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2017-03-01_14.03_webinar_-_contact_manager_Is_gtm_.mp4

Contact Manager is a tool all staff can use to track comments/contacts with students and their
families. Contact lists are automatically created for teachers that have an association with the
students through homeroom or as independent study supervising teachers. Quickly allows staff to
note time, focus, and outcomes of any meeting with any student. In addition, there is an option to
send notifications to specific individuals, regarding the specific contacts.

The Student Engagement feature integrated into Contact Manager allows a school to track any
instructional sessions for any student across time. Any staff member who deals with any student can
leave brief information regarding:

e Time spent with the student (minutes, hours). This can be documented in the past or
automatically in the present.

¢ Any type of educational activity can be tracked: phone, in-person, class time, small group
instruction, tutoring, email, etc.

e Time and subject matter information can be left for every student in a class or for an individual
student.

Depending on permissions set, some users will be able to view all contact lists while others will be
able to only view the homeroom teacher's/independent study teacher's contacts if they too teach the
student.

Access to Contact Manager

e Contact Manager can be accessed from four vantage points:

1. Administration > Student Info > Contact Manager
1. If you enter Contact Manager via this route, you have the ability to select and view
contacts for any Staff if Security privileges allow
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2. Teacher Pages > Contact Manager

1. If you enter Contact Manager via this route, you only have the ability to select and view

contacts for your rosters (Homeroom, PLS Classes, LC Classes, HQT Classes, SPED, etc.)
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3. Each Student Dashboard via the icon &

Student Dashboard ©

O%kkdiki \

*" |JOHN ABNEY Grade: 4 Age: 10 ey O W

SSID 1014184548 Legacy ID None
Local ID 78698
Gender M Birthdate 02/20/2007
Home Phone [(5565) 555-565565 Student Cell (530) 249-3939
School E-Mail. Abneyfamiily@mailinator.com
Physical Address Malling Address
333 Forest Avenue 333 Forest Avenue
Portola, CA 96122 Portola, CA 86122
Parents | Guardians
- - Physical Mailing
Name Relationship Cell E-Mail Address Address
Abner Abney Father (555) 555- AbnerAbney@mailinator. com 333 Forest 333 Forest
(Lives With) 5555 Avenue Avenue
Portola CA Portola CA
96122 95122
Siblings
Hame Home Phone Cell Phone E-Mail

No sibling records entered

&

4. Each Staff Dashboard via the icon J

Staff Dashboard M = |

Anita L Chang Y e
Local ID 4152 Stafl Number 1234

Job Classification Teacher
Position Title Teacher 15 K-12

Gender F Birthdate 08/14/2012
Contact Phone

Cell Phone Fax Mumber

Waork E-mail kathleenmpt@gmail.com SEID 8BBETE4ETS
Home E-mail

Login anita Years of Service 17
Learning Center Region 3 o Emergency cﬂml
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Create Contacts for Selected Students

e Click “Contact Now” to create contact for individual student. Or select a group students and
click the “Create Contacts for Selected Students” button.

sLaciated Siudent Cantacts
Viewing contact st Childers, Cherss [Rosber), which cunrently has 25 shadents in it

s Click “Contact Now" to create
B Shosw indegenden Sty =
contact for individual student

Ersoll Starl Enrcil Finish Conlac! Now Conlads Fou

RS e ———
Put a check mark next to student(s) name /

to create contact for a specific group

¢ Enter all relevant information to the contact and “SAVE CONTACT”

Forfact Student
Stugen! Hame
Add Bddnendl Shadests
Wk A3 ENEGT
[ =
Contackes By: buar
Contacted For, Chider
T Verdar Session: Mime of
- Choms - .
‘Wehd o (SE0anil| E =
SpRCialint Typd Adwwss)idid v
AraBubgect of Faows: -l
Dase Gomacted: d2many O
Baginning Tims: 113
End T
PO 1T k1 s waen o e 301 e finiss e Al St W
Total Time
Tl Ui if AL
Cpntact Meihad? - Chisrid
Succeaafully Made Contact?
Folbom up Aequired?
Rty
Band Neancatios FRg: - BELECT . [ —

NOTE: Information relevant to the student is available
& by expanding the blue arrow
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iContact Student H
Student Name: |Bladeck, Scott
- ’ Student Information
Add Shadkend v
Househaold Infarmation
Add additional students: Blad Paarl (Hothar)
ladeck, Pearl pther)
Mote: Adding additional students will create a copy of this contact per student selected. Fumher changes will |234 Bend Ave Blairsden, CA 56183
need (o be done 1o each contsct separately Home Phone
Contacted By: kann Wark Phone
- Cell Phone
Contacted For: |Childers, Cheree [Roster
Ema
It Vendor 3e55ion; Name of Choosa - .' pbladeck@mailinator.com
Vendor joptional) '
Specialist Type || Administrator ¥ Class Information

e After your contact is saved, you can return to your roster to view all contacts. Click the “Show
Contacts” box to expand and view/read any contacts made for any student. Contacts may be
printed for individual student or a group of selected students.

tchact vear Range

idcated Hudes Comlach Show contact
’ '] Chnidzen. Coares (Roamr & eriy s M w
Information

reaie Comderss b Aot St (| P Comnron bttt St [ 50 b i e |

\ Edit contact Print contacts
information per student

Administrative Contact Report

e This report is used to view contacts for a specific date range, Teacher, Student, and Vendor
Staff, and more. Various filters are available to pull a report of contacts that have been logged
within Contact Manager.

e To access, click the gray Contact Report tab > Select dates & filters > Show Report
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Contact Manager Report

* Restrictions
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2016 - 7017
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Export
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Show Zero Duration

Show contacts with Zero duration and/or contacts failed fo

Display Type
Teacher Student Met With
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Student
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Note Search
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How Do | Send Contact Manager Notifications?

e When creating a contact in Contact Manager, you may send a notification to selected staff
members and/or parents of the student, regarding the nature of the contact that is being

created.

Recent Pages
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» Staff members will have notification flags appear next to the profile picture at the top of right of
the SIS
o Color of the flag indicates level of importance or priority of notification (Emergency,
Attention Needed, Academic Failure, General Information)
¢ Sending a notification
1. Create contact as described in steps above and enter all relevant information
2. Prior to saving contact, select type of “Notification Flag” from the drop-down box. Once
the flag is selected the color of flag will be displayed (Example: “Attention Needed ASAP”

is highlighted red)
Send Motification Flag: | Attention Needed ASAP b _

L ——
Sand mysell a notification as welk || ™ SELECT --
Notify Stafr:| | STIErgency

Altention Meeded ASAP

Academic Failure
General Information'Counselor

General Information'Office
General Informationadmin
| ey ey

aff

3. Select staff members to notify. Multiple staff may be selected by holding CTRL + Click to
select multiple Staff and/or chose to send Parents an Email notification.

Senc mysedf a notification
kWl

Hodify Et.l’ﬂ':.NOhe: CTRL + Click to select multiple Staft
Childers. Chenee (Administraton |acher)

eisIralon Pupil ser

seator CHher Clagaifed Staff Select staff members to

receive the notification
Zenger, Agpril (Hfice

Select Parents to receive Zenger, Jam (Office/Clerical
N i il Alphin Katharina (Other C ified Sx,
Email notification Disites, Jon [Other Class v
Wekon. Blake [Other Classified Staf| —
Send Motification to|
Parents:
o Zamd E-mail 12 Parents: s

This area will eventually
send notification to Portal,
Not currently available.

4. SAVE Contact

5. Once the contact is saved and you “Show Contacts” for a specific student “Notification

Flag Information” the flag notification sent will be noted. You can also clicking on “Edit” of
contact saved

Med Wiith Conlact Method 7

P swdentintormation
b Parent information
’- Class Information

Details of notifications sent P otiication Fiag information
are included within the F:ﬂ | Description Motification Recipient | Date Sent
ii AERON Nikdig
specific contact for which it \ I =
was attached ANERlion Nee

.
Wl | anention Neeoe
.

SAP | S1a1 | AShiGh, Taf Man Jul 13, 2015 - 2202 pm

P | S1an: Boyd, Danice NMan Jul 13, 2015 = 2002 pa

*| E1aM : Brenneman, Kamieen | Mon Jul 13, 2015 - 2202 pm

Aftention Needed S1afl: Childers, Cherae Mon Jul 13, 2015 - 2:02 pm
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e Where will staff see the notifications they have received?
1. Staff members will have flags next to the notifications envelope count in the blue header
of the SIS to show nature of notification
2. Color of the flag will indicate level of the importance or priority of notification

Recent Pages

= Hover over the flag for a brief description
3. Click directly on the flag to read notification

5w o irward rnsagEn?
incw rowtcatanetar  Reeed Liwe

IContact Manager Notifications

I [P e “Flag et

4. To mark the notification as Read, click the box to the left of the notification, typing
CONFIRM, and clicking “Mark All Checked Contact Notifications as Read”. The Date and
time read will be noted.

CONFIRM

Mark All Checked Contact Notifications as Read

Administration: Set Up Notification Flags

1. To set-up notification flags go to Administration > Settings > Trigger Emails
2. Click on the “Notification Flags” tab
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| Email Notifications || Notification Flags || Event Triggers |

lcon | Description Color Edit
M | Emergency Pink | Edit <:|
“ Attention Needed ASAP Red Edit
'l. | Academic Failure Orange | Edit
B | Attendance Issues Yellow | Edit

General Information/Counselor | White Edit

Ml | General Information/Office Blue Edit
B | General Information/Admin Lime | Edit
Add New FIQ

3. You may “Edit” the default flags that are available or.....

4. Click “New Flag”, enter flag description, select color, and “Save Flag Settings”
Motifications & Flagging - Create New Flag

Flag Description:

Flag Color: | | Aqua v

Back Save Flag Settings

Administration: Set Up Vendors

¢ Go to Administration > Portal Management > Vendors

e You can set-up vendors that will be providing services to students, so that staff that have
access to Contact Manager for student can enter information related to the Vendor Session with
the student(s). Once vendor names are entered, they will be available for selection from a drop
down box when entering contact information.
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IContact Student

Add additional students:

Student Name;

Brown, Susanne

Add Student

Note: Adding additional students will create a copy of this cf
need to be done to each contact separately

Contacted For:

Contacted By:

leann
List for 12th grade

If Vendor Session. Name of
Vendor [optional)

- Choose - d
o= CHOOSE =

Specialist Type

Caswell, James (Math Tutor)

ArealSubject of Focus:

Date Contacted:

Beginning Time:

+ Howard, Bill {(3-12 English Tutor)

—

Atking, Thomas (Driving Instructer)
Howeard, Bill (Driving Instructar)

Schwartz, George (Occupational Therapist)
Howard, Sue (Tulors 68 Students)

Jones, Sue (Math Tutor)

1. Click “Add New Vendor” and enter all necessary information and click “SAVE”

‘ Add New Vendor ) Export Vendor Listas C5V | Send Vendors to ReportWriter

List of Vendors

Vender Name Categery Vendor Type |State |County |Edit View Staff
Almand Counlry Famrs External CA Bufte m Show Staft
English Tutor ABC -Engllﬁh Tutar -Exil:'rnal 11&-!'. Sierra m -Shu'r. Siaft
Math Tutors, Inc I'ul:l:lr .Exiernal ICAP. Plumas m ISnl:ll.-. Staft
Milestone Academy | sehool lca m | show starr
Occupational Speech Services IE;pear.h Services Il-xternal Ii;-!. Plumas m Isnnw Staft
X¥Z Driving School Ivendnr Classes IF_KlF:I'nFJI Ir.;\ Plumas m IShnw Staft

Afler you have edited your Vendor List, you should send them to Reportriter,
(50 thal the vendors ¢an appear an the Masier Agreemeani)y

2. Click to “Show Staff” and then click “Add New Staff” to add name of staff providing the vendor

services
Vendor Name Category Vendor Type | State | County | Edit View Staft
Almond Country Famrs External CA Butte m Show Staff
IEnglﬁn Tutor External (o -Slerra m
Staff Name Specialist Type Contacts |Edit
English Tutor ABC Howard, Bil 9-12 English Tutor 1 m
Howard, Sue ITut:Jrs 6-8 Students i m

Administration: Contact Manager School Policies

» Schools have the ability to customize the options in the drop downs for “Area/Subject of Focus”

and “Contact Method”
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Add additional students;

Contacted For:

If vendor Session: Name of

Specialist Type

Student Hame:

Contacted By: .

Vendor (optional)

Bladeck Scofl

Note: Adding additional students wi

need to be done o each conlact separalel

leann

Childers, Cheree (Roster
- Choose - ”

Administrator ¥

create a cop)

Contact Method?

Area/Subject of Focus: || - Choose - v C:
Date Contacted: |[03/01/2017 [m
Beginning Time: ||1.01 AR & P
End Time: AM P
Mote: If left blank when creating a new contact, th
Total Time:

Total time In minutes.

- Choose -

. <:|

e Access School Policies via Admin > Settings > Policies > Contact Manager - click to show

policies

e See policies #8 and #9. Enter custom list with no commas or spaces. Then “Set Preferences”

1. Whal apfions can be siecied far Cordact Nethad? (conficimeibodopiors|

Contact Manager Upload

Schools now have the ability to do an upload of data into Contact Manager by uploading a CSV file

containing contact log information.

The Contact Manager upload tool can be found at Reports > Students > Contact Manager

Upload

You will need to create a CSV file with the column headers pictured below. The red fields are required
for a successful load, while the others are optional. Once you have the file ready to upload, click on
the Choose File button, browse for the file on your computer, select the file, then click the blue Import

button.
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Once the import is complete you will receive a Results page indicating the status of the load,
indicating successfully loaded records as well as any errors encountered during the load.

Contact Manager Upload Results

ol Ky
oy Kaded

Load I’.‘Ihﬂ!p]ﬂ'!f.'lﬂ

LEH B * Caslal Tabam
o el el Bl 3 0 e =~ I I e
.

TRANT | P el agmamel Y |ves g Lt Proe e - L LT
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