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ABOUT THIS MANUAL

Edupoint Educational Systems develops software with multiple release dates. The
documentation is being released in multiple volumes to meet this commitment.

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
June 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 2010 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

June 2013 1 1 5 Updated for issue #29530 — 8.0.2.0

September 2013 1 1 6 Updated to 8.0.4.0

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

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

oy Tip — Suggests advanced techniques or alternative ways of
U approaching the subject.

Note — Provides additional information or expands on the topic at

hand.

T, . .

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

Loy Caution — Warns of potential problems. Take special care when
.7 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.

Edupoint Proprietary and Confidential 5
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Chapter One:
OVERVIEW

In this chapter, the following topics are covered:
» Overview of the TeacherVUE software
» Implementation considerations

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

The TeacherVUE software, frequently abbreviated 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, 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 setup and configure the TeacherVUE software. The unique
security options available for TeacherVUE are also outlined. The companion manual to the
Administrator Guide, Synergy SIS — TeacherVUE User Guide, illustrates how to view and
enter attendance and grades in TeacherVUE, as well as, how to print related reports.

To access the TeacherVUE:

1. Login to Synergy SIS with a user account that has the login page set to
TeacherVUE.

]
School District

Ploase esser your login name and possword
o on.

below to access S appikcatl

Login Nase

Password

Logn

Coctaciis | CweckPorPases | AddTve Pase o Uy Pwiia

Cxmyerytt B 2003-2071 Bopoint Focasona’ Spsenz. AV btz rasres

Figure 1.1 — Synergy SIS Logon Screen

2. When prompted, select the class to display by clicking the radio button in front of
the class name.

Please select a class,

Speng v M-Mon - oK ] Oone |
od 1 5 1 Term oo | g Doy Attendanc 1
Spring (123172012 . 087262013
& 1 MAL02 - Algebra § 1140 (AMPM) 29 S2 28 WFRMT
[SA39 - Studert Aud 1 021 _SAS9 (AMPM) 0 YR T WFRNMT
2 MAL02 - Algabra | 1240 (AMWPM) k() S2 | 128 WERMT
3 MA51W2 - Ap Calculus Bc__[1340 (AWPM) 1 52 123 WFRMT
"~ [SA99 - Student Aud 3 021 _SAS9 (AMPM) 0 YR | WERNMT
‘ MALO2 - Algelya 8 1240 (AMVPM) M 82 128 WHERMT
(SA99 . Student Aid H 021 _SASS (AMPM) 0 YRl WFRMT
5 MAL0Z - Algebra ¥ 1540 (AMPM) 2 S2 | 128 WFRMT
oK Oove

Figure 1.2 — TeacherVUE, Selecting a Class
3. Click the OK button to display the class.

Edupoint Proprietary and Confidential 7
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Chapter One

The main screen of the TeacherVUE software is the Seating Chart. The seating chart
shows all the students enrolled in a class, and allows their pictures to be rearranged to
illustrate the actual physical seating of the students in the classroom.

Class Info Seating Chart - Alpha - Last, First

Teacher Room

Period

.Jﬁclfson, Kathy |216 IO

+E@EE R0

@ Attendance not taken for today

Details I Preferences I Students Abboh.BiNy IAudmn. Paulg [Coleman, Jose | {Cooley, Carolyn ||Crum, Richard ]‘ Crum, William |
Term A l |
|Spring |
Section Course Student
1077 |Am Govt 27

Student Tallies Count | [pevisme, Roger | [Dianics, Ruth |

Total 27 I | } i \
Present Today 26

Absent Today

Tardy Today 0

Seating Charts

| Alpha - Last, First +

Edit Seating Charts

"

Johnson, James | [Kanaga, Betty ‘klem‘\'\hlham |

Kokaliares Jasm:

Lemire, Lori

|IMaarkovic, Rose|

| | | |

|

Figure 1.3 — TeacherVUE Seating Chart

The Attendance screen allows teachers to record the student’'s attendance using either

daily or period attendance.

Class Info Taking Attendance - Press the ‘Save Attendance’ button (on your left) when complete

Teacher Room  Period << Back 10 Days |
Jackson, Kathy 216 o

8 % 0

; @ de : ed 0 Tue

d 0

Section Course Student 17
1077 IAm Govt [27 Abbott, Billy Sus | Sus | Sus | Sus | Sus | Sus | Sus | Sus | Sus

Save Attendance

Undo Changes I

Addington, Paula

Coleman, Jose

Cooley, Carolyn
Cancel and Return to Seating Chart I Crum, Richard
Crum, William
JI"Decker, Lori
Reason Types Legend |||Devisme Fooe:
Unverified '
ardy Dianics, Ruth
Excused Gilbert, Tina
Unexcused Grant, Timothy

Home, George

Johnson, James

Kanaga, Betty

[[ein, witiam
mKokaﬁares, Jason

Figure 1.4 — TeacherVUE Attendance
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The Grades screen gives educators the ability to record the grades for the students in the
class as well as any comments the teacher may wish to indicate regarding the student’s
performance and behavior in the class.

an Bove I Faad  Crisd Ovwride
0
A
L]
A
A Crwm. Rictond J (< C- :
A Outraning Coumt Wilhaw % [ -] i !
A~ Decher. Lan ¥ :
Be
n A Aseinge ==
.
s
c A Dl Ovwride
° G, Tenothy M 0
O~ Harrw, Sevrge D C
o [Ep— Jorrasn, Asves L0 C
e Botty A ) D
v Fasm TN o el B . P—— .
wr WiroT = | e i c- LI—
| Viorgrens Loowre, Lowt M ) L 3
fubeaciaws fices N !
Moon. Jace A o
A st Corte) Toenfur | Cev——Ty * ' 3
[ [
< Good Adtadetoerant in Clos
0 Good o I Class Ban, Bty W | K4 [
€] Shvaws Exya E¥on Shaker Machaal I B L
¢l Corph Asseyvranen Suriey. Ruty M | Bs L
G Shoary I Teeswt Dk Painek K .- 3 R Ye— -
M Faparevcan DeSasty I Warbys. Kirtmty K Ay Lo i
1 Tewt Goows ling Aftect Graaw Waling, Hokt K | C
3 Diwrst Erwng Mikrm To Chass Wikisa Dern M | K3 o=
| Wiy Makewp O Clo ek SBER2T ol .
L |=apprasrate Cleswnom Betwae
[ Azssrcentersies Alect Viork
N Needs T3 Fobora Covmr Tama
Of  Neads To Demorw. Mave £t

Figure 1.5 — TeacherVUE Grading

There are a number of additional screens located under the @ icon. The Test Group
Analysis screen gives the teacher an overview of the students’ performance on any critical
tests such as a state-required test.

Teacher N Room Pariod Malr Reading | Writng
@f‘?‘;'@!ﬂ ]210 k ‘st. of Lo :”": Parf LM | fl":_
At 480 620 225
Section Coursa Studen! 018 B sar
- ! !
1077 |Am Gavt 27 0820 0541 0553
Test Analysis Options
(Test Preferences 0538 0518 0507
Test Group Cooley, |
e A [01/2812010 0509
Test Group Part 01/28/2009 0475
- Crum
Toat Dinplay Type [ ‘Loammos 0500 s | 0481
L Crum, lo
- V302009 0509 0541 0487
[ Only Show Students With Reaults W R. | . !
[Highight Perfarmance Lavels LwD"""' 10472072009 0528 0534 0523
DF‘IF@W Devisme. | i I
ClApproschas Roger L [03/3012009 0506 0534 0523
I Mests Diaties. |
o Run T }osmm 0524 , 0528 , 0507
[Scare Type Filter r:mnn,E 10213012009 0506 0534 0475
= Brian | "
| - Raw Score Rt 1 i :

Figure 1.6 — TeacherVUE Test Group Analysis
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The ALC screen is present for Alternative Learning Centers (Schools) for tracking
membership and attendance hours.

Teacher Roomy  Perioa l Co Yo Today ! Forwatd >

Jacson, Kty s
x 17
ALC
Socbon Louru .Stun-nl EamM, |
1077 Am Govt 127 Ciserran,
sme_ I -

NS NS NS NS NS NS NS NS
Cancel and t_&num " su}mu ghm I ! ! + ! ! + ! 4

Figdre 1.7 - ALC Screen '

The Announcements screen displays any district or school-wide announcements in
Synergy SIS.

District and Sc

ol Announcements

Urgenoy Organization Mame |Announcement

P] Edupoint School Because we have been experiencing power outages in the afternoon, please limit your use of "power hungn
[ristrict equipment and devices during afternoon peak periods.

Figure 1.8 — Announcements Screen

The Communication screen allows teachers to send emails to parents and students and to
post messages for parents and students on the ParentVUE and StudentVUE portals.

| s e Foom  Penod ]
scawe Kty 216 p - Email - Send Email Sudents and Parents
0 PVUE Message - Postad on the parent/studant portal
[From 1
Jackson, Kathy (kjsckson@a k12.ca.us)
= !
_PVARAVGE Mewsage My I pm:: [rp— :
Classes for message: Groups for message:
¥ Period 0: Am Gowvt (S551) | Cheerleading

_ Period 1: Paychology Il (SS7T)

_ Period 2: Am Gavt {SS51)

_Perlod 3: Am Govt (5551)

_ Pariod 4: Am Govt (§551)
NOTE: Massages will b sent anly 10 Ihase students snd parents with vaid email

adirasses
[Subject ]
[Meossage i
. 4 = A = » & & HB=0
81 Y= xx . %" a &
. y . ® A @ s
Pl

Figure 1.9 — Communication Screen
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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 setting up the Grade Book software, please see the Synergy SIS — Grade
Book Administrator Guide.

I
ENES'S & Mo Graos Aok Nmpory Card Atrren Glnse Geage Sook 0
dackson K Am Goveld Kathy Jackaan |KJjacksan| . Sacandary Teacher
Grra——ad | -’7_'”"” — ;(.*"'nff"-*""_f""w
Teews 52 (Rerven) Bl Irtw 152 dackser. ¥ A Gowil\ SECWTT o) lwm veom =
St fnamen v | Last hame =] J oo MDuse ol Cue | WewestClase o Taes Sa M 2 bt
LCARR ' "1
3= I
- - Tout P
¥Show tropped sesgnmests oo varFS 0
Srow deopped stadents LT sTeum
_Hide cliss grade i) ) wtaaen
~Stow ot mssiog o | Srect
_Eradie growp edtng ' 27 NS Y ! ‘
CStow grades by (ype Aptan By | ™G " W o | "o | ns
VStow comment codes PR ONN | O T A T [ I RAY TS I‘ L
Srow Addognn, Puds | T20%C- " b1 | » " [ Kl
N = Coteman Jose TNI%NG " 21 | n " "
Samirany Mota | ! ; +
Show Nostan Show Mode Courwy Catutyn I S12%F 0 K & 1 2 . L Il .
o + 4 t
Row Sae Lage o) Grum_ Behaed asonr 4 s " ‘ " R " 10
Al risi iGNt scores XTI — === — ¢ —
G, Wihaey S0EX D u " " " n
percantagn 40% I 3 | l ! {
Desdar, Lart | 4mony # 0 » [ n . s [ =
2 t
D Roge | S62%F & n B | " | 10
To crwate & group choh Pa + - . . + +
Dekow Qusies, Buth BA%N n 1Y [ " " . "
+8 SheiToe | SaONF = O R T

Figure 1.10 — Grade Book Software

The StudentVUE screen allows teachers to logon to the StudentVUE portal as a student to
view what information is shown to the student.

Edupoint Proprietary and Confidential 11
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‘Neregutiom
Camndn
Alwtatance
Cluss Scherksle

Couss Hsbery
Towss Rageent

the TeacherVUE softwa

| Recent Everes

re.

Eronts for By
Mderviwnce s Sr DB R0 |

(LURAIREIE A TR ]

Hatrw School Hoge High Schoal

Figure 1.11 — StudentVUE
The district can also make many of the Synergy SIS reports available to teachers through

gacher Room  Fatied

User, Tuc:m

16

CHick line to exocute a repor for e class

[Select Oulpul Type
& poF © 1T

_Dmlh | Prafaranc.

| Attendance taken for |
Attendance taken for I

ATPA04 -
ATPADG .
GRIMO3S -
STu2ot .
STU204 -
STU4G1 -
Stusnz -
STU409 .
STuato -
STU419 -
STUGD2 -

Period Crass Attendance List

Mark Verfication By Teacher
Student Profile

Student Transcript

Student List

Student and Parent Directory
Class Roster

Emergency Contact Directory

Section Seating Chart

A Manags, Batty |

aleman, Jore [ Cooley. CamalyrelCrum, Rechard DCrum, Wilam
V.Am Gor | SSE.AM Gusl HBEELAM st HESE1Am Gout |

SDtanies Fath Oithart, Tina  HOuant, Timethy Mo, Oeesge |
Govt 1538 Fot 559 4.Am God |15 i
i I L OO RS Sl T OVL IR SR LT Son N

[IMaadovio, Rosd

B5551-Am Gavt [HEE ) AN

<51.Am Oon 15354.Am Gout =

Gant -Am Gov 5581 Am Go |

Figure 1.12 — TeacherVUE Reports

The teacher can also view the details about any student’s demographic information, health
records, attendance records, course history records, IEP, or discipline records.

12
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s Infy
Teacher Rol
llUser, Teacher [218 ]
A ] g lick line to open student detail
~eel00 "
b(=| pail attendance

Details | Preferences | Students

Term
|Spring
Secliog LI Sl [\F& Period Attendance
[1077 [am Gowt [27 -
Student Tallies Count & Student T .| i {
ITotaI |27 L @ Student ALC __l {Gilbert, Tina  ||Grant, Timothy |
Seating Charts ( % Student Course History
Alpha - Last, First ¥ - .
\ & Special Ed Referral
[essomoome | ,

Figure 1.13 — TeacherVUE Student Information Menu
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IMPLEMENTATION CONSIDERATIONS

Prior to implementing the TeacherVUE software, the district or school should decide the
following issues:

What information do teachers need to be able to see?

When setting up TeacherVUE, administrators need to specify exactly what reports and
screens teachers can access. The district and/or school should decide what information
should be available to teachers. Any reports can be made available through TeacherVUE,
but only certain screens can be accessed through TeacherVUE. The screens available
through TeacherVUE are:

e Daily Attendance — all information

e Period Attendance — all information

e Discipline —a summarized view of the Discipline screen

e Discipline Incident — a summarized view of the Student Incident screen

e Health —the Nurse Visits and Health Conditions tabs only

e Request for Assistance — all information

e Student — everything but the Other Info and Enrollment & Enrollment History tabs
e Student ALC — all information

o Student Course History — just the list of the student’s previous courses & grades
e Student IEP — a PDF of the student’s current IEP

e StudentVUE - a link to login as the student to the StudentVUE software

e Test Group Analysis — all information

e Grade Book — all information

If teachers need access to other screens, TeacherVUE can be configured so that the
teachers have a dual logon that allows them to switch between the TeacherVUE software
and the normal Synergy SIS interface.

In addition, the TeacherVUE software does not allow teachers to change the focus of the
software to another school or school year. The focus is fixed to the settings applied in the
User Group or User screens. If the teachers need access to multiple schools or multiple
school years, the dual logon configuration would be needed as well.

What information do teachers need to be able to update?

While teachers can see a wealth of information through the TeacherVUE software, they can
only update grades and attendance, submit an IEP referral, and update lunch counts. If the
teachers need the ability to update other screens such as the Discipline or Student
Conference screen, they would need a dual logon as well.

14 Copyright© 2013 Edupoint Educational Systems, LLC
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Who can update grades and attendance records?

The TeacherVUE software can be set up so that only the teacher listed as the primary
teacher can enter grades or attendance for a student. If additional staff members work with
the teacher to maintain grades or attendance records, they can also be given access to
update the records or they can be limited to viewing the records only. Access can be
granted on a school or district-wide level, or it can be customized for each class section.

What attendance reasons can be entered by teachers?

Frequently schools and districts limit the attendance reasons a teacher can enter. For
example, the teacher may only be able to select Unverified or Tardy. Once the parent has
been contacted and the reason for the absence verified, the absence reason is modified by
the staff responsible for attendance updates, not the teacher. This system of checks and
balances is often recommended by school auditors since attendance records are the basis
for school funding. The TeacherVUE software allows each school to determine what
absence reasons can be selected by the teacher.

Should the teacher be allowed to send email messages to students and parents
and/or post messages in the StudentVUE and ParentVUE portals?

Synergy SIS provides teachers with the opportunity to communicate with students and
parents via e-mail directly from within the TeacherVUE software. While this can streamline
communications for teachers, care must be taken as these messages may bypass the
district’s normal e-mail archiving and storage process.

BEFORE STARTING

The TeacherVUE software should be one of the last modules of Synergy SIS to be
configured and implemented, as it relies on almost every other area. Prior to setting up the
TeacherVUE software, the following areas should be configured:

e Attendance — as outlined in the Synergy SIS — Attendance Administrator Guide
e Email — as outlined in the Synergy SIS — System Administrator Guide

e Grade Book — as outlined in the Synergy SIS — Grade Book Administrator Guide
¢ Grading — as outlined in the Synergy SIS — Grading Administrator Guide

e Discipline — as shown in the Synergy SIS — Discipline & Conference Administrator
Guide

e Tests — as outlined in the Synergy SIS — Student Information Administrator Guide
e Staff — as outlined in the Synergy SIS - System Administrator Guide
e Users — as outlined in the Synergy SIS - System Administrator Guide

e Student Enrollment & Student Classes — as outlined in the Synergy SIS — Student
Information Administrator Guide

e Sections — as outlined in the Synergy SIS — Scheduling Administrator Guide

Edupoint Proprietary and Confidential 15
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Chapter Two:
CONFIGURATION

In this chapter, the following topics are covered:
» TeacherVUE settings in the District & School Setup
» How to setup the Attendance & Grading for TeacherVUE
» Configuring sections for TeacherVUE
» How to setup a Test Group Analysis
» Setting up staff accounts

Edupoint Proprietary and Confidential 17
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The TeacherVUE software is not configured in any single screen, but through multiple
screens. To access the various setup screens relating to TeacherVUE:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

505 e Gt e
!' Edupaint School  Becau
District “powe

'Fi'gu}é.é.i — Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

7 Synergy SIS
P Attendance
P Az
P Course

P Course History
Figure 2.3 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Attendance folder by clicking on the blue
triangle pointing right, next to the word Attendance. Once clicked, the triangle turns
green and points downward.

b atendance VA:endanoe
Reports
b Az P> Reports Dalily
P Course D Reports Period
P Course History ::nmng
Figure 2.4 — Attendance Folder A o
" Attendance Letter

‘Attendance Verification
=io, Class Dally Attendance
EClass Period Attendance
E Course Attendance
I@,Dany Attendance
@Mass Change Attendance

e
E, Period Attendance
Figure 2.5 — Attendance Folder Expanded

Note: In the rest of the manual, the location of a screen or report in the
Navigation Tree (also referred to as the PAD tree) is indicated using “>”.
The example above would be indicated as Synergy SIS > Attendance.
This would mean go to the Navigation Tree, click on the Synergy SIS
folder, and then click on the Attendance folder.

18 Copyright© 2013 Edupoint Educational Systems, LLC
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ATTENDANCE

The Attendance modules can be customized in four areas for TeacherVUE. First, the
number of days in the past for which teachers can take attendance can be customized.
To set the time span:

1. Goto the District Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

- |
Menu~ ;;J | Save | Undo | Status: Ready | & EE'] Ar;f@1

District Setup («
District Setup !

COptions = System = Grade Setup Teacher\uFUEl Labels = Auto-Seguence  Reports = Waivers = Mobile Apps
IThe number of days historically, the teacher can take attendance 10

[T]Use Valid School Days Instead of Calendar Days for TeacherVUE Historical Attendance
[]Allow teacher to send communications in TeacherVUE

Enable Special Ed IEP Access in TeacherVUE

Enable Special Ed IEP At A Glance Access in TeacherVUE

[T]Show Deceased Parents / Guardians in TeacherVUE

[¥]Allow teacher to enter notes for students in TeacherVUE

The number of days into the future, the teacher can take attendance 2

Figure 2.6 — District Setup Screen

3. Enter the Number of Days for which the teacher can take attendance in the box
provided. For example, if the number of days is set to 2, the teacher can take
attendance for today’s date and yesterday. If the number is set to 3, the teacher can
edit today, yesterday, and the day before yesterday.

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

The second is the number of days in the future that teachers can take attendance can be
customized. To set the time span:

1. Goto the District Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

Edupoint Proprietary and Confidential 19
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Menuw :f;:l | Save | Undo | Status: Ready | @ % Ai?f@]
District Setup («]
District Setup !

Grade Setup Teacher\uFUEl Labels = Auto-Seguence  Reports = Waivers = Mobile Apps

Options = System
The number of days historically, the teacher can take attendance 10

Use Valid School Days Instead of Calendar Days for Teacher'VUE Historical Attendance

/] Allow teacher to send communications in TeacherVUE

J|Enable Special Ed IEP Access in TeacherVUE

J|Enable Special Ed IEP At A Glance Access in TeacherVUE
Show Deceased Parents / Guardians in TeacherVUE

7| Allow teacher to enter notes for students in TeacherVUE

The number of days into the future, the teacher can take attendance 2

Figure 2.7 — District Setup Screen

3. Enter the Number of Days for which the teacher can take attendance in the box
provided. For example, if the number of days is set to 2, the teacher can take
attendance for today’s date and tomorrow. If the number is set to 3, the teacher can

edit today, tomorrow, and the day after tomorrow.

Note: If the field is set to zero or left blank, you will receive the following
error message if you try to take attendance for a date in the future.

==

Message from webpage

! . You cannot edit attendance for future days.

—_——

4. Click Save.

The third area that can be configured is to select if the system should use only school days
(rather than calendar days) to count towards the 'number of days historically the teacher
can take attendance' limit. This setting is enforced on the TeacherVUE attendance list

screen.
1. On the TeacherVUE tab, select the Use Valid School Days Instead of Calendar

Days for TeacherVUE Historical Attendance checkbox.
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Menu~ ;—;_J | Save | Undo | Status: Ready | @ EEIJ ‘Q@J
District Setup («
District Setup

Options = System = Grade Setup Teacher\uFUEl Labels = Auto-Seguence  Reports = Waivers = Mobile Apps
The number of days historically, the teacher can take attendance 10

ID Use Valid School Days Instead of Calendar Days for Teacher'VUE Historical Attendance

[¥]Allow teacher to send communications in TeacherVUE
Enable Special Ed IEP Access in TeacherVUE

Enable Special Ed IEP At A Glance Access in TeacherVUE
[T]Show Deceased Parents / Guardians in TeacherVUE
[¥]Allow teacher to enter notes for students in TeacherVUE

The number of days into the future, the teacher can take attendance 2

Figure 2.8 — District Setup Screen

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

The fourth area that can be configured is to select which absence reasons may be used in
TeacherVUE. The absence reasons are selected by clicking through the possible reasons
one by one, so it is advisable to limit the number of reasons in use. The absence reasons
are color-coded on the screen to indicate the type of absences reason. The color codes
indicate one of four categories of absences: Unverified, Tardy, Excused, and
Unexcused. More than one reason can be available in each category.

Teacher Hoom r danos
User, Teachss ‘17 .
C Cance I

ason Types Lege
Urnvorfied

Tanty

Excusad

Lnexcused

. Dot ) 1) 5501 A Gon

Figure 2. 9 Taklng Attendance Screen TeacherVUE

To select the absence reasons to be used in TeacherVUE:

1. Go to the District Attendance Code screen, found under Synergy SIS >
Attendance.
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Figure 2.10 - District Atte-;ldance—z Code‘Scree;].
Check off the reasons in the Default TeacherVUE column.
Click the Save button at the top of the screen to save the changes.

Next, go to the School Attendance Code screen, found under Synergy SIS >
Attendance.

School Attendance Code
Suhoot Namw: Mope Migh School  Ganod e m01d3ert

3 Noe Am=N S0 Aoyl » ]
L At Actvity Scronk Actel v
- Ao AtlmO Soroo Acsel « =
Al Agpeal Srroo Actet v
Ao Appeaed S0 Aokl &
Bus BusBusp Excvand - o
o Bsp  Dussapend [ . o
=2 Adwm  Counsiacm Sovas Al ~
Cou  Counssling Sor00k Acvet s -
- Pox  CPox Laciam - - =] ”

Figure 2.11 — School Attendance Code Screen

5. Check the reasons that can be selected in TeacherVUE in the Allowed in
TeacherVUE column.

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

Note: The School Attendance Codes must be configured for each
school that uses TeacherVUE.

Note: If the school takes Daily Attendance, and would like TeacherVUE
to calculate FTE values for tardies or half day absences, the Default
Tardy FTE (Twice Daily) value must be defined on the School

R Attendance Options screen found under Synergy SIS > Attendance >
Setup.
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GRADING

The Grading screen in TeacherVUE can be customized by selecting which grading periods
can be edited, the timeframe during which grades can be edited, who can edit the grades,
and if the credit awarded can be edited. To indicate which grading periods can be modified

in TeacherVUE:

1. Goto the Grading Setup screen, found under Synergy SIS > Grading > Setup.
2. On the Grade Period Mark Definition tab, click on the first grading period.

Grading Setup

School: Hope High School  Scnss Year, 2018-2011

| “mml Grade Parod Waigh!

Commanta  Repoart Card Opoo

m  TVUE Options

Current Grading Pariod Founth Quarnter »
| Grace Period Action 34
12 Swn of Senoer [BAIV010}
w{Progreas Penad 1(snding o0 001&A010) | ‘Gende Pariod| S Semcoon  ADel | ADef 2 AxDefd AnDefd  AsDofs  AnDert
.2:“""‘""‘" : o Grade Penoc Typa End Oate Total Pool Commants
Quanarfandng os 100820 r—-— Y p— e

> . 108 Progress Paricd 1 Progress v oae2000 O3
P Secona Quaner(ensing on 12714/2010) Period Detalt
P Progress Period Xending o0 0212001 || Cilizenahip
» Thirg Quanierfenaing on OXDAZ011)
P Progruss Penoa 4(ending on 401y ||~ CONFUE
§ Foun Ouanereedng os 08202011) . Teacher Ad Hoc Comments

J Work Haba

I Trackeing A1

. Trageing A2

. Tracking AltS

_ Trackng Altd

L Tracking AtS

LI Tracxing Al

) )
(& Period Dt ia Eetistes

Figure 2.12 — Grading Setup Screen

In the Grade Period tab on the right, click on the Report Period Data is Editable

box to allow the grades for this grading period to be edited in TeacherVUE.
Click on each of the grading periods to be edited and check the box.
Click the Save button at the top of the screen to save the changes.
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To enable free-form comments in TeacherVUE:

1. On the Grading Setup screen, click on the Comments tab.

Grading Setup

{School Scheal Ve JOI2-3013

wath Pomod Mo Debrdan | Grade Peond Yoot € | Repont Cond Optuant  TWIE Ogtins

Froe Form Commens

|/ NYow Froe Ifoem Cormments
Mty Freq Foom Comment Leogm 2000

mn Has nat compioted requared Semace Loaming Hows

2m Service Lsarmeng Howrs sre campleted -

200 Cafl to schedula 3 parent taacher conleronce

20 A parent-tiathel Corfarncu & sequeilnd r

204 This incomplete class has been changed ta an 1 r

W05 The studart neads 15 L work i1 o0 S r
8l 200 | The student tums o work on time I

i) Tha StuGent neads 16 1 I8 complaled werk

24 The student tusms o completed work £
o210 Heotts 10 Dok dowe tadks D masageabie oty E

mnm Breaks down tasks mie manageatie parts »

m2 The Student nesds 15 use 2lass o spprogiatuy

213 Tre studerty wsen class time dppropnately r

214 Hawds 10 Come wth manenials raady Lo Sam E
1 215 Comes with matorasis seady 10 leam e
3 216 | Neadta 20 compielo makeug work i5 @ Jmely manset

An: Stiow Detal! | (D)

Figure 2.13 - Grading Setup screen, Comments tab

2. Select the Allow Free Form Comments checkbox on the Comments tab.

3. Enter the maximum length for free form comments. (maximum 2000 characters)

4. Click Save. Free form Comments become available in TeacherVUE.

To configure other grading options in TeacherVUE:
1. On the Grading Setup screen, click on the TVUE Options tab.
Grading Setup

School: Hope High School - Sonoc Year 2010-2011

Geane Perog/Mark OefnBion  Graoe Parod Wegnt  Commonts | Recon Card Opticon  TVUE Op |
Curant Geading Period| Fourth Quarter v
Global Gending Security =

Primary Sta¥  Additionai Staff
Update ¥ |Update v

_ Bhow only the current grace reperting penod
60 Number of days belors the urd of S grading penod whans grides am edilatie

5 Number of dayu aftar the end of the grading period where grades are editable
& Aliow Credit Override
Figure 2.14 — TXP Options Tab, Grading Setup Screen

2. The same Global Grading Security as found under School Setup can be modified on
this screen as well. Select the desired security level for Primary Staff and
Additional Staff from the drop-down lists. The security can be set to either None
for no access to grading records, View Only to view the records but not change
them, or Update to allow the staff to change the grades. The primary staff is
teachers listed in the Staff Name field for each section. The additional staff is

people listed on the Additional Staff tab of the Section screen.
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3. The Grading screen can be limited to Show only the current grade-reporting
period by checking the box.

4. Select the Number of days before the end of the grading period where grades
are editable.

5. Enter the Number of days after the end of the grading period where grades are
editable.

6. To allow teachers to change the number of credits awarded for the class, check the
Allow Credit Override box.

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

The Grading screen in TeacherVUE also uses the Marks, Citizenship, Conduct, Work
Habits, and Comments that are setup in the Grading module. For instructions on setting
up Marks, Citizenship, Conduct, Work Habits, and Comments, please see the Synergy SIS
— Grading Administrator Guide.
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Figure 2.15 — Grading Screen, TeacherVUE
The Marks are setup through the Mark Definition screen, found under Synergy SIS >
Grading > Setup.
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Figure 2.16 — Mark Definition Screen

The Comments are defined on the Comments tab of the Grading Setup screen, found
under Synergy SIS > Grading > Setup.

" Grading Setup («
School: Hope High School School Year: 2010-2011
Grade Period/Mark Definition = Grade Period Weight 'Comments [ Report Card Options = TVUE Options

Current Grading Period|Fourth Quarter v
Co | show Detsil | @
,T A Please Contact Teacher (4
8| 2 Excellent Student ™
(s8] 3 Good Attitude/behavr In Class “
s 4[) Good Participation In Class ™
[a] 5[ Shows Extra Effort ¥
8| 6[3 Complete/accurate Assignments ™
,T G Showing Improvement [
s | 8 Experiences Difficulty ™
|_l— a|l Test Scores Neg. Affect Grade ]
s | 10 Doesn't Bring Matrls To Class [
[T (K Missing Makeup Or Class Work ™
s| 12[8 Inappropriate Classroom Behavr ™
[a] 13[1 Absencesitardies Affect Work ™
® | 14[) Needs To Follow Correct Techn. “
[ 15[ Needs To Demons. More Effort “

Figure 2.17 — Comments Tab, Grading Setup Screen

Reference: For more information about the setup of Marks and
Comments, please see the Synergy SIS — Grading Administrator Guide.
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TEST GROUP ANALYSIS

The Test Group Analysis screen in TeacherVUE gives teachers an overview of the
students’ performance on a particular test such as a state-mandated test. To setup the test
group analysis screen:

1. Go to the Test Group Analysis screen, found under Synergy SIS > Test History >
Setup.

e ic e 1E IS s 1ot | 2 3 WD

Test Group Analysis

Tt Group Aneyss |
i Groap O

Figure 2.18 — Test Group Analysis Screen

2. Click on the Add button at the top of the screen to add a test group. The Test Group
Analysis add screen pops-up.

S«-wlioa'-tl

Test Group Analysis =

ame Gmup Order
e
I

Figure 2.19 — Test Group Analysis Screen, Adding

3. Enter the Name of the test group, and assign the group an order number in the
Group Order box. If multiple test groups are configured, the groups are displayed in
this order in the TeacherVUE software.

Click the Save button at the top of the screen.

Next, click the Add button in the Test Analysis Group Parts section to add a new
line. Add enough lines for each part of the test to be analyzed.

Test Group Analysis

Tost Groap Ansbyshs |

Figure 2.20 — Test Group Analysis Screen, Adding Parts

6. Enter the Name of each part. To indicate the order in which the parts should be
displayed, enter the Order number for each part.

Click the Save button at the top of the screen to save the parts.

Finally, each test analysis group part needs to be mapped to the corresponding test
part. To map the test part, click on the Show Detail button.
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Figure 2.21 — Test Group Analysis Screen, Show Detalil

9. Select the part to map on the left hand side of the screen, and click the Add button
in the Part Tests section. The Test Group Analysis Part Test Detail box pops-up.

swe | oo |

TestGroupAnalysisPartTestDetail [«

7~
Teat fean e est L3t GU.
| 4

Figure 2.22 — Test Group Analysis Part Test Detail Screen

10. To select the test to be used in the analysis, click on the gray arrow next to the Test
Name field. The Find Foreign Key box pops-up.
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Figure 2.23 — Find Foreign Key Screen

11. Enter the criteria by which to find the test, and click the Find button. Tests may be
searched for by name, type level, form, or group.

_Fra | o |
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Figure 2.24 — Find Foreign Key Screen, Selecting

12. Once the desired test appears in the Search Results window below, click on the test
and then click the Select button.

13. The name of the test selected appears in the Test Name field of the Test Group
Analysis Part Test Detail screen. Select the part of the test that corresponds with the
part in the test group analysis from the Test Part GU drop-down.

Sov | Ome |

TestGroupAnalysisParTestDetail &

Teat MamegFtest Fen

_E‘l.!z' ;P‘an’ -
Figure 2.25 M Analysis Part Test Detail Screen

14. Click the Save button at the top of the screen, and the test and part description is
listed in the Show Detail screen of the Test Group Analysis. Repeat steps 8-14 for
each part of the test to be analyzed.
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Figure 2.26 — Show Detail, Test Group Analysis Screen

PROCESS SERVER

TeacherVUE reports are generated by the assigned RT Process Server. To designate

which RT Process Server will run the TXP reports:
1. Gotothe RT Process Setup software, found on the server under the All Programs

> Edupoint folder.

®™RT Process Service Setup =

File Tools Help
Process Service - Running

Options |Advanced Dptionsl Monitorl

—wieb Sites to Process Jobs

| Organization Filtering |

Mame | Server UL
Default hitp:/ Aocalhost! Mat Filtering
Test Connection(z) Add web Site | | Delete Selected Rows

—General Options

Paolling Interval (in secondz] I 1 3:

Maximum single job execution time [in minutes] ISU 3:

TotalWarker Threads |1 3'
—Job Tupes to Process

[l Dashboard Widgets  [w] Mass Scheduling
[w] Document Validation  [w] Other Processes

v Reports - Special Ed  [w] Walkdn Scheduling

gl sSarorting
[w] TP Reportg

[w| Form Scanning [w] Reports
s N
Figure 2.27 — RT Process Service Setup Screen

2. Check the box labeled TXP Reports, and click Apply.

3. Stop and Restart the service.
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COMMUNICATION

The overall e-mail setup can be found in the System Configuration screen, located under
the Synergy SIS > System > Setup folder. For instructions on email setup, please see the

Synergy SIS — System Administrator Guide.

System Configuration

Syssum Conliger smn
| Secutity I Options  Adwanced

Emal Options | Sob Cumem ) meg
EMTP Emal Sarver Emad Enabiec Dofautt Emal From Address | |Enable Enable

@enl | e rwisongBedupant, com W O

SMTP Port Ovarride - dofmst is 26 1 T i |

Messaging

_ Bulk Mall Enatis immediate Emal Enatle

Time to begin bulk emailing Immedtinte Stiert Time

L Koep History of Butk Emaks % Each Parson Inferval In haums (1 10 24) to chack for emala to sana

CORE Type R ik Histocy

( v _Keep History of kmmediate Emails to Each Person
_8ind Copy Sendar on Immediate Emads

Figure 2.28 — System Configuration Screen

To allow teachers to use the Communication screen

1. Go to the District Setup screen, found under Synergy SIS > System > Setup.

2. Click on the TeacherVUE tab.

Menu ;;7} | Save | Undo | Status: Ready | @ % ‘Q@j
District Setup («]

District Setup

Options ~ System  Grade Setup TeacherVUE| Labels = Auto-Sequence  Reports  Waivers

Mobile Apps

The number of days historically, the teacher can take attendance 10

[[JUse Valid School Days Instead of Calendar Days for TeacherVUE Historical Attendance

IAIIow teacher to send communications in TeacherVUE

Enable Special Ed IEP Access in TeacherVUE

Enable Special Ed IEP At A Glance Access in TeacherVUE
[T]Show Deceased Parents / Guardians in TeacherVUE
[¥] Allow teacher to enter notes for students in TeacherVUE

The number of days into the future, the teacher can take attendance 2

Figure 2.29 — District Setup Screen

3. If teachers are allowed to send e-mail to students & parents from the TeacherVUE

software, check the box Allow Teacher to Send Communications

TeacherVUE.

4. Click the Save button at the top of the screen to save the changes.
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GRADE BOOK & STUDENTVUE

To setup the Grade Book software, please refer to the Synergy SIS — Grade Book
Administrator Guide. For configuration instructions for the ParentVUE and StudentVUE
software, please see the Synergy SIS — ParentVUE & StudentVUE Administrator Guide.

ANNOUNCEMENTS

Announcements are entered in the Announcement Tree screen, found under Synergy SIS >
System > Announcements. For more information about announcements, please see the
Synergy SIS — System Administrator Guide.

LUNCH COUNTS

If the school cafeteria finds it helpful, teachers can be setup to take a count of the students
in their class who plan to eat in the cafeteria for lunch. TeacherVUE can also take a count
of which type of lunch the student plans to purchase. To configure the lunch counts option:

1. Go to the School Setup screen, found under Synergy SIS > System > Setup, and
click on the TeacherVUE tab.
W .;'_ Save l undo I Gtatys. Ready i -?064‘
School Setup

Schoot Name Hope High School  School Year 2013.2014

Bare Inf 2151 S Data Opt Latels  TeacharVUE l

Global Attendance Security 2
Primary Staff  Additional Stam

Update ¥| Update »

Global Grading Security 2
Primary S8 Addmonat Staft

Update ¥ Update ¥
Lunch Counts
Lanch Count Options
Junch Order ¥
N1 Lunch Descnption 6

Lunch Courts Fruit and Cheese Bento Box

Lunch Orders 1% Lunch Descnption 7

Tatos

Lunch Descnpbon 3 Lunch Descopton 8

Ham Sandwich

Lunch Descopbon 4 Lunch Descnpton @

Turkey Sandwich
Lunch Description § Lunch Descripton 10

Ceasar Salad with Chicken

Figure 2.30 — School Setup Screen, TeacherVUE Tab
2. Select the type of lunch count your teachers take in the Lunch Count Options field.
e Blank — Lunch Counts does not appear on the Additional Views list.

e Lunch Counts — Teachers take a total lunch count for each lunch item.
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e Lunch Options — Teachers enter an individual order for each student.
3. Enter a description of the lunch options in the Lunch Description 1 — 10 fields
4. Click Save.

Since this is a school-based setup, the steps above need to be repeated at every school
wishing to take lunch counts.

STUDENT GROUPS

Teachers who are responsible for a student group can be given access to the information
for the students in the group. They cannot take attendance, post grades, or take lunch
counts, but they can make Special Ed Referrals and view all of the same student
information that teachers can view for the students in their class. For a teacher to view a
group in TeacherVUE:

1. Goto the Groups screen, found under Synergy SIS > Student.

Groups «
Code, BSK  Descrotion Deskesbalt
mlnm.l Sludema | Hslory | Event Calendir
Code Descrphon Segin Date EndDate
BSK [Basketbar 2 »
Academe Elgioiny Requrement
Achletic Elgiaity v
Staft )
SLAIT Name & Spondar Type
\Wser Tesches |Cowch v
Addiional Staff Al 1O

Uger, Nawe Aszictant Coach -

| Fee Information

Ditirect Fee Amours Fren/Roduced Fees
2000 |

NCLS Indicator 1 000
NCLE Indicator 2 10.00

School Fees At O

BUS - Footb: % SPT v|

Figure 2.31 — Groups Screen

2. Assign the teacher as the primary staff by clicking on the gray arrow next to Staff
Name.

3. Staff added to the Additional Staff section also has access to the group in
TeacherVUE.

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

For more information about setting up groups, please see the Synergy SIS — Student
Groups Administrator Guide.
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TEACHERVUE REPORT ACCOUNT

Since teachers using the TeacherVUE software do not have access to the Report Interface
when printing a report, all reports printed from the TeacherVUE use the report defaults
saved by a specific user account. Any user account may be selected to provide the report
default settings, but to ensure consistency in the report setup it is recommended that an
account be created specifically to save these report defaults. To setup the TeacherVUE
report account:

1. Go to the Staff screen, found under Synergy SIS > Staff.

P —
@3 S e | o (s ) o | s o | ) g 25
Staff N
Staft Name:  Tywe
| | Scneat pecaily | Emarge Cregarmials  Fusing Pwimt
Laal Hams First Hame Macie Name SR Gerger Typs
| | | | v v
Staff Info

Anprevabed Name - Bopal Secunty Murber Baage faumber State ID
| | | |

100 Tite s=wal ]

| |

Brth Datn Boih Plare Hgrest Eaucation Loves

-

Figure 2.32 — Staff Screen

2. Click the Add button at the top of the screen. The Staff Find screen pops-up.

Find | Close | Assign | Faorm Status: Ready
StaffFind
Assign Ta Schoal
| v
Selection Criteria (Searching Student Information System) @
Last Mame First Mame Gender Badge Mum
I | v
| Find Staffs |
Staffs (6]
Line [Staff Hame Gender |BadgeMum

Figure 2.33 — Staff Find Screen

3. Enter User for the Last Name, TeacherVUE Report for the First Name, and select

a Gender.
Fid | Yoose | sseen | St Reaty 12
nd
Assign To Schoot
| v
fSeiection Critoria (Searching Stucent Information Systom) ) o
atiNeme. Crtheme Gander Pecondn
User TeacherVUE Repo ‘TFamaie ~
 Find Statfs |

-

Figure 2.34 — Staff Find with text entered
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4. Click the Find button. The system looks for an existing staff account matching that
information, but should not find one. A box pops-up saying No staff were found.
Click the OK button to dismiss the message.

Message from webpage 1[

/ ﬁh Mo skaff were found.

Figure 2.34 — No Staff Found Message.
5. Click the Add New button to create a new staff account with the values entered.

_roe | cose | s Ca0snem) St Hnty 0
StaffFind

Assign To Schodi

I -

Luut Narne Firnt Nene Gender Badge Nurn
Uses TeacherVUE Repo [Female

o

 Find Staffs |
Staffs )
Line | Staff Mams BaageNum
Figure 2.35 — Staff Find Screen, Adding a New Staff

6. The Staff screen pops-up. Select the Type of account from the drop-down and click
the Save button at the top of the screen.

Geseaa! |
Lust Noma First Namu Mudge Neme  Sufts  Gender Assgn o Schodt
User TeacheVUE Ropo Femnin - g School -

s

Abtewvisiod Namw . Aosiel Secitty tantee Badge Noober Sl 10,

on Ttw LMol
Figure 2.36 — Staff Screen, Adding

7. Click on the Schools tab of the new account, and check the box labeled Assign To
District so that the account is available for all schools.
Staff (&

Gecmral  Schools | SpecialEd  Emargeecy | Crecentials

Last Nomo First Name Middie Name Suffix  Gender Type

(U S [TeaCHEAVUE Repo | | Female v Teacher v
|_| Assign To Distnct )  Sow sk '

112010-2011 Hope High School
Figure 2.37 — Schools Tab, Staff Screen

8. Click the Save button at the top of the screen to save the changes.
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9. Now that the staff account has been created, the next step is to create the matching
user account. To create the TeacherVUE Report user account, go to the User
screen found under Synergy SIS > System > User.

User
‘User Nama:
m[ Orgenizations  User Growpe  Nawmgaton Menu ~ Seoaty Betings  Focus |~ Sonil Crack | POV
Last Name First Name Middle Name Disatied User Type
| [ [ s v
[Login Fassword J[aten
FMNIY. IEM IPUW!’ ;:mmmm User Creation Dats
_ Foros Password Change On Neat Login Last Login Oate
— Exempt Feom LDAP

Address Preforences

FigureI 2.38 — User Screen
10. Click the Add button at the top of the screen, and the User Find screen pops-up.

Fred | Ocse veaste Lasr !
UserFind
Sesection Criteria

User TeacherVue Report

teuerepant - seaene [@yoursdod edu J
 Find Users |
Users

Figure 2.39 — User Find Screen

11. Enter User as the Last Name, and TeacherVUE Report as the First Name in the
Selection Criteria boxes to find the staff account created earlier.

12. Enter tvuereport as the User Name, and Synergy SIS as the Password (or any
generic password standard at the district). The e-mail can be an account used for
receiving status reports such as generic registration or IT e-mail account.

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

@.mi ey

UserFind
| Suinction Critnria

User TeachecVue Report
| Plusss wntar new login name, password and emal sddress $or rew uasr

tvuereport anane ansara AfRyourschool adu
 Find Users |

Usars

User Teacher'VUE

Figure 2.40 — User Find Screen, Users Listed
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14. The TeacherVUE Report User should appear at the bottom in the Find Users

section. Click on the TeacherVUE Report User, and click the Create User button at
the top of the screen.

User
Usur Nama: User, TeacherVUE Report
_" L [Ognnncm Uner Grosps  Novigesion Moty Decurty Settngs |+ Foous  Spell Owes POV
Lot Norew Fowt N Maddk Name  Disablug Uss Typn
{user [TeacherVUE Repo | R
Logn O Panawerd Outes
Login Hame Emat | Passaure Confm F User Creaton Dute
tvosrepont IRyourschoo. edu
. Foros Password Change On Next Login
. Exmengtt From LOAP
j -
Statn_ ZIF Code <4 S Liwrch
- [ Dobug Exgiraon (Hou from Now)
0
l""v.___'?_:ﬂw_
[ Crange PO Herve Poge

Figure 2.41 — User Screen, Default Mode
15. Select Edit from the Default Mode drop-down list and click Save.

16. Click on the User Groups tab. Add the user group that allows the account to
update at the district level, and the user group that has access to all reports

used in TeacherVUE. Once the groups have been added, click the Save button at
the top of the screen.

User (&

User Name: User, TeacherVUE Report

Derographicn . Cegankotons User Groups | ravgation Meny  Sacueny Semings  Focsa  Spml Check POV
Last Namo First Nama Midcs Nams  Disabled Usar Type
juser |TeacherVUE Repo | O swt v
Point Of View Home For User Group +]
POV Usergroup.

-

Update - District 4
Figure 2.42 — User Groups Tab, User Screen
17. Click on the Focus tab. Set the focus to the first school and select the current year.

User
User Name: User, TeacherVUE Report

Demographics  Organizations  User Groupe  Navigation Menu  Security Settngs  Foous | Spell Check POV

Last Name- First Nams Middla Name Disabled Usar Type
|User [TeacherVUE Rego | O St v
Focus Year Seloction Show Inactive Students

12010-2011 ~ |Activa Only -

Focus

Edupoint School District)

Figure 2.43 — Focus Tab, User Screen

18. Click the Save button at the top of the screen and the TXP Report User account is
complete.
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After the account has been created, logon to Synergy SIS with the new TeacherVUE
Report account. Click on each report that is used in the TeacherVUE software and select
the options to be used in the Report Interface.

‘» 7:; ‘77-:. e Tosed Tobos Tww Bae Seen .“‘
| 'Report interface

;v-vn- R T L R L L T T n————pe—

B Bty Dise® Clduis | Subiitn, §Aden
Stndens Wéw .
e 3

Figure 2.44 — Report Interface Screen

Once the options have been selected, click on the Save Default button at the top of the
screen. This should be done for each school as well for each report, since report
defaults are saved at the school level and not the district level.

For more information about creating staff accounts, see the chapter on Staff in the Synergy
SIS — System Administrator Guide. User accounts are also covered in this guide in the
chapter on Users.

TEACHERVUE USER GROUPS

To make it easier to manage the TeacherVUE software, it is recommended that three
different user groups be setup with the default TeacherVUE settings. By setting up user
groups, users only need to be added to the appropriate group instead of adding all of the
settings to each individual user. Three groups are needed:

¢ Role - TVUE Admin — for administrators who wish to access all of the classes using
the TeacherVUE software

o Role - TVUE Daily Attendance — for teachers at schools using daily attendance

¢ Role - TVUE Period Attendance — for teachers at school using period attendance

To create the TVUE Admin user group:
1. Gotothe User Groups screen, found under Synergy SIS > System > User.
2. Click on the Add button at the top of the screen.

L vJ QP = o] ) | Vow ta fow | 9 3 { ]

_User Groups —

Usar Groug Name

Memtiars |t
Upet D M

tmmm Laap réarme

Murrivet w I ]Q‘

T | e

Figure 2.45 — User Groups Screen
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3. Enter Role - TVUE Admin as the User Group Name and click the Save button.

=
{=]|
N4

jdmnwh%(ﬂwmw.m

= <3

v

Figure 2.46 — User Groups Add Screen
4. Leave the Organizations tab blank, and click on the Navigation Menu tab.

User Groups |
Ium Groug Name Rele - TVUE Admin

Members  OrgaoizationdC Navigation MenaLDOilions  Secuty Setings | POV

User Groug Nams Hame of user growg in LDAP (It synching with LDAPY
ole - TVUE Admin | -
B A W A S PSS RSO M O e e RO )

ROTE Curreatty, the Sefaut répon preferences usel for o group 19 only imgismentsd in Teacher\UE
I~ Defaull Usa Menu Grous for = new user added (o this groun
Figure 2.47 — Navigation Menu Tab, User Groups Screen

5. Click on the gray arrow in the section labeled Select a user whose default saved
report setting are used for report execution.

6. The Find: RevUser screen pops-up.

Find: Revidser

Finid Criteria i
Las Mame: First Hame

I |

_ Search Reauts |

[ Find Recsaim J]

Lires Lot Forva First Marra

Figure 2.48 — Find:RevUser Screen

7. Enter User as the Last Name and TeacherVUE Report as the First Name to select
the account created using the TeacherVUE Report Account section in this chapter.

8. Click the Find button, and the TeacherVUE Report User should appear at the
bottom of the screen in the Find Result section.

Find: RevUser

Find Critaria W
User TaacharVUE Report

 Search Ruseses |

Find Rmsut
TeacharVUE Report

Figure 2.49 — Find:RevUser Screen, Find Result
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9. Click on the user and then click the Select button. The User, TeacherVUE Report
appears in the Select a user... box.

User Groups
User Group Neme: Role - TVUE Admin
[ Mutars | Ogarizaton | Nevigelies Menui| Oviom  Securty Semrge | POV
User Group Name Name of user group in LDAP (f synching with LOAP)

|Role - TVUE Atmin |

wmmmmwmw-m -
NOTE: , e dafauit mport prefernnces usar for 3 group is only iImplemanted . TeacherVUE.
Une Menu Group for a now user added 10 this group

Troe Acton. 1340
Figure 2.50 — User Groups, Navigation Menu Tab, Report User

10. To use the Navigation Menu created in steps 12-20 for any new users assigned to

this group automatically, check the box Default Use Menu Group for a New User
Added to This Group.

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

12. To create the navigation tree to be used in TeacherVUE for this user group, select
Add Group from the Action... drop-down list.

User Groups G
User Gonup Hare Role - TVUE Admin
Mt gt s Mahgalan M| Cviss  Secady Tllings
L Copup Nune PMTH OF e gruuss i CORE (1T sgnching wen LOAP
i'bulir TVUE Admin

Selert 3 user gp__gx;‘pg;{u-m fepart settings i uted f repoit ekeotin &

|Uaer, TeacherUE Reoors

NOTE: Cormunty, i detaist roport praferrces (hor o o grosp I8 anly amplamemad in Teacher Al
TR U Sty Grougs THES (10w Laar 2000 10 718 grovp

Navigation Tree

Figure 2.51 — User Groups Screen, Navigation Menu Tab,
13. Enter TVUE for the Name and click the Save button.

G
New Navigation Group

Add Group Nama
qTWE ,
Figure 2.52 — New Navigation Group Screen

14. To add the screens and reports to the group, click Add View to TVUE from the
Action... drop-down list.

User Groups -
fser Geoup Name Role - TVUE Admin

.......  SE— ™ et | o N p——
Iypr Croun Norre WsTve Of met Qrong 0 LDAF [F symiefatg with LDAR)

[k - TAUE Adren [

Dedect b sty whooe sttt yveet sepoet sefsfge e used fur mpart svpvaton »

e Teanen s Beguns :

';‘JTIZ:(..HIV;IV ;hn)d.:l repan pesferenoes user 105 A GUILy: 4 ol In.nn;med N TesdmrviE
¥ Ot g i Crinug 10 & i sy 40003 50 ¥al (200

Treo JActian N B
Acriae

A Lrk 3 TVLE
AdS Rosae 1o TVWE

’!r‘mtl

Duate TWE

e B

Figure 2.53 - User Groups Screen, Navigation Menu Tab, Add View
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15. In the Add View screen, click on the View Lookup drop-down list to display all of
the screens. To scroll through the screens, click on the up or down arrows.

Save Close
Add View
Add View ltem 6]
Yiew Lookup P
| (+)
A\ 4

Figure 2.54 — Add View

| Course Group (K12 Courssinko) e [

| Course Request Analysis (K12 Schedueinio MassSchedukinfo)
EC‘TE Frograms (K12 Courseinio)

| Dty Asendnce (K12 Anercancenio)

[y Acarcan

IW Conyrall (X12.Sysseminto)

lmm (K12 THPI)

:Dmdm Inczddont (K12 TXPinfo)

| ovrict 612 Satup)

:aﬂntl Accommodaton Setup (K1 2 Accommodatoninio. Setup)
| Dt Code (K124 o Setup)

[{Dserict Catendar (X122 Amendanceinfo. '
Figure 2.55 — Drop-%n List from View Lookup

16. Select one of the TeacherVUE screens from the list. TeacherVUE screens show
(K12.TXPInfo) following the name of the screen.

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

Oose
Add View ©
View Lookup
|Daty Attendance (K12.TXPinfo) -

Figure 2.56 — Add View, Saving
18. The added screen appears in the navigation tree under the TVUE group.

User Groups e
ser Group same Role - TVUE Admin
Murbers  Crpamt st gasien Mant| Opiors | Setusty Semngs | FG
Liser Group Name RN OF VG QEOUR ¥ LDAP (F sy ning with LDAR)
{IFak - TVUE Adein ]
Skl 5 utet whose defaut saved teport settings sre used i reptnt Secutionl o

1 = T |
NOTE Currerlly, I sefaull réport prufiisr ey USar f0r.a (Jroul I anly Ingsementon ¢ TescrerVUE
~ Defant Use Many Grog 00 3 new user aced o s graup

!I APO— 'l\mm :] 2

- TV |
DYOaiy Atansarce Sat ltem Order

o Daty Attondanco
Yove Ly Mase Dowe |

Figure 2.57 — Navigation Menu Tab, User Groups Screen
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19. To add another screen, click back on to the TXP Group, and select Add View to
TXP from the Action... drop-down list.

| Gy lion Tren

w|TVUE] ’
L Sot Group Ordes

% '
1] VU

u;u_q;! Mowe Do !

Figure 2.58 — User Groups Screen, Navigation Menu Tab, Adding Another Screen

20. Continue to add screens and reports as needed to the TXP group. The available
TeacherVUE screens and commonly used reports are:

Screens

Daily Attendance or Period Attendance
Discipline or Discipline Incident

Health

Special Ed Referral

Student (Demographics)

Student ALC (for districts in Minnesota)
Student Course History

StudentVUE

Common Reports

STU408 - Class Student

STU401 - Student List

STU402 - Student and Parent Directory
STU403 - Student Directory By Street Address
STU410 - Emergency Contact Directory
STU201 - Student Profile

STU409 - Daily Class Attendance List
ATP404 - Period Class Attendance List
ATD403 - Daily Absent List

ATP406 - Period Class Attendance Form
STU204 - Student Transcript

STU802 - Student Mailing Labels
STU419 - Section Seating Chart
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Note — In addition to appearing in the list of reports available from the
Execute Report icon in TeacherVUE, any Grading reports selected
also appear on the View Grades screen. Reports for individual
students such as the Student Profile or Discipline Profile appear in
both the list of options available when clicking a student’s photo as
well as the reports list on the Execute Report icon. Available
individual student reports include:

e ATD201 — Daily Attendance Profile

e ATD202 — Daily Attendance Minutes Profile
e ATP201 - Period Student Attendance Profile
e FEE201 — Student Fee Profile

e HLT202 — Student Immunization Profile

e IDS201 — Student Discipline Profile

e SLP201 — Student Service Learning Profile
e STU201 — Student Profile

21. When the Navigation Tree is complete, click on the Options tab.

User Groups

User Group Name: Role - TVUE Admin

Members = Organizations = Navigation Men‘ Options |’SecuritySettings POV

User Group Name e of user group in LDAP (if synching with LDAP)
|Role - TVUE Admin |

Point Of View Home Page 3
POV Home Page

I Change POV Home Page

Please Select a page for the user to log into @
Login Page Allow Dual Login

| Al £

Figure 2.59 — Options Tab, User Groups Screen

22. Select Teacher Experience from the Login Page drop-down list. Since most
administrators also need access to the regular Synergy SIS screen, select Yes from
the Allow Dual Login drop-down list. When a Dual Login is set, a button appears at
the top of the TeacherVUE screen titled Synergy SIS. When clicked, the user is
taken to the regular Synergy SIS screen. At the top of the Synergy SIS screen, a
button titled TXP takes the user back to the TeacherVUE screen.

__I:T“esdav, May L Tvue J =l L 'al Quick Launch
T e b | My Toobar_J[[p EsD lcood
Class Info Figure 2.61 — TVUE Button

Figure 2.60 — Synergy SIS Button

23. Click the Save button at the top of the screen to save the changes.
24. Click on the Security Settings tab.

42 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two TeacherVUE Administrator Guide

User Groups
Usar Group Name: Role - TVUE Admin

Macetarn Orparizotune  Navguson Menu on <: I!F"r‘.‘

. y Settings
Usar Group Natme Name TTIESTTIO0 n LDAP (If synching wilh LOAR)
|Rale - TVUE Admin |
Dissipiine 3 |Conterance D
Dscipline Security Discipios Org Sacurity Coeferanca Vistatan
! v | - [ -
Student Er Hntory o
Student Enveliment Organization Securtty
I -
9 | | Specil Es &
Allow Override of Max Stuclenty in Clasy v Exsmed From Student Team
T Systemwice Caso Manager
TeacharVUE Administeuton Yes| ~ .
Grade Book g‘

Figure 2.62 — Security Settings Tab, User Groups Screen

25. In the Other section, select Yes from the TeacherVUE Administrator drop-down
list. When a user is designated as a TeacherVUE administrator, all of the usual
functions are present in the TeacherVUE software. The only difference is that the
user can select any teacher’s class instead of just the classes for which the user is
teaching.

Please select a class or group.

User, Teacher jlspring j|s:|::t a meeting day, .. j Ok | Cloza
| [ [ [ | [

Spring (A3/2011 - 05/27/2011)
G0 [3551- Am Gow (1077 (AmiPM) [ % [ s2 [ 28 [ wruwmr

Figure 2.63 — TeacherVUE Administrator Logon

Please select a class,

Speang v M-Mon - oK | Do I
Puriod Cous 1 8  Tars Room Mesting Day’ Atendanc =3
Spring (12/3172012 - 08/26/2013)

5 1 JUAL02 - Algebra ¥ 1140 {AMPM) 29 S2 | (og | WERMT
5439 - Studert Aid 1 021 SAS9 (AMWPM) 0 YR | © WFRMT

2 MAL02 - Algebea 1240 (AMPM) 0 S2 | 128 | WFRMT
L MA51W2 - Ap Calculus Bc_[1340 (AM/PM) 11 S2 | 105 | WERNT

© [SA99 - Student Aid 3 021 _SASS (AMPM) 0 YR | ° VOFRMT

4 MA4Z - Algebra ¥ 1240 (AMPM) £ S2 | e | WERMT
ISA99 - Studert Aid W 021 _SAS9 (AMPM) 0 YR NFRMT

5 IMAL0Z - Algebra 1540 (AMPM) s} 82 | 128 | WFRMT

oK | Dowe

Figure 2.64 — Non-Administrator Logon

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

Caution: If a user group is set up to allow dual logon, the Navigation
Menu created in the user group used for TeacherVUE is not used in the
regular Synergy SIS screen. The Navigation Menu to be used in the
Synergy SIS screen must be created in a separate user group.

To setup the TVUE Daily Attendance User Group, follow the instructions for creating the
TVUE Admin group with the following changes:
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In step 2, enter Role — TVUE Daily Attendance as the User Group Name.

In step 14, only select the Daily Attendance screen. Do not add the Period
Attendance screen.

In step 21, the Allow Dual Logon is probably set to No unless the users in this
group need access to other schools or other screens.

In step 24, select No from the TeacherVUE Administrator drop-down list.

To setup the TVUE Period Attendance User Group, follow the instructions for creating the
TXP Admin group with the following changes:

In step 2, enter Role — TVUE Period Attendance as the User Group Name.

In step 14, only select the Period Attendance screen. Do not add the Daily
Attendance screen.

In step 21, the Allow Dual Logon is probably set to No unless the users in this
group need access to other schools or other screens.

In step 24, select No from the TeacherVUE Administrator drop-down list.

For more information about creating user groups, see the chapter on User Groups in the
Synergy SIS — System Administrator Guide.

TEACHERVUE USERS

Once the report account and the user groups have been configured, teachers and
administrators can now be setup to use the TeacherVUE software. To configure a teacher’s
account to access the TeacherVUE software:

1. Go to the User screen, found under Synergy SIS > System > User.

User
USEr Nahe

B, g1 aphs l., "

L3 feame ! ‘_'_".r"— Ly tie Nume  [Disaieg User Type
I I | r 9
| Login 2 Pamveond | Dates -

Loaym MAME Emat [C Passwword NG Prsssnnd Linsr Crestion Oate

Figure 2.65 — User Screen

2. Find the teacher’s user account using either the Scroll buttons or Find mode.
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-
Figure 2.66 — User Screen, Populated
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3. Click on the User Groups tab, and then click on the Chooser button.

User |
Lse Name User, Teachar

Durmrogespifess

w-u.n-:.:-.m( Mm) Nargsion Muny - Saceatly Seltings  Focuw  Gpall Chuel =Y
Last thame F st N3Mp—scrie Hame  Otzsied User Type
@ |Teachar | rojssr «
Point Of View Homn For User Ganop B
POV Usargroug

ot Groups. [Craover 1P|

Figure 2.67 — User Groups Tab, User Screen

In the Chooser screen, enter Role — TVUE Daily Attendance or Period
Attendance in the User Group Name field (the beginning of the names of the user

groups created in the section on TeacherVUE User Groups) and click the Find
button.

<=~

4.

Find Seect

Chooser
Find Crlvaria

¥
8

s ectsdRowis) > | nod alRoeisi o |

| Seanch Results |
Firnd sl

Selected Moms I
[ [Doleer aapitans

Figure 2.68 — Chooser Screen

5. The three groups created should appear in the Find Results section. Click on either

the Daily Attendance or Period Attendance group, depending on the teacher, and
then click the Add Selected Row(s)> button.

Finad Seleit
Chooser
Find Criteria )
Lser GI'CIIJFI Name
]
<_ #eid Sebactnd Rowis) > } Add l Bowisy 2> |
Soarch Fesilts |
Fimd Resull i Selected Nems i
2 [Lisar G : [ Uwe juser Grovpwasma
Role - TYUE Admin
Role - TVUE Period Altendance ]

Figure 2.69 — Chooser Screen, Find Results

6. The selected group moves to the Selected Items section. Click the Select button at
the top of the screen to choose the group.
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rd | ien']
Chooser

-
Fimd Criteria W
U= Group Name

abd sebectod Nomtsy > | pst M bty »r |

Seasch Resuls |

Fole - TVUE Admin
Role - TVUE Daly Altendancs

Figure 2.70 — Chooser Screen, Selected Iltems

Rols - TVUE Penod Atlendance

7. Check the box in the Use Menu Group column for the TXP group.

User &
User Name: User, Teacher
Demogreplucz | Ongamezations “.'Glﬂ'll Nowvgatiun Meny | Securgy Setlings  Focug = Spel Check | POV
|49t Hame First N bikicie Nurne  Drsabied Uses Type
501 [Taacher [ r sl v
Point Of View Home For Uses Group tﬂ

._4-.j Lion
Y] =aie - TvUE Perios Artsngance
Figure 2.71 — User Groups Tab, User Screen, Group Added

8. Add the user group that sets the teacher’s access rights to a school such as Update
— High School using the Chooser button as well. Do not use the menu group from

this group.
User [
User Name User, Teacher
Damographics = Ovgarazatior MGI"”‘ Nawgntion Meny - Sacuny Sstlings  Foou oull Chack | 20V
Lz3t Hame First ame Migdle Name  Disaoled Usar Type
User [Tescher | r S
Paint Of View Home For User Group g
POV Usergroun

Figure 2.72 — User Groups Tab, User Screen, All Groups Added

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

To setup a user account to be an administrator for TeacherVUE, follow the instructions
for setting up a teacher account with the following change:

1. In step 5, choose the Role — TVUE Admin group instead of the Daily or Period
Attendance group.

Caution: If a user group is set up to allow dual logon, the Navigation
Menu created in the user group used for TeacherVUE is not used in the
regular Synergy SIS screen. The Navigation Menu to be used in the
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Synergy SIS screen must be created in a separate user group. If either
the teachers or administrators are using a dual logon, be sure to add the
user group that has the Synergy SIS navigation menu as well as the
TVUE user group.

For more information about creating and modifying users, see the chapter on Users in the
Synergy SIS — System Administrator Guide.

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. To give teachers access to the
IEP:

1. Goto the District Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

| P sutus Tnay | 2 0 490
District Setup -
JOistrict Setup
3 y IuchmVUE[ Lsbe !
The number of days hestoncally the teacher can lake atlendance 10
Use Vaid School Days Instead of Calencar Days for TeacherVUE Historical Allendance |
7 Allow 1eacher 10 send communications in TeacherVUE
I /. Enable Special Ed IEP Access i TeacherVUE |
7 Enatee Special Ed IEP AL A Giance Access n TeascherVUE

Show Deceased Parents / Guardians in TeacherVUE
v Allow 1earner 10 enter notes 100 Stugents in TeacnerVUE

The number of days info the future, Ihe teacher can take altendance 2

Figure 2.73 — District Setup Screen
3. Check the box Enable Special Ed IEP Access in TeacherVUE.

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

If the district uses the special education software Synergy SE, the companion product to
Synergy SIS, the district allow teachers to request assistance for a student. When a request
is approved, it is copied to the GENAZO1 in Synergy SE. To give teachers access to the
Request for Assistance feature:

1. Navigate to Synergy SIS > System > Setup > Task Definition.

2. Select the Enable checkbox for the Request for Assistance module.
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Figure 2.74 - Task Definition screen
Enter a description (if none is displayed.)
Click the Save button.

Navigate to Synergy SIS > System > User > User or to Synergy SIS > System >
User > User Groups, and select the POV tab.

6. In the Task Module section, select the Request for Assistance checkbox for all the
teachers and staff members that will be entering the requests.

I| @@ @ | g‘ﬁ | EE | Undo | Add | Delets | statmznemy|% %ﬂ'@
User

User Name: Abel, Patricia

Demographics = Organizations ~ User Groups ~ Mavigation Menu ~ Security Settings = Focus ~ Spell Check POV|

Last Name First Name Middle Name Disabled User Type LerT e e
[/aper [Patricia [l star v
Point of View (POV) Home Page Settings @

Dashboard Controls Per Row

Dashboard Controls Add Chooser |(J

Task Setup (&
Show Task List

Task Module

[l Electronic Student Record
[C1Family Changes

[[IHealth

[Tincident Discipline
[Tlincident Referral

|| PVUE Update

|| Request for Assistance

| IRouting - Transportation
[CIschool Workflow
[[Istudent

[[]student Workflow

[] Teacher - Transportation
[“I Transport - Transportation

Figure 2.75 - User screen
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7. Click the Save button.

NOTES ABOUT STUDENTS

The district can allow teachers to add, edit, and delete notes about students in TeacherVUE
for students in their classes. Those notes can be shared with other teachers, if desired. The
notes entered in TeacherVUE are also recorded on the Notes tab of the Student screen
within Synergy SIS. To give teachers the ability to add notes:

1. Goto the District Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

eSSl e[| o |
District Setup
{ District Setup

£l Syate sade Setug TNCM'VL‘[ Ao Seauence Heport y |
The number of days historically, he ieacher can laks attsndance 5

v Use Valid Schoot Days inslean of Calencar Diys for TeacherVUE Histoncal Atlendance
L AlOW l=3cher 10 send communications In TeacherVUE
JEnable Special Ed IEP Access in TeatherVUE

Show Deceassd Parents /| Guardians n TeacherVUE

J AlIoW teacher 10 #nles nokes 100 Students in TeaoherVuE

Figure 2.76 — District Setup Screen
3. Check the box Allow teacher to enter notes for students in TeacherVUE.
4. Click the Save button at the top of the screen to save the changes.

STUDENT DETAILS

The district can allow the names of a student’s deceased parents or guardians to be listed
on the Student Details screen within TeacherVUE. To display that information on the
Student Detail screen within TeacherVUE:

1. Goto the District Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

) [
' District Setup
| District Setup

ptinr Syate srate Selup TmheNlE[ Ao Suquenc Repor Vare Mobide Apg
The numbert of days historically, Ine teacher can laks atiendancs 5

v Us2 Valkd Scnoot Days nslean of Calenaar Ditys for TeachelVUE Hstoncal Attendance
L AlIOw I3 her 10 send communications in TeacherVUE

/] Enable Special Ed IEP Access in TeatherVUE

S egsed Parents | Cuardians o feach

7 Allow teacher (0 enter notes for SOents In TeacherVUE
Figure 2.77 — District Setup Screen

3. Check the box Show Deceased Parents/Guardians in TeacherVUE.

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

Teachers have the ability to report discipline incidents through TeacherVUE. The district
must enable specific teachers to report an incident and determine which codes they are
allowed to report.

1. Navigate to Synergy SIS > Discipline Incident > Setup > District Discipline Code
Setup

2. Find or scroll to an Incident Code.

voroe]l D@D P S| e | e | s | ooere|
dit DistrictDesciplineCode Data i
View Audit Detail For Distrct Discipline Code Setun?tup

Discipine Coge: 100 Desoription Unknown §  State Code. - Alt State Code:

_ Discipline Codes |
Code  Descrption Stale Cooe
f1o0 [Unknown 1

Display Order  Seventy Level
.'—‘-“———‘o <
!

Figure 2.78 - District Discipline Code Setup screen

3. From the Menu dropdown, select the Edit DistrictDisciplineCode Data option.
[JMandatory [JRepont To State []Mandatory Law Enforcement Notiticatonff]inciude In TeacherVUE]

Select the Include In TeacherVUE checkbox.

Click the Save button.

Repeat steps 1 through 3 for each Incident Code that will be used by the teachers.

Navigate to Synergy SIS > System > Setup > Task Definition.

A

Select the Enable checkbox for the Incident Referral module.
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Figure 2.79 - Task Definition screen
9. Enter a description (if none is displayed.)
10. Click the Save button.
11. Navigate to Synergy SIS > Staff > Staff.

12. Select the Conference checkbox in the Staff Role section for all the teachers or
staff members that will be entering the referrals.

Figure 2.80 - Staff screen

13. Click the Save button.
14. Navigate to Synergy SIS > System > User > User, and select the POV tab.

15.In the Task Module section, select the Incident Referral checkbox for all the
teachers and staff members that will be entering the referrals.
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Figure 2.81 - User screen
16. Click the Save button.
17. Navigate to Synergy SIS > System > Setup > School Setup.

18. On the TeacherVUE tab, select the person to whom the referral will be sent in the
Incident Referral Default Refer To drop-down field.
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Figure 2.82 - School Setup screen
19. Click Save.
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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 enabled within
PAD Security for teachers to use this feature.

1. Navigate to Synergy SIS > Student > Setup > Conference Visitation Code.

e s Sy | 0 B g2
Conference Visitation Codes (=
Schoul Year 2013-2014

Coalwwnen Codes | !

0 Studert Meetg

" Poert Mostng
Ematerd (nsge

&3 Schedale Changs

“ Condhuct
Vet ared Graot bight

14 Concepty

(g natichion

j18 Gaduaton Review

£ 4 & £ £ &£ &£ L L LSy

] Coutse Requests

10 L) i
n Geaops ]

AL Spans

o Personal

] T

7 Protopet Heh .
3 Tosmc b (12uswn |
1 Sehoet Inkims |
38 Butyng

Figure 2.83 - Conference Visitation Codes screen

Click Add. A new row appears in the grid.

Enter PTC in the Conf Code column

Enter Parent Teacher Conference in the Description column.
Click Save.

Navigate to Synergy SIS > System > Security > PAD Security.

N o g b~ w DN

On the PAD Security screen, navigate to Synergy SIS > TeacherVUE Views >
TXP.aspx. The security definition for K12.TXPInfo.TXP.aspx displays.
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Figure 2.84 - PAD Security screen

8. Select the User Group that you would like to give access to the Parent Teacher
Conference functionality from the User Group Name column.

9. Click Show Detail. The Tab Access displays for the selected role.
10. Select the Yes option for Parent Conference.
11. Click Save.

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.

1. Navigate to Synergy SIS > System > Security > PAD Security.

2. On the PAD Security screen, navigate to Synergy SIS > TeacherVUE Views >
TXP.aspx. The security definition for K12.TXPInfo.TXP.aspx displays.

56 Copyright© 2013 Edupoint Educational Systems, LLC



Chapter Two TeacherVUE Administrator Guide
,_Jsa- { o J St Rn
PAD Security
Product Access Definition
Global Access ) | Administrator )
View Access Report Access  Audit Access User Name «
Yes ! Yes i Yes v | |Mser Admn|
Navigation Security |
:9""“": Name K12.TXPInfo. TXP.aspX
P Accommodatons W:w Subshitution : Guick Launch Text
b Azendance | vi
baz View Name Overnios
P Course
P Courss History -
b Discioine Group Access | User Accesn
P Ciscipling incident Access Hite Detail |
PESR : Tab Access
b Faderal ublic : .
press 43w n Edit Seating Charts
b Grade Book =
b Graging Role - Teacher [IF1 Log Student Contact
PH Elementary
st E Open Grade Book lcon |
b Locker Role - Teacher ‘ Parent Conference 'I
:mmm sandbox E Universal Breaktast Yes v
b Non PAD ] Admin Hoge High : View Grades kon ~
Figure 2.85 - PAD Security screen
3. Select the User Group that you would like to give access to the Universal Breakfast

functionality from the User Group Name column.

Click Show Detail. The Tab Access displays for the selected role.

Select the Yes option for Universal Breakfast.
Click Save.

TEACHERVUE MOBILE APP

Districts can allow their teachers to access TeacherVUE via the mobile application on their

iPhone or iPad. To allow access:

Navigate to Synergy SIS > System > Setup > District Setup.

Select the Mobile Apps tab.

[rena v} | _see |_teoe |

District Setup

=

Systum  Grade Setuy  TeachwrVUE  Labels  Autn Segquencs

District Setup
Oghong

|~

AEnnVUE App
PareIVUE Agp

|1 BlugentVUE App
TeacheVUE Aop
HealinWVUE App

Figure 2.86 - District Setup screen
Uncheck the TeacherVUE App checkbox.

Click the Save button.
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TEACHERVUE ADMIN

When an account has been designated a TeacherVUE admin account, that staff can log on
as any teacher in TeacherVUE for the organizations to which they have access. To logon to
TeacherVUE as an admin:

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

Edupoint T |

Figure 2.87 — TVUE Button

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

Wines Tntemet Erslis b = x|
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Figure 2.88 — Leaving Synergy SIS Screen Warning Message

3. Select the desired teacher’s class to view using the drop-down menus at the top of
the box and the radio buttons in the Period column.

Pleaze select a class or group.

User, Teacher 3|Spring 3'5:“::{ a meeting day, .. H Ok | Closs

| | | | | |
Spring 01032011 - 05/27,2011)

@ 0) 3851 - Am Gow l1077 ey N EN G
Figure 2.89 — Please select a class

4. Click OK. The main TEACHERVUE screen appears.
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Figure 2.90 — Main Screen, TEACHERVUE
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An administrator can take attendance, modify grade, and take lunch counts for students if
they have the appropriate security rights. However, they do not see the Student drop-down
menu or the Reports menu. All other screens are available. For more information about the
information and functions in TeacherVUE, please see the Synergy SIS — TeacherVUE User
Guide.
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Chapter Three:
SECURITY

In this chapter, the following topics are covered:
» Where security for TeacherVUE may be defined
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Security for TeacherVUE is defined by two options: the PAD Security screen and the
Security Definition screen as usual, and the built-in security for TeacherVUE outlined below.
The PAD Security and Security Definition screens are found under Synergy SIS > System >
Security. How each of these screens work and how security is defined is covered in detail in
the Synergy SIS - Security Administrator Guide. This chapter outlines where the security for
TeacherVUE may be defined in the Security Definition screen.

GRADING & ATTENDANCE SECURITY

The overall security level for attendance and grading is set at a school level, so these steps
must be repeated for each school using TeacherVUE. To configure the overall security:

1. Gotothe School Setup screen, found under Synergy SIS > System > Setup.
2. Click on the TeacherVUE tab.

School Setup
School Name: Hope High School  School Yoo
Sasmic info  Options SIS Oats Opticns ~ Labefll  TescheVUE
|Global Attendance Security 9

Primary Staft  Aaditional Staff
|Uptate v. [Upc:nn v

Global Graging Security W
Primary Staff  Acditional Staff
|Update v |Upcate v

Figure 3.1 — School Setup Screen

3. In the Global Attendance Security section, select the desired security level for
Primary Staff and Additional Staff from the drop-down lists. The security can be
set to either None for no access to attendance records, View Only to view the
records but not change them, or Update to allow the staff to change the attendance.

The primary staff are the teachers listed in the Staff Name field for each section.

Section

Section ID: 0001 Course Title: Life Science  Schoal Year: 2008-2009

| Current Studentsl Student Enrollment Histary | Meeting Days | Additional Staff

Section ID Course ID 4 Course Title Staff Mame 4= REoom Mame 4= Track

|ooo+ |5C422 | |Life Science| |Tafft, Robert| |120 | v
Figure 3.2 — Section Screen

The additional staff are the people listed on the Additional Staff tab of the Section
screen.

Engah . vew Oy VA

Figure 3.3 — Additional Staff Tab, Section Screen
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4. In the Global Grading Security section, also select the desired security level for
Primary Staff and Additional Staff from the drop-down lists. The security can be
set to either None for no access to grading records, View Only to view the records
but not change them, or Update to allow the staff to change the grades.

5. Click the Save button at the top of the screen to save the settings.

SECTION SECURITY

While the security for the Grading and Attendances screens in TeacherVUE can be set on a
global level across the school, the security can also be customized for each section. To
customize the Attendance and Grading section for a section:

1. Go to the Section screen, found under Synergy SIS > Schedule.

Section
SECUON 1D, Courss T Schodf Year
OtﬂMlS!lI‘OIII tudant Enmbemant Mistors Adationat Syafl
Section 1D Course 1D « Cowrse Thle SEalf NEme & Room Nams «
Section Info | Student Seat Totals ®
BEgin Perog.  Eng Penod Ternm Cade Male Female  Totas M Dpen Saaty
v ¥ » I ] | | |
|Exciune Attendance Exciude Grading Teacher Aide Seats =
>, - fats Max Open Seats
Altendsnce Type Supplemental Funding Cstegory [ [ l
= " State Reporting .
Instructional Minutes Ovemde  Using Elementary Mnutes || — Course Bxcaxded From State Repartng

Exciude From Sate Reporting
Instructional Strateqy Category Coge Gvermge v

v »

™ Qistance Learning ™ independent Study

~
Restrictions |Tnch-MJE Sucurity }
Grade Range Low Grade Range High Gender Restrction Credit Primary Stafl Attendance
v - v -
Mouse T&5m Term Excsinrs ™ No Term Ovemnde Aldmonal STEr Allengancs
v * ¥ Extlude From Mass Sereculing ¥

Figure 3.4 — Section Screen

2. On the Current Students tab in the Teacher Experience Security section, select the
desired security level for the Attendance for this section for Primary Staff and
Additional Staff from the drop-down lists. The security can be set to either None
for no access to attendance records, View Only to view the records but not change
them, or Update to allow the staff to change the attendance. The primary staff is the
teachers listed in the Staff Name field for each section. The additional staff is the
people listed on the Additional Staff tab of the Section screen.

3. Click the Save button at the top of the screen to save the changes.
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4. Next, click on the Additional Staff tab of the Section screen.
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Additional Stall
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Figure 3.5 — Additional Staff Tab, Section Screen

5. Customize the Grading security in the TeacherVUE Security section by selecting
the desired security level for this section for Primary Staff and Additional Staff
from the drop-down lists. The security can be set to either None for no access to
grading records, View Only to view the records but not change them, or Update to
allow the staff to change the grades. The primary staff are the teachers listed in the
Staff Name field for each section. The additional staff are the people listed on the
Additional Staff tab of the Section screen.

6. For the additional staff listed on this tab, the security can even be customized per
individual. To customize the Attendance and Grading security for each additional
staff member, select the desired security level in the Attendance and Grades drop-
down lists. The security can be set to either None, View Only, or Update.

7. Click the Save button at the top of the screen to save the settings.

PAD SECURITY

Within the PAD Security screen, the following screens can be secured:

e Daily Attendance

e Discipline

e Discipline Incident

e Health

e Period Attendance

o Special Ed Referral
e Student

e Student ALC

e Student Course History

PAD Security
Product Access Definition
Glohal Accuss >
Report Access  Aullt Accesd

Yo v Y Wi Yes v

Navigatinn Security |

w Taw heVUIE Vews

View Ancasn

m Daly sMendance

g Dizzipline
! Distiphne Incident
F Heam

'_-: Pargg Mendance

& Soecial Ed Refermal
& suoem

|4 saigemaLc

t Budant Course HIsNY
‘_) THF aspx

Figure 3.6 — PAD Security

The TXP.aspx controls the entire TeacherVUE application.
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SECURITY WITHIN THE SECURITY DEFINITION SCREEN

The Days of Activity tab of either the Period Attendance or Daily Attendance screen for
each student can be controlled with the following security node:

K12.TXPInfo.DaysOfActivityGrid

!Elr.n~: PERCO ATTENDAMCE

Un ™ e ™ ™™ [ T’
Figure 3.7 — Days of Activity Tab, Period Attendance Screen
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The Totals tab of either the Period Attendance or Daily Attendance screen for each student
can be controlled with the following security nodes:

e K12.TXPInfo.AttendanceReasonGrid — controls the Attendance Reason Totals
section.

o K12.TXPInfo.AttendanceTypeGrid — controls the Attendance Reason Type Totals
section.

Figure 3.8 — Totals Tab, Period Attendance Screen
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The following security nodes do not provide a visible change in security on the screens:

K12.TXPInfo.Setup.TXPreferences
K12.TXPInfo.AttendanceDailyUl
K12.TXPInfo.AttendancePeriodUI
K12.TXPInfo.DisciplinelncidentUl
K12.TXPInfo.HealthUl
K12.TXPInfo.SpecialEdReferral
K12.TXPInfo.StudentGroupsUl
K12.TXPInfo.TXClass
K12.TXPInfo.TXClassSeatingChart
K12.TXPInfo.TXClassSection
K12.TXPInfo. TXPStudentUl
K12.TXPInfo.TXPWebServices
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Figure 2.64 — Non-Administrator Logon
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