which
15.59.00 Elology Teut vox hiava Sent to all of our classes

Figure 4.47 — Closing Message History
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Chapter Five:
TAKING
ATTENDANCE

In this chapter, the following topics are covered:
» Taking attendance with the seating chart
» Taking attendance by a student list
» Taking supplemental attendance
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ATTENDANCE NOTIFICATION

When a teacher logs in to the TeacherVUE software, the software notifies the teacher if
attendance has not been taken for today’s date in the Class Info section of the main
TeacherVUE screen. The message appears in bright yellow below the section information.

Studert Talles
Total

Presént Today
Absant Todsy

Tardy Todsy

Seating Chams
I/-Jph: Last, First fl

Edt Seatwg Charts | cat_lwmize | phartry Vimtedf Pl Ywiwar. o
Figure 5. 1 Attendance Notification Message

For schools taking daily attendance twice a day, the message specifies which part of the
day is still missing attendance.

Attendance not taken for today (AM)

Attendance not taken for today (PM)
Figure 5.2 — Daily Attendance Message

Even if all students are present, the teacher must take attendance by either chart or list as
explained later in this chapter. Once the teacher has saved the attendance records, the
message on the Detail tab changes to “Attendance taken for today” and the Class Selection
screen indicates that attendance was taken also.

Seating Chart - Alpha - Last, Flest
eaches Room P-non
fUser, Teacher r?lS

VR ‘~§»"_]EI£)

Detsls l Frotorances | Stadenms I7
Term

Fall

Section  Cowse Student
0077 AmGot 128 |
Allendance taken for lodsy

e}

Totsl T
Prasent Today 28
Absent Today {0
Tasdy Today [0

Sasting Chors
Alpha - Last First =
Lan Seatng Charts

Figure 5.3 — Attendance Taken for Today Message
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Pleasa selact a class or group.

4% Ofr -+ C-DAY . ok | ome |
4th Qtr (03/18/2013 - 08/26/2013)
@ 1 0300 - 34 Grade 0102 (AMPK) 23 YR | 0002 CDEAB v
1 0120 - 1/2 Multi-Aga 0119 (PM) 19 YR | 0019 CDEAB
2 ENO - English 04 12002 (AMPM) 7 YR | 0003 CDEAB
J  [ESCM - Scienca 4th Giade 12003 (PM) 6 YR | 0003 CDEAB
{ Groups
e I B 7 Fnd | 3
5 " w = 1]
Aler
School " 1062012 051572013
Program
o« | ome |

Figure 5.4 — Class Selection screen, Attendance Taken column

TAKING ATTENDANCE BY CHART

Attendance can be taken for the current date by using the Seating Chart. If attendance
needs to be taken for a previous school day, the Take Attendance By List function should
be used. It is discussed later in this chapter. To take attendance using the seating chart:

1. Click on the Take Attendance by Chart icon.
[ Cassilo |SeaingChart - Alpha-Last,First___|

Teacher Room  Period
Jackson, Kathy 1216 IO

SUO0

Details I Preferences l Students  [[Abbott, Billy \Addington, Pauld IColeman, Josa [
1905483 1871686 874305
Term [[wate - 12 Female-12 | |Male - 12
ISpring [[1017A-Teacher A [S551-Am Govt |[S351-Am Govt
||
Saction Course Studant "JA l ‘ ‘

Figure 5.5 — Seating Chart Screen, Class Info

2. A Reason Types Legend appears under the Class Info area. This legend shows
the color-coding used for the absence types available. The absence types available

are configured during the district & school setup, as outlined in the Synergy SIS —
TeacherVUE Administrator Guide.

Tunehier Raom  Penod
[Jese, Tescher {;'I. })

Taking I AM 'i Attendance

Resson Types Legend
Lywanfied
Tardy
|Excuzed
Ureacused

Mals 22

A rcan 5 5 Armad lan r

Figure 5.6 — Reason Types Legend
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3. For daily attendance schools that take attendance twice a day, use the drop down
arrow to select what time of day that attendance is being taken.

Clags Infio
Tescher Room  Perod
Uzer, Teacher 216 (o

BT
Takngll"h'l =| AHendance I

Figure 5.7 — Taking PM Attendance

4. Click on the student’s picture to mark the student as absent or tardy. Continue
clicking until the correct code appeatrs.

Tuncher
[ase, Teacher

e
¢ Swve Mtendence .
————
Taking

Reason Types Legend
Lewanfied
Tardy
|Excuzed
Ureacused

S4Amarcan | 5051 Anetian T IS -Ane s 5T Tt

Fig-t;re ‘5.8 —Marking Attendance by Seat‘ir-lé Chart
5. When all absences have been recorded, click the Save Attendance button. Even if
no students are absent, be sure to click the Save Attendance button to record

that attendance has been taken. To cancel any changes that have been made,
click the Cancel button.

Note: Only students who are tardy or absent from the class should be
marked. Those students who are present do not have any code appear in
the lower left hand corner of their student picture.

6. Once the attendance has been saved, the screen returns to the main Seating Chart
screen.

Semrg Onart - Alpha - Last, Flrst

[Toacher Ronm _ Pamod

Usee, Taachee ?216 o
Vi e 5 O
M||"..,|..., ST e
T
L -
Section Coursa Stadent
{0077 lam Gow 28
[Aitendance 1aken o today
Stedent Tallws Count
tid
128
0
0
Senting Charts
§ Algha - Last First »
£ Sestig Crams | iZwer. Alan | §ovcar cwesice [ PAatic Vimbe!| PAler Detaan Jdeimn esic Fasey Heme

Figure 5.9 — Main Seating Chart Screen
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TAKING ATTENDANCE BY LIST

Taking attendance by using the student list allows the teacher to take attendance for the
current school day or return to previous school days. To take attendance by list:

1. Click on the Take Attendance by List icon.

Teacher Room Period
||pser,'|’gacher E [216 |

Al ST?)

0

= 4 v\
Details” | Preferences | Students |[5Eves silly | [Addington, Pag|
Figure 5.10 — Seating Chart Screen, Class Info

2. A Reason Types Legend appears under the Class Info area. This legend shows
the color-coding used for the absence types available. The absence types available
are configured during the district & school setup, as outlined in the Synergy SIS —
TeacherVUE Administrator Guide.

|

hachey___——"Roes Poungis << Hask ¥ Doys |

Cand flatabe I)[O{ I!

v o Student Now

[Lactin e vz = Toia Taks Tiie [hka T5in ki T Taae T6as Taae Taa T

0%7 144 Grade 2 .

. i LAasae.
[ | ooz e
Urs s I Actares Gonalez. Jares
Coviesd w0 St b4 oo Ot | s e DU FURS YU DU DUR DU PO Do, 'C’I. ! — ! -
R ke, G m

[Evativy Lnce

Catnodar Cng Coime  SENN TSN TSN TSN SN TSN TE - 4

Aacordng [Dusturarie, Aswn = (B Rl I E | P LR T [ )
Canurtes Vzowe Howard

Reason 1§ Oy, Jacqueioe

Chaese Catl
Comngton Lovs
Owrras. Sanda Toly
Exvala Acuna, Bran

Figure 5.11 — Reason Types Legend

3. For daily attendance schools taking attendance twice a day, two columns appear
under each date — one for the AM session and one for the PM session. Daily
attendance schools taking attendance only once a day only show the date column.
Days that the school is not in session, or days on which the student was not enrolled
are grayed out with the notation N/E (for not enrolled). Today’s date is highlighted in
pale yellow. Supplemental attendance days that are not active for this class are
noted with SUP.

Mon 7

A PM
Aaron, lan NE NE Suo Sup
LAlsjandrez, YWilio NE NE Sup Sup || Tdy
Antorn Gonzaaz, James | NE NE NE NE NE NE NE NE NE NE Sup Sup NE NE
JBahena, Joshua NE NE Sap Sup
lBabu Catos NE NE Swp | Sup
[Bradiy, Linga NE | NE Tdy Suw Y Sop || Tay
ﬁs‘.u«mla Aaron NE NE B Sup

Figure 5.12 — Taking Daily Attendance By List

84 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Five TeacherVUE User Guide

4. For period attendance schools, a column for each date is listed. Days that the
school is not in session, or days on which the student was not enrolled are grayed
out with the notation N/E (for not enrolled). Today’s date is highlighted in pale
yellow. Supplemental attendance days that are not active for this class are noted

with SUP.
- 003 2200
3 . 8 3 Mon 7

IAbbolt. Billy NE NE NE Sup Sup
Barkee, Juan NE NE NE Sup Sup
Backstead, Phylis NE NE NE Sup Sup
Branch, Clarence NE NE NE Sup Sup
Cody, Harry NE NE NE Sup Sup
Cooley. Carolyn NE NE NE L—— Sup Sup
Dixon, Eugane NE NE NIE( ) Sup Sup
Forsythe. Raiph wE | NE | NE (S D sw
Gunnell, Dana NE NE NE | Sup Sup

Figure 5.13 — Taking Daily Attendance By List

5. To change the order in which the calendar days display, select either Ascending
(chronologically to today) or Descending (from today back) in the Calendar Day

Order drop-down list.

!uchﬂ Aoom  Petiod
Canoll. Natslie Jooe2 |1
e o
[Section Course Studert

0102 {344 Grade 129

___UndsCunges |

Cancel o Rt 1o Sesting Dhant l

Calendar Day Order
Ascandng ~

Reason Types Legend

ardy
used

xeused

6. If attendance for a different date needs to be marked, the Back 10 Days, Go to
Today, and Forward 10 Days buttons at the top of the attendance list can be used
to navigate to the desired date. Most schools limit attendance recording to within 3
to 5 days of the current date, but past attendance records may be viewed.

<< Back 10 Days | Go Ta Today | Famard 10 Days => |

Figure 5.14 — Switching Attendance Dates

7. Once all of the attendance has been recorded, click on the Save Attendance button
to save the attendance and return to the main Seating Chart screen. To undo any
changes, but remain in the Attendance List, click the Undo Changes button. To
undo any changes and return to the main Seating Chart screen, click the Cancel
and Return to Seating Chart button.
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pon (on your lel) when complote

adance’ bot

Sove Atte

s the

Taking Attendance . Pre

Toachar _Room  Fuead =
st Toacher 1216 | <5 Bck 10 Dis J
Section  Coowve | Studest 0
2077 AmGot 124 - Mon 7
Attt Bity NE | NE | NE Suwp | Sup
Ty — l!]nm Juan NE NE NE Sup | Suwp
- - - f[Becksteaa Prms | WE | nE | NE Sup | Sup
Conos and Returm 1 Sestng Cran
Banch Clareece NE NE NE Sup Sup
Cody, Huvy NE | MWE | NE Sup | Sup
-“"'°"| Typos Lugend Ceolvy, Cariyn WE | NE | WE Sw | Sw
Tovdy Dixon. Eugene NE NE NE S Sup
| Excused J[Foreythe. Rafoh NE | HE | NE S | Swp
_JUnexcuzed lGur-'al Diana NE | NE | NE Sw | Sw

Figure 5.15 — Saving Attendance

TAKING SUPPLEMENTAL ATTENDANCE

When taking supplemental attendance, the student is marked present instead of absent.
Supplemental attendance is always taken by period. Currently supplemental attendance
may only be recorded by taking attendance by list. To record supplemental attendance:

1. Click on the Take Attendance by List icon.

(UsezFagcher I2175 I

Details | Preferences | Students 'Abb'oﬁgmy JAddington, Pasl
Figure 5.16 — Seating Chart Screen, Class Info

2. The Present reason does not appear in the Reason Types Legend, but it is
available for recording attendance. Click in the box for the date and student that
attended for the supplemental class until the reason PRE appears in white.

Taking Amendance - Press the 'Save Anendance’ button (on yoar left) when complete
oachss Aoum  Panod
User, Teacher 191 |0 <% N 10 Doys I

eclion Coorve |~ Stodtil [G) W0
0023 Remedial Math 1 Mame  [Tmezy [ T2t [Mon 31 | Tow 1 [Wedd | Thud | Frd | Se€ .| Sund
post Bty

Cancer 00d fietum 0 Seatng Chrant I

Russon Types Legend
Umurded
Tardy
Excused
Junexcused

Figure 5.17 — Taking Supplemental Attendance By List

3. Once all of the attendance has been recorded, click on the Save Attendance button
to save the attendance and return to the main Seating Chart screen. To undo any
changes but remain in the Attendance List, click the Undo Changes button. To
undo any changes and return to the main Seating Chart screen, click the Cancel
and Return to Seating Chart button.
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TAKING LUNCH COUNTS

If Lunch Counts are enabled, the status of the lunch counts is displayed beneath the
Section information. Lunch counts are only available for the students’ homerooms, and they
must be enabled as outlined in the Synergy SIS — TeacherVUE Administrator Guide. To fill
out the Lunch Counts:

Factinn Course Stuclant
1077 Am Bow X |

"-" Lanch ceunts not taken for Locay |
Figure 5.18 — Lunch Counts Not Taken

| Teachnr Soom  Pened

Secker A Alison 101 3
vE e E0e
Figure 5.19 - Additional Views

1. Click on the Lunch counts not taken for today bar.
OR

Select the Lunch Count option form the Additional Views menu. The Lunch Count
Entry screen appears.
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Note — If your school is setup for lunch counts, the Lunch Count information appears on
the screen.

Tanchar [Room  Penod | [Enteryour dassroom lunch counts below: |
Backer A Allison {101 3
‘, Tacos
Ham Sanawich
Tesm
15t Semester Turkay Sasiwich
Sactiont Course Student | Ceasar Salsd wih Chicken
R ey ~| Frut 3na Chaese Banto Box

Figure 5.20 - Lunch Count

If your school is setup to take individual lunch orders, the Lunch Order
information appears on the screen.

Teaicher Roonm  Paencd I

Becker A Allison 101 3 gnt N3
‘2 Aaron, Harola |w!
Abbott. Billy e
Acosta. John Tscos
Tetm e am Ssadwich
| 15t Semaster || Adams. Larry Tuney Sandwich
Section Caurse Student uilar Stephen Ceasar Salad weh Chicken
[00014587  [Geometry |26 | e Frut and Cheese Sents Box
- Caday, Virgmia >
Carlson, Aaron [w]
IS | [
AAAAAAA = Coombs. Rebecca [«]
Da Silva Louss vl

Figure 5.21 - Lunch Order

2. Enter the lunch count totals or individual lunch orders.

eachier Ream Periog
Teacher Uzer 26

Tamrn

[5pirg

seclion Course Student
[1o7 & Gowt 7

caes

Figure 5.22 — Lunch Count Entry

3. Click Save Lunch Count. The Lunch Counts Saved message appears. The
message changes to “Lunch counts taken for today.”

Section Course Student
1077 A Gyt 27

%J Lunch counts taken for today
Figure 5.23 — Lunch Counts Taken
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Chapter Six:
VIEWING &
EDITING
GRADES

In this chapter, the following topics are covered:
» Viewing student grades
» Updating student grades
» Printing the grades report
» What is the Grade Book?
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VIEWING GRADES

Marks, or grades, for each student may be viewed and edited within the TeacherVUE
software. To access the student grades:

1. Click the View Grades icon.

Teacher Room Period
(101 |3

& =00

Figure 6.1 — Seating Chart Screen, Class Info

2. There are two main sections within the View Grades screen. The Class Info
section shows the details of the different codes that are shown for the grades, and
allows the teacher to set preferences for how the grades are viewed. The Grades
section displays the marks for each student.

ol Hatabo Joosz |1 _ :
\‘so e e e e R e
. Aljasdrer Wik 55 . Sl SR S
Detade  Fretmwaces Atares Goazates. Jamws | — =y | =
At Saens, Jostus o iy | [ | .
A Darstasing e —— I | e | [ | e
A Sradivy, Linta R = | = | [N | ===
6 = o T
8 Shove Mteags Cenartas Vazque Howael | = =1 =1
: Chaney, Jacguelne C = |
" e —
- e Chavez, Car E | !
c Budest Harre X
De Comgton, Lows L ] |
D Baldw Jtvage Duniris. Saectea M B | || B
o Eatrels Aceny, Brian O r— | =—=¢ r_ |
' L Fiores Aldata Wanda jms | Do | femm | S
[ N o - - ——
Floess Ntz Kathy V ] = ]}
| e cerplate -~ m— e — —
1 Fabm ol —— Nt
2 Vaeds kmpr ::““:}N“ - 1 lﬁ — .
3 s A . Wayne 5 !
: Ry Cows Raba T S5 &5 @a§
4 Avove Averagn (Mancees Hovern Katteys | [ = (=i =
[ Excolwt Istram i
- i Quy Ali 1 Fres F2im

Figure 6.2 — View Grades screen
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3.

In the Class Info section are two tabs: Details and
Preferences. Upon opening the View Grades area, the
default tab is the Details tab. Within the Details tab,
legends for the codes for Valid Marks, Citizenship,
Conduct, Work Habits, and Comments are shown. The
codes available are setup at the district and school
level. Refer to the Synergy SIS — Grading Administrator
Guide for further details regarding setup and
configuration of the grades.

¢ Valid Marks refers to the letter grade that can be
issued for a student.

e Students can be assessed on other items outside of
the academic arena. Some of those arenas include
Citizenship, Conduct, and Work Habits. Citizenship
refers to the student’s overall performance in the
course, including grade and interactions with
students and staff. Conduct refers to only a
student’s interactions with students and staff. Work
Habits refers to a student’s tendency to complete
work in its entirety and within a timely manner.

e The Comments area refers to specific items about
a student's performance in the class whether
positive or negative. In the figure below, there are
letters associated with various levels of
performance. Several comments may be entered
for each student in a class, depending on the
configuration of the grading setup for the school.

Details

| Preferences

“alid Marks

T
T

Cutstanding

Above Average

Average

Below Average

Failure

— =] o) o
§1¢D+QO+QJW+P>

WWithdraweF ail

Incarnplete

(=)

Outstanding

Satisfactory

=

Meeds Improvernent

o Qutstanding

Satisfactory

Meeds Improvement

8] Qutstanding

Satisfactory

Meeds Improverment

Comments
Please Contact Teacher

Excellent Student

Good Attitude/Behavior In Class

Good Participation In Class

Shows Extra Effort

Complete/Accurate Assignments

Showing Irmprovement

Experiences Difficulty

Test Scores MNeg. Affect Grade

Doesn't Bring Matrls To Class

Missing Makeup Or Class Work

Inappropriate Classroom Behavr

Absences/Tardies Affect Work

Meeds To Follow Correct Techn.

o|Z|Z|r|=|—|—|T|[@|nm|o|o| o+

MNeeds To Demons. More Effort

4. The Preferences tab within the Class Info area allows the user to change the
grading period being viewed on the main screen. The current grading period is

automatically checked.

I~ Progress Period 1

Preferences

™ First Quarter

™ Progress Petiod 2
™ Second Quarter
™ Progress Period 3

¥ Third Quarter

[ I Pragress Period 4

¥ Fourth Quarter
Figure 6.3 — Screen Grades, Preferences Tab

5. To add the information for a different grading period to the screen on the main
screen, check the box next to the grading period to be displayed.
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6. The Grades section is automatically updated to show the information for the current
grading period as well as the new grading period added.

Teacher Room  Period

User, Teacher |216 |EI
e [ Student
S I , &
Abbatt, Bill ) I I
; C. T
Details Preferences AT
I” Pragress Period 1 Paula b |24 Gt B | A [ A
Coleman, )
I” First Quarter ose L. rd Gtr: € I B | B
Cooley
' 3rd Qir; A-
I Progress Period 2 Caralyn A. ' ' I At I At
Crum
. 3rd Qtr; C+ C- o
™ Second Quarter Richard J. I |
Crum
- SdtrDs | | D | D
I Progress Period 3 illiam R.
Decker, Larij{3rd Ctr A- | F | F
¥ Third Quarter Devistrie, ]
Roger L 3datrCc | | D [D
I” Progress Period 4 Dianics, .
Auth T Idaec || F [F
¥ Fourth Quarter E”ben. Tinaugrd Qir © s s

- A
Figure 6.4 — Updated Screen of Main Screen

7. Inthe Grades section, information regarding the student name, marks, options, and
comments can be found. The boxes within this main screen are not available for
editing within View Grades. To edit these boxes, the Update Grades screen must
be activated. Updating Grades is discussed later in this chapter.

Grades for: Fourth Quarter
0102 0300 3/4 Grade Fourth Quarter

Marks Options Comments
Student Name 4th Qtr Att 1 Cit Cmt 1 Free-Form

Aaron, lan ]— ]— ]— ]—

Alejandrez, Willie JR

Antonio Gonzalez, James
i | | | |

Bahena, Joshua | [14.00 | |
Baker, Carlos W.
Bradley, Linda R.

Bustamante, Aaron

Cervantes Vazque, Howard

Charley, Jacqueline C.
Chavez, Carl E. | | | I
Figure 6.5 — View Grades screen, Grades Section

8. The first column contains the students’ names. They are listed in alphabetical
order with the last name showing first and then the first name.

Student
MName
Abbatt, Billy
C

Addingtan,
Paula WM.

Coleman,
Jose L.

Figure 6.6 — Grades Section, Student Name Column
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9.

10.

11.

12.

The next block of columns is labeled Marks. A mark is the grade given for a grading
period. More than one mark may be available for a given grading period. The
marks available are configured in the Grading Setup screen, as outlined in the
Synergy SIS — Grading Administrator Guide.

hlarks

Sem 2

4th Citr

| B | B
| A | A
| B | B

Figure 6.7 — Grades Section, Marks Columns

The Options area of the Grades section contains a variety of information. This
includes Credit Override, Attendance, and notes regarding student performance
(Citizenship, Conduct, and Work Habits). Credit Override allows a change to the
credit amount issued for a course. The Attendance columns, shown here as
Excused and Unexcused Absences, can be customized to show a different column
title as well as automatically summarize the absences recorded for the student. The
attendance may also be manually entered. The Citizenship, Conduct, and Work
Habits columns show letters that correspond to the legend shown in the Details tab.

I 12,00 4.00 | 5 | s | N
I 0.00 1.00 [ I |
I [0oo [1o0 | | |

Figure 6.8 — Grades Section, Options Columns

The Comments area can display a customized number of columns to capture
additional comments regarding a student’s performance within that particular class.
The letters placed within these columns correspond with the Comments legend
shown in the Details tab.

Figure 6.9 — Grades Section, Comments Columns

The Free-Form Comments area displays comment text entered by the teacher for
this student.

Comments

Free-Form

Figure 6.10 — Grades Section, Free-form Comments Column
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UPDATING GRADES

To update the student grades:

1. From the View Grades screen, click on the Update Grades icon found in the Class
Info section.

Updating Grades - Press the "Save Grades' button {on your left) when complete

0102 0300 3/4 Grade Fourth Quarter

Marks Options Comments
Student Name 4th Qtr Att 1 Cit Cmt 1 Free-Form
Aaron, lan - - - -
Alejandrez, Willie JR A A - -
Antonio Gonzalez, James D. - - - L 2
Bahena, Joshua - 14.00 v - -
Baker, Carlos W. - - - -
Bradley, Linda R - A - -
Bustamante, Aaron - - - -

Figure 6.11 — View Grades screen, Update Grades icon

Caution: If using the Grade Book, the Grades section in TeacherVUE
shows the posted grades from Grade Book. If the grades are updated in
TeacherVUE, they will not match the Grade Book grades and if the

grades are re-posted from Grade Book, the TeacherVUE changes will
be overridden.

2. In the Grades section, all of the boxes turn white instead of gray, and become
either drop down menus or editable boxes.

Updatsing Grades . Press he "Save Grades’ hattan jos your lef) when complete

3551 Ameacan Geetraant Faarth O

Mubs

Couae
Wame

Abbatl, Bty C

T

O = e

Iiigure 6.12 - Update Grades screen, Grades Section

REGO100, Pau
b

Cobbrman_ Jose |

it
Oy
]

= 3

3. To change a mark, comment, or any other drop-down list field, click the black drop
down menu arrow and select the appropriate letter or enter the appropriate text.

Updating Grades . Press thy

Figure 6.13 — Update Grades screen, Drop Down Menus
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4. To change an editable box such as Credit Override or the Attendance columns, click
in the box and enter the information.

d d E B55 = ave a E 1 1 1

Abbatt, Billy C. IEI *I IEI 'I 1.00

Addingtan, Paul
= ington, Paula IA_ j IA' j I

Figure 6.14 — Update Grades screen, Editable Box

5. When all the grade information has been entered or changed, click the Save
Grades button. To cancel any changes that have been made, click the Cancel
button. The Grades section returns to the View Grades screen, where the boxes are
shaded gray and cannot be edited.

__A LR
ive Tootws 6D
- bkt by © = |[omo o fn = o= o v C ol r =
S, Juw 8 s 5 =] =] 0 3} E B
:. Dvisianiey Emctstens ProkaM fC- 2 (53 '"3 = 8 3 he =)
g Woonn Chwel. Bae s || s s s e [ =
ey — AL - an gl g I3 3 L I
3 ST ] NN
:':'-— e [N Evpme B ¢ 3 83 || 3 2 = 2 B
| [FevinismCE EA 3 = = = = =
e — T 1 N - -
S eror; NMbbet ) fe = 33 = n = - - =
Figure 6.15 — Save Grades and Cancel
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GRADE-RELATED REPORTS

If grade-related reports have been added to the list of reports available in the TeacherVUE
software (by adding them to the Navigation Menu for the TeacherVUE User Group), these
reports appear both in the list of available reports from the main Seating Chart screen and
as an option on the list of reports available in the View Grades screen. For more
information about specific reports, please see the Synergy SIS — Grading User Guide. To
print a grade-related report:

1. Click the Execute Report icon.

Figure 6.16 — Execute Report Icon

i
T
-
]

2. The report can be generated as a PDF file or in text (TXT) format. Select the output
type by clicking on the radio buttons.

Click line to execute & repart for the class
Select Output Type
* PDF  THT

GRD403 - Mark VYerification By Teacher
Figure 6.17 — Execute Report, Select Output Type

3. Click on the report to be printed.

Click line to execute a repaort for the class
Select Output Type

& PDF © TXT

GRD401 - Mark Listing By Student
GRD403 - Mark Verification By Teacher]

GRD419 - Class Grading Form
Figure 6.18 — Execute Report, Select a Report

4. A progress screen appears as the report is being generated. The status line is
updated as the report is processed until the report can be viewed.

Ahort

Description: |GRD403 - Mark Verification By Teacher |
Status: In progress: |
Mote: This page will keep refreshing until the job is complets

Figure 6.19 — Execute Report, Progress Screen
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Cancel the report.

Do you want to open or save this file?

=

Mame:

From:

1e7dbf71-8caf-491b-aec0-6ec9545d5857 . FDF
Type: Unknown File Type, 31.3 KB

localbiost

Open |

Figure 6.20 — Open, Save, or Cancel Report
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Figure 6.21 — Screen Grades, Mark Verification By Teacher Report

RETURN TO SEATING CHART

Once the report is generated, a dialog box offers the options to Open, Save, or

Click Open to view the report, or click Save to save the report to the computer.

To return to the main Seating Chart screen from the View Grades screen, click on the
Return to Seating Chart icon in the Class Info section.

3 i
h - Anea Dby C 7S] P | M [N (e
Bwier bantt | 7B | T i TREgS | Pe— 1Te | = |

“_ o e e Bkt P M | L e T = ) | e | =1 | re===

~ Psecs, Covwwon L | [ A0 i @M MR I [
T s == | 5% | I == | == ==

A ook, Canvin A B | = === s o mMl

= T o Eugers 8 oo | = : s |1 ] |

- Ee— L U v ] | o | || Ja— | p— | je—
) Frv—— e | [ f | [ f

G Awan f ey e B | =2 == B | = | = = | = | =

Figure 6.22 — Return to Seating Chart icon
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ACCESSING GRADE BOOK

The Grade Book option provides access to the Grade Book software. This software allows
educators to record grades at the assignment level instead of just at the grading period
level. The assignments are tallied for each grading period mark and the information is
synchronized with the grading information in the main Synergy SIS software. For more
information about working with the Grade Book software, please see the Synergy SIS —
Grade Book User Guide. To access the Grade Book:

1. Click on the Grade Book icon from the main Seating Chart screen.

Class Info | Seating Chart - Alpha - Last, First

Details I Preferences I Students oft, Billy | lAddington, Pauld (Coleman, Josa | [Cooley, Carolyn |[Crum, Richard _|ICrum, wiliam |
101TA-Teacher A |SS51-Am Govt ||SS61-Am Govt | [SS51-Am Gowvt | [SS51-Am Govt |SS51-Am Govt |
Term
Spring I
Section Course Student
1077 |Am Gowt 27

Attendance not taken for today T

Student Tallies Count cker, Lori | |Devisme, Roger | [Dianics, Ruth _ |[Gitbert, Tina | [Grant, Timothy |{Home, George |
[l[5851-Am Govt ||sS51-Am Govt |[SS51-Am Govt |[SS51-Am Govi |[SS51-Am Gowt |{SS51-Am Govt |

Figure 6.23 — Seating Chart Screen

ITAO:I I')'l

2. The Grade Book screen pops-up in a separate window.

dachasn, K Am Gay Ul Kathy Juchsos (Klacksan) . Sacondery Teacher

A
LA AL
LAl

Pt

Amon, Bty Th % o

| | - |

Adivatos Fagy | TRONC | " 1 n " ‘ ,
{ \ \ \ { {

Conmm dsn | MING » =] n | " "
t ' ' 1 + 4

Costey. Commy | 6Y2%F | n R e n \JTHRE o o
4 ' + 4 } !

L, fcterd | asonr . " " ‘ ’ "
1 4 ! : ! !

Cous Wileen | OR6% D+ | " 1" ] " | H

Figure 6.24 — Grade Book Screen
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Chapter Seven:
USING THE TEACHERVUE MOBILE APP

In this chapter, the following topics are covered:
» Mobile App Features
» Hardware and Software Requirements
» Setup on a Device

Copyright© 2013 Edupoint Educational Systems, LLC 99



TeacherVUE User Guide

FEATURES

The TeacherVUE Mobile App gives school administrators access to student information and
functions for which mobility is required. Much of the functionality available in the desktop
version of TeacherVUE.

With the TeacherVUE mobile app you can

Create and modify seating charts
View student information

Add Notes to a student

Create an Incident Referral

Take Attendance

Take lunch counts

Access Grade Book

HARDWARE AND SOFTWARE REQUIREMENTS

TeacherVUE is compatible with iPhone, iPod touch, and iPad with iOS 4.3 or later. It is
optimized for iPhone 5.

User login requires the same name and password used for Synergy.

Note — Your TeacherVUE screens might not look exactly like those shown in
this guide. Screen layouts vary slightly by device.

100
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SETUP ON A DEVICE

To set up TeacherVUE on a device:

1. Download the TeacherVUE app from iTunes:
https://itunes.apple.com/us/app/teachervue/id412056651

Follow the instructions provided during the download to install the app.

Teacher/UE gfa

Efuport School Dwine

Start the app.

Save Use—aw ﬂ
Prevuord

Save Paszwore 0N

.s'i

Tap the Settings icon C& in the lower left corner.

Enter the URL of the district’'s web server, and tap Test.

O s Gl Pt
x Settings

District AL |

Tap Ok to dismiss the success message, and tap done.
Tap Save and the close the Settings window by tapping the X’.
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LOGGING IN

1. Launch the TeacherVUE app.

TeacherVUE &l/a

powared ty 4P Synergy !

Edupoint School Dustrict

Usemame
Save Username m
Password
Save Password: m
e

2. Enter your Synergy Username and Password.

o Tip: Set the Save Username and Save Password options to Yes to skip this
) step the next time you use TeacherVUE.

3. Tap Login.
GETTING STARTED

The screen that appears when you log in is District and School Announcements.

[

X ¢+ District and School Announcements

Show Dismissed Messages

p

‘ CPA yurning will tako plnce right ador achool today » $he East Gym for ol

staft members. Regured Atterdance

|#
Becouse wo have beon axpenencing power outages in the aftermoon

ploase it your use of “power hungry” eguipment and devices dunng
afternoon peak penods

‘l

The parking fot Wik he CLOSED from 7 00pm on Fradey to 8 00am on

Monday lor re-paving ismmiss

Figure 7.1 - District and School Announcements screen
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Once you close the District and School Announcements screen, the Class/Group
Selection screen displays.

Had

W Class/Group List ["Logoa |

% Aoom
Period:1 Mawting Dy M-T-W-R-F
Couse Swction ID Count Term ?
Ap Bislagy SC46W-1.000000000001 1 YR

o Room: 120
Period:5 Mooting Dy MW-E-R-T
Conese Becson 1D Count Term >
Biziogy 0007 25 52
Bioiogy 0005 19 52

o Room 120
Period:9 Mewteg DayM-W.F-A-T >
Conrese Becson ID Ceunt Term

Lile Science 0004 17 a2

Selecting a class or group from the list opens the Details tab of the Class Info screen.
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ClaswGroap Lt Alpha - Last, First

Neyarsbne Whe Ao Geraas  abara Joshus Tarer Carkas Traty Linde

r , hunch counts nad
ot Labun for Inday
m AM Atlendance

2 ot takon Yor Today

o Corvastes Vasgu.  Ohartey, Jaogquebre Ohavee, Carl

3 W

-B PM Attondance
mot takon %or today

<9

Student Talk Vela, Durnrse Fcros Astata Narsa Nurwz Ka - Jackoce, Darsthy

Total: 29
Present Today: 28
Absert Today- 1
Tardy Today: 0

Wb, Gleey  Covieghen. Lises WA ea

Wemts Gerake Catrefs Acura

v

The Details tab EEZIEEMprovides access to the following functions.

k¢ Attendance by Chart: Enables the teacher to take
attendance by seating chart. See page 109.

@ Change Class: Returns the user to the Class/Group list.
[Eaf1 Attendance by List: Enables the teacher to take

attendance by student list. See page 110.
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&
-
W

= __ Lunch counts not
A taken for today

»m PM Attendance
not taken for today

Seating Charts

Preferences

Grade Book: Access Grade Book to enter grades or create
assignments. See page 113.

Incidents: Add discipline incident records. See page Error!
Bookmark not defined..

Class Details: Displays student totals for the class.

Lunch Counts: Enables teacher to enter the daily lunch
count for their class. See page 112.

Attendance Reminders: Alerts teachers to enter class
attendance.

Seating Charts: Enables teachers to select new or modify
existing seating charts. See page 108.

Preferences: Selects how the seating chart is arranged and
what information is displayed. See page 108.

The Students tab provides access to additional functions.

Add New Chart

Edit Chart:

NFEE

Add New Chart: Enables the teacher to add a new seating
chart. See page 106.

Edit Chart: Allows the teacher to edit the current seating
chart.

Tapping a student photo or placeholder on the seating chart provides access to the

following functions.
& Student

T
® Notes

Student: Displays student information and Emergency
Contacts. See page 119.
Notes: Enables teachers to view and create notes for a
student. See page 120.
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SEATING CHART

Adding a seating chart
1. Select a class section from the Class/Group List screen. The class section screen

displays.
v o
Add Now Chart s « e QA
OFF

Wt Ouwant
ey

M 31
LT

Figure 7.2 - Student tab

1. On the Students tab, tap Add New Chart. The Add/Edit Chart screen displays.

x Add/Edit Chart

Delote Chart Name Defaull  Type

0 \ ™ Select Chart Type
v Alpha

Random
9

Empty

freeform

Loy NUR—

Figure 7.3 - Add/Edit Chart screen

2. Inthe Type column, select a chart type.
3. Enter a name in the Chart Name field.
4. Click Save and Return. The new seating chart is created.
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Editing a freeform seating chart
1. Onthe Details tab, click Seating Charts. The Select Chart screen displays.

Select Chart

Alpha - Last, First

freeform

LI
‘ Seating Charts | ,
Figure 7.4 - Select Chart screen
2. Select a freeform seating chart.
— - s
Edit Chart: hhde-08 - : ‘|
= TS
Save Chart | T =
Cancel ‘

Figure 7.5 - Freeform Edit Chart screen

Set the Edit Chart option to ON.

To add a student from the list of students not in the chart, touch a name on the list
and drag it to the seating chart.

5. To move a student, touch the student photo for three seconds and drag the student
photo to the new position on the chart.

6. Click Save Chart.

Note: Clicking the question mark symbol (?) on the Edit Chart screen,
opens the help screen, which contains instructions and illustrations of
how to edit the chart in freeform mode.
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Selecting Seating Charts
1. On the Details tab, tap Seating Charts. The Select Chart list displays.

Select Chart

Alpha - Last, First
Reading Groups

testram

Figre 7.6 - Select Chart list

2. Select a chart from the list.

Setting Seating Chart Preferences
1. On the Details tab, tap Preferences. The Preferences screen opens.

X Preferences

Student Name Format: (KN Gl M)

Seating Chart Dimension: Rows Columns

¢

Show Student Photo: m

Show Student ID: OFF
Show Gender and Grade: 7 OFF
Show Course: T OFF

Show Notification: ﬂ

Figure 7.7 - Preferences screen
2. Set the preferences.
3. Tap Save.
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ATTENDANCE
Taking attendance by seating chart

1. Tap the attendance by chart icon (4 . The attendance screen displays.

Taking Attendance - Press the 'Save Attendance' button (on your left) when complete

Buher. Cancs

3\

Save Attendance

Cancel

Viala, Blonren Floces Aizaha

wdy +3 e

Vineten, Sy Covngron, Lose  Wilker, Joan

L TN

Wimrruewvs. Evelye Wilena, Ecgens  Wikan, Joe Woertts, Cearaed Estrwls Acura
-8/ &

Figure 7.8 - Attendance screen

2. Tap on the student’s photo or placeholder to set their attendance. Tapping multiple
times scrolls through the available attendance options.

3. Tap Save Attendance.
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Taking attendance by list

1. Tap the attendance by list icon ==, The attendance list displays.

Alpha - Last. First Attendance

Friday, May 17, 2013 User:  Carroll, Natalle

Teacher: Taking Attendance - Press the 'Save Attendance' button {on your left) when complete

Carroll, Nataile
Room:  Petiod ‘ Fri, 05/17/2013
0002 1 Student Name D Gender Grade | AM | PM
Satiox Sovem: Aaron, lan 120442 Male 04 "
0102 34 Grade Alejandrez, Willie 292706 Male 0
:,m Antonio Gonzalez, James 105613 Maie 03
|Bahena, Joshua 120454 Male a3
Baker, Carlos 151640 Male [ee)
Bradley, Linda 147414 Femase o3
SNeo Chenase I Bustamante, Aaron 130333 Male 0
Cancel and gﬂwl Cervantes Vazque, Howard 115224 Malo 03
Charley, Jacqueline 148409 Famato 0%
Chavez, Carl 134653 Mala 03
Covington, Louis 133638 Malo o
|Dennis, Sandra 222710 Female 0
Estrella Acuna, Brian 130086 Male 03
Flores Aldaba, Wanda 154975 Fomale 03
Flores Nunez, Kathy 167937 Fomale 03
Jackson, Dorothy 133258 Fermaie oa
Johnson, Alan 168243 Maio oo
Jolley, Wayne 131024 Male 03
Lowe, Ralph 153981 Malo 0%
|Mancera Herrera, Kathryn 156774 Femaia 03
Valle, Jane 152380 Famae oz
Vanetten, Shirley 120844 Femalo 02
Vega Gonzalez, Justin 143418 Male 0a
Vela, Bonnie 126823 Fermale 03
Villanueva, Evelyn 140661 Fomale 03
Walker, Jean 150747 Famalo s
Werito, Gerald 145377 Male o
Williams. Euoenn 199100 Main m

Figure 7.9 - Attendance screen

2. Tap on the student’s row to set their attendance. Tapping multiple times scrolls
through the available attendance options.

3. Tap Save Attendance.
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LUNCH COUNTS

1. Tap the lunch count icon

Lunch counts not
J taken for today

. The Lunch Count Entry screen displays.

X

Lunch Count Entry

Breakfast
Lunch

Milk
tem 4

Item 5
Item 6

Item 7

Item 8

item 9

Item 10

0

Figure 7.10 - Lunch Count Entry screen

2. Enter the lunch counts for the class.

3. Click Save.

112
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GRADE BOOK

In the mobile version of Grade Book, teachers can view their classes, add assignments,
enter scores for assignments, and view student summary information in the Grade Book
module.

Sorting/Filtering Data

e Tap the Grade Book icon m The Grade Book Main screen displays. On the
Grade Book Main screen, sorts/filters exist for Term, Class, Period, Students, Order,
Date, and Type.

' Alpﬂn Last First anAznlgvmlmir

Carroll Nawie ' ol N /Beverin 34 Graget1) SEC 0102 SEC:D102

Son Stwoents

44 Grade Book Options

Aaron, lan
NA(0.00 %)
Mosng: 0
Alojandrez, Wiilie
NIA0.00 ")
Masng: 0
Antonio Gonzalez, James
NAA0.00 %)
Mssing: ©
Bahena, Joshua

NIAD.00 %)
Mszna: 0
Figure 7.11 - Grade Book Main screen
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Setting Grade Book Options

1. From the Grade Book Main screen, tap the Grade Book Options button.

Grade Book Options window opens.

2. Set the Grade Book options.

3. Click Save.

x Grade Book Options -

Show dropped assignments: m
Show dropped students m

Hide class grade: " OFF
Show total missing: a
At risk highlight scores percentage:

. ™
Show Student Photos: [ on @

Clear numeric score
while editing using key pad: @M

Figure 7.12 - Grade Book Options

The
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Adding New Assignments:

1. From Grade Book Main screen, click the New Assignment button. The New
Assignment screen opens.

Note: The New Assignment screen available in the mobile version of
Grade Book is designed for quick entry of assignments — it does not
include all functionality that exists in the web-based version of Grade
Book. Any options that are not available in mobile version Grade Book
can be set when you access the web-based version. The following
options are not available when creating new assignments in mobile
version of Grade Book:

e Assignments cannot be correlated to Report Card Areas.

e Assignments cannot be correlated to Standards.

o Drop Box options are not available.

@ New Assignment

2ON, Mathy ((81) Jeckson, K Am Gow(0) SEC0077)

' Assignment Seltings

P ——————————
Progress Period 1 @ (S1) Jackson, K Am Govt{0) SEC:0077 @
1st Qtr “ (S2) Jackson, K Am Govt(0) SEC:1077 @
Progress Perlod 2 0 (51) Jackson, K Psychology (1) SEC:0160-) 0
2nd Qtr @ ($2) Jackson, K Psychology Ii{1) SEC:1169 “
Sem 1 Final @ ($1) Jackson, K Psychology I(2) SEC:0269 @

—

[

Figure 7.13 - New Assignment screen
2. Enter desired assignment details.
3. Click Save.
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Entering Scores

1. To enter assignment scores, click on the desired student/assignment cell. A Score
window appeatrs.

Grade Book
- Tarm Cluns Punod
Son Studants Type h
Save Changes de Book Options
10 Late o
MAX 26
OGO
' ‘ . Mo
a 5 s . L
Abbott, Billy e = f e
ALD4.00 %) !
Maning| 1 1 2 1 Absent
Barker, Juan
4{07.00 %) 10 0 . pack | Missing 2
Missing 0 - ] 2 ¥
Bockstoad, Phyllls
oo 10 Al Cloar Incomplete i
Miasing! 0 - Close | Rotumn
Branch, Clarence r‘ Language
C:72.00 W) 10 L)
Mssing 0

Figure 7.14 - Score screen
For numeric score types, a numeric keypad allows for score entry. For rubric score types,
the rubric items will be available for selection. Grade Book Comments (i.e.: Late, absent,
etc...) can also be added on the Score entry popup. Finally, a green ‘fill-down’ arrow is
available to fill all scores below (and including) the selected cell with the selected value.

2. Enter desired scores.

3. Click Return to advance to the next student’s cell. Click Close to return to Grade
Book Main.

Aphs - Last. Firt Grade Book “Wow Assigrment
iB1) Jaocknon, K Am Govi0) SEC 0077

1515 1SY) Jarkson X Vie) SECOUYY SEC00TY

Sont Sludents Ordar n.mmur\um

- mm

Figure 7.15 - Grade Book Main screen

4. Click Save Changes.
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Viewing Student Score Details

e To view student score details, click on a student’'s name from the Grade Book
Main screen. The Student Score Details screen opens. Information on this
screen is view-only.

Alphs - Laest Flent Mew Assogrment

ackoon. Kathy (51) Jatkaon, K Am Gowl0) SECDOT7

Figure 7.16 - Grade Book Main screen

Student Score Details
(51) Jackson, K Am Govi(0) SEC.0077

uansit Congrean Homawark 100 100,00 10.00 166 an 1270
Exchude O

10872011 HW S Hormuework 10 10000 10.00
Exciude O

W232011 The Constrtutian Project Project 000
Exclude: O

W142011 Assignment Assigrment ) a0 200
Esclode: O

w1201 Quiz 2 Oulz 100 11250 200
Eschde O

Va0 Test Tost M 0 000
Exchude. [

Figure 7.17 - Student Score Details screen
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STUDENT INFORMATION

To view student information and emergency contacts:

1. Tap on a student’s photo or placeholder on the TeacherVUE seating chart screen.

The Selection Menu opens.

Selection Menu

i
Figure 7.18 - TeacherVUE Selection Menu

2. Select Student. The Student Info screen displays. Information on this screen is

view-only.
) (NPT
Aaron, lan User:  Carroll, Natalle
STUDENT
- =Y & Emergency Contacts
Studern Name Parm IC Gender Gerage
lan Aaron 12944, Male 04
Last Name Goes by Nick Name Birth Date Emall
Junior 04/11/2003 lan. Aaron@esd.com
Home Language Home Room Teacher Home Hoom Counsgior Name
English Natalle Carrof 0002 Mark Andrews
Home Address Mad Addross ResohvodPace £y
1955 S Val Vista Dr 1955 S Val Vista Dr Hispanic
Mesa, AZ B5234 Masa, AZ 85234
Relationship | Name Phone Phone Type |Comment
Seott Aaron, kan 4805651214 Home
Doctor Dv Paud Scholtz 949-556-3434 Office
Sot Aaron, ksn 480-775-1212 Mobile
Mother Aaron, Kathloen 480-556-1214 Home Haz Cusnfody, Lives With
480-566-3456 Cell
Fathor Aaron, Philp 602-333-4874 Work Has Custody, Lives With
400-555-6767 Call
ABO-558-1214 Home
Step-Father Jones, Jonathon
Aelabve Christopher Johmson 400-555-7788 Home
602-556-1234 Work
£02-555-124 Othvor
Neighbor Cheigtng Acosta 480-555-1212 Home

Figure 7.19 - TeacherVUE Student Info screen
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3. Tap the Emergency Contacts button to view the Emergency Contacts screen.

Swcam Info Samting Chan

Other

Name ielations

Phone
Christophar Johnson Relative 480-555-7768 602-555-1234
Chnistina Acosta Neighbor 480-555-1212

Figure 7.20 - TeacherVUE Emergency Contacts

NOTES

To view student notes:

1. Tap on a student’s photo or placeholder on the TeacherVUE seating chart screen.
The Selection Menu opens.

Selection Menu

Figure 7.21 - TeacherVUE Selection Menu

2. Select Notes. The Notes screen displays. Any notes for the selected student
appear in left side of the screen.

2

History/Future (Count; 0)

Figure 7.22 - TeacherVUE Notes screen

3. Tap on the note to view it.
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Note: If no notes are available for the selected student, the system
informs you and prompts you to create a note.

Alert

There are no ho u Dennis
Sandra. Do you want add new?

C—————
No Yes

To add a note:
1. Tap the Add button on the Notes screen. The Add Notes screen opens.

X Add Notes
Date: | vs172013 Time: | cesorm
Comments:
Do not share cornment with other OFF
teachers: .

Figure 7.23 - Add Notes screen
2. Enter the note in the Comments field.
3. Select if the comment can be viewed by other teachers or staff.
4. Tap Save. The new note appears on the left side of the Notes screen.

INCIDENT REFERRAL

1. Tap the incident icon Q . The Add Incident screen displays.
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Add Incident

Describe the incident in the fields below and make sure all fields have data,

Incident Date: os17.2013 Incident Time: o2z5pm
Refer To:
Incident Location: m
Incident Context:
0 Student(s) selected. (" Rdd Students | I
e |
kit |

* Mo imodativy hekile

K

Figure 7.24 - Attendance screen
Enter the incident details in the appropriate fields.
Tap the camera icon to attach photos or video to the incident referral.

Tap Save. Once the discipline referral has been processed and recorded as a
discipline incident, the discipline incident alert icon displays under the student’s
photo or placeholder.
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i

W henin, Cagenme
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