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Archiving a Master Agreement in the PLS

Go to Teachers > PLS/Student Roster

Teachers

CMS - Clas

Manage Cumicula v  CMS(

Chronic Absenteeism

PLS/Student Roster

Select School Year, Track, and Date Range by drop down from PLS Roster Options. Click on the
Update button.

Staff Student Roster
Roster Dptlﬂl‘ll Reset to defaults

Schoolyear: | 2017 - 2018 ~

- Schooltrack: | - All - ¥

Date Range: | Entire School Year (07032017 - 06/292018) r
From: 07032017 | To: o6rzenzo1s |
Supervised By: | -- All - v
Assigned As: | - Teacher - v
Students For: | Obregon, Tara ¥ 7 Primary hd
Course: | -- Homeroom - ¥ | (Upload Work Samples)

PLS Options
Expand/Collapse Students: P
Set Copy MA Mode: P‘

“ Primt Options

A iipate | PrntExport

Click on the P icon to expand the student’s folder for a list of classes the student has been enrolled
in.

Note: If you are not seeing a list of classes, you must first enroll students in classes before
creating a master agreement. Click on % icon to create class enroliments. Once classes are
visible, click on the Reports Tab, then the blue Master Agreement link.
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When creating a master agreement for the first time or if the student has a new enroliment record on
the date shown you will see the following warning message. This is purely a warning message and
may be removed by clicking on the red x after message details or if left alone the message will
automatically disappear after master agreement settings have been saved and master agreement
has been created for the date range indicated.

Warning:
There is not a Master Agreement associated with the enroliment starting on 09/19/2017 X

Report Type and Reporting Period Date Range will automatically generate based on search options
from the PLS Roster. All required fields must be input prior to saving master agreement. Note: If you
are creating a master agreement for another staff member select their name by drop
down, otherwise your name will automatically default in this field. If archiving/printing by
full year, be sure reporting period shown is a valid reporting period option of your school
year calendar, and the Print as Full Year checkbox has been checked prior to saving.

Select Report Type: |Master Agreement ¥

- For staff member: | Obregon, Tara v
Start Date: a
Finish Date: 0

-Select Reporting Period: | Semester 1 (Fall) A (2017 - 2018) =

Print as Full Year:| +

If School Default Settings have been set, only highlighted fields in green can be edited. If you wish to
copy master agreement settings from most recent master agreement document click on the button
prior to saving.
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If a save is attempted prior to a required field being input, you will receive a warning to return to the
master agreement settings page and input missing field.

Save Master Agreement for Carly Zenger n

Error: Required settings were missing from the MA options.
Please go back and check of these fields for the missing required values.

In Meeting Information, Time' is required

Once all required fields have been input click on Save Master Agreement (and Archive or Print).
A dialogue box will appear allowing you to edit and customize the title of new master agreement
instance you are creating or leave default title of Original - Version 1. Click on the Save Settings
button to load the next dialogue box to select Archive or Print Options.

Save Master Agreement for Jessica Oak
Contract Term: Full Year 2017 - 2018

Hame for new Master Agreement instance (required)
ORIGINAL - Version 1

- Save Settings

Save settings as my default

Save Master Agreement for Jessica Oak [« |
Contract Term: Full Year 2017 - 2015

& Use /! Update Ellitll‘lg MA Instance:
DRIGIMAL - Verssor 1 [Defaull)
Create New MA Instance |new default):

Save Seftings

Save settings as my default

If the student you are currently working on already has a signed and accepted Master Agreement for
the date range specified, you'll receive a warning message. This is a warning that may be bypassed if
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desired. If you wish to proceed you can click the Continue button to move past notification or Cancel
to return to the PLS Roster.

Existing Master Agreement Exists

This student already has an approved and archived Master Agreement for the selected term
Submitting a new Master Agreement could possibly alter the enrcliment start date for this student

Click Continue to continue or Cancel to go back

=) B B &=

The Master Agreement document will open in a web version with signature boxes. If student and
parent are not available to sign the document on your computer at the time of creating, you can
email one or both an invitation to sign. After confirmation of student demographics as well as course
schedule being shown correctly on your screen, scroll down the document to locate signature boxes.

Sign Document

Wilestone

Milestone Academy - High School Independent Study
Master Agreement for Independent Study

ALademy

Tour paSimiy b Bsoore:

Student: Zenger, Carly Contract Term: Full Year
Stadent Number: Beginning Date: 07032017
Address: 34 Pitts Road End Date: 0672972018
ecation: Blairsden, CA #6103 Year: 2017 - 2013
Lst Phone Number: Ind Phone Number:
[DOE: 68052002 Grade Level: 9
Program Placement: General Education 2017 - 2018 School for Classroom Option: Plumas Unified

It is umderstood that:

Objectives: The student will complete the courses listed below. All course objectives will be consistent with the established program’s governing
board and are consistent with program standards as outlined i the program's subpect/ course descriptions. Assignment and Work Record (ATWR) Forms
il inchade additional descriptions of the major objectives and activities of the coumnes of snady covered by this agresment meloding the evaleation of
stadent work and are incorporated herem. The term “Course Valse® (CV) refers o the oumber of eredits (secondary education) of weeks of work
elementary educatson) the stodent wall attempt

Schedule (\'H'I‘#EQ'I'F Course Value
Enghk #A Ezgliak I Crediny
Enghk ¥B Esglsk £ Credimy
Algebaa LA Algetra L 3 Credm
Algetma |B Algeora L 2 Credm

Note: Signature boxes will always be shown in the
following order: 1) Student, 2)
Parent/Guardian/Caregiver, 3) Supervising Teacher.

If the student, parent/guardian/caregiver, and supervising teacher are present, use the signature
boxes below to sign and type full names in the signed by fields noted. Note: Do NOT enter
student, parent/guardian/caregiver, or supervising teacher emails if one or more parties
are signing master agreement at the time of creation, leave all email address fields blank.
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Sigmamres and Dates: | have read and | understand the terms of this agreement, and agree to all provisions set forth

Insert

Student’s III
email address

here if sending
/) by invitation

2

Signed By Student:
O lnvite saff to sign

Signature Date 0703720158

Invite emanl address:

Use the eraser at
any point to start
over

O nvite saffro Sign

Insert
Jf Parent/Guardian's
Signed By Parent/'Guardian/ Caregiver: Signature Date email here
070372018

Invite email address:

Type your full
name here

Sign here as
Supervising
Teacher

Enter only if

di
Signed By Supervising Teacher: Signature Diate 5 i I.n.E
Obregon, Tara 070372018 UpEnVISINg

Teacher an
ﬂIm‘i.te staff to sign Invite emanl address:

invitation to sign

Use Other Staff signature boxes to invite additional staff that might need to sign the Master
Agreement. For example, SPED or Counseling Oversight Staff Members. You may invite by email or
click on the Green invite staff to sign.. button to search by name or position if email is

unknown.
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Signed By Other: Signamere Date 07/03/2018
O Invite staff to sign Invite emanl address:

Who are yvou inviting?

Name adal Position }

* Adale, Joe Counselor

The signature box will turn grey if staff was sent invitation by name. In order to sign, staff must be
logged into the SIS under their user login.

Repeat this process for the Acknowledgements and Responsibilities document if applicable. When all
invitations have been entered or fulfilled, click on Send Invitation(s) / Submit Agreement at the
bottom of the page.

Send Invitation(s) / Submit Agreement

Documents are then automatically emailed to any student, parent/guardian/caregiver, as well as staff
to sign. They will receive an email with the Click Here to Sign invitation link directing them to
sign using their computer mouse, stylus pen or touchpad on their keyboard.

You are invited to e-sign a Document for contract # 1882 for student: Zenger, Carly!

Milestone Academy <noreply@plsis com

This i5 the 151 imvitation sent

Helo!

You have been invited by Milesione Prep Academy to sign an electronic master agreement. This 5 required
of the page and click Submit Agreement. If you have any questions, please contact your [student's] teacher

Thank you

(/3— MErE 10 Sign

Users will scroll down the document to identify requested signature areas noted by the Sign Here/
Post it note. Once all Signature requests have been fulfilled, click on the Send Invitation(s) /
Submit Agreement button at the bottom of the page.
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Signed By Superyising Teacher:
Tara Obragon :h

Signature Date
07/0372018

Send Ivatabonis) | Submil Agresment

Once all parties have successfully signed and submitted the document to you (Supervising Teacher)
for finalization, you will receive an email in your Inbox asking you to finalize the document by clicking

on the appropriate link provided.

Inbo

Contract Complete

Milestone Academy noreply@

hips Amikesions j.l|'.~|': £ CHITL I

spsis.com via bohr.schoolpathways. com

A contract has been completed and you need to finalize il
o submit the contract for final approval, go to

od. phplarchive

sign phpPsignature_id=1865

[—

Review the document for complete Signatures and click the Send Invitations(s) / Submit

Agreement button at the bottom of the page.

A

07/03/2018

Student: Zenger, Carly

Joke Zogn

Signature Date

07/03/2018

Parent/Guardian/Caregiver: Frank Zenger

;B@@\TW

Signature Date

07/03/2018

Supervising Teacher: Obregon, Tara

Signature Date

Send Invilation|s ) | Submit Agresment
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