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admin, admin essential, student records

Registering New Students

l. Create Student Record

e Step 1. Go to Admin»Student Info» Find/Add a Student
e Step 2. Choose Find/Add Student
o To find a student in the system
= Type basic info such as last name and click Search
= If you do a search on the student and no results are returned, no student by this
name is in the system. If you see a list of students, make sure this isn't a Re-Enroll.
Re-enrolls should be updated!
e Step 3. Click Add New Student button

The student registration pages are broken into sections by tabs. The sections that have required fields
are highlighted in red below (they will be represented by red asterisks in the SIS)

LAY YRS | | Y g S CENY SRR | | TS HEs———

Demographics * Swich fabs

Videnna :Sad | @ Male @ Female [Prak

Legai First Name Legal Middie Mame Legal Last Name © Suffix Gonder Gragehevel

| @ [ Birth certificate on file
Other/aka First Name  Other/sks Midahe Name Other/aks Last Name  Otheraks Suffiy  Burthodame DY)  Birth Gy

Legacy / Sfudent Mumber

« Choose - Unged States [ Check here if the student was born outside the ULS. but granted ULS. citizenship at time of birth
State Student i0 Birth State Birth Country

A iS5z Linitgd States
Fhysical Address” Physical Criy* State* Zip* Country”
Ca Same Addrags
Maifing Address City State  Zip
Fumras - O Proof of residence on file
Counny” Sehool District of Residenca* Resrdence Category®
Home Fhone Home Phone Exi Siudent Cell Phone Student E-mail Address School Esmail Address
Ethnicity * Race *

s this sfwdent Hispanic or Lafino? Ho maBler what ethnicity 5 selected a1 eas! one race mus! aso be sekecled below

| Yes, Hispanic or Latin r CPWHISE = 5 v ChOOSE =

e Step 4. Go through all the tabs and complete all required information. This includes the
following:

1. Demographics tab (shown above)

2. Pre Reg & Prev School: Parent education level and the first two English Language Survey
questions are required.

3. Family Information

DULLIETIL PRI EUOTL. D0, U e
Demagraghica || Pre Reg & Prew School | | Family information || B4 Level & Language Serey || ASAN || APLUS || H5LF | | AccomodationsiReisase

Family Information

Choasa Remave Edit Choose Remaove Edit

4. Ed Level & Language Survey: Parent/guardian education level and language survey questions
are required. If you only have information on one parent/guardian, choose “decline to state” on
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other parent/guardian. Can click “Set all values to English” for all English field entries.
ASAM (optional - see school policies to hide or expose this tab)
APLUS (optional - see school policies to hide or expose this tab)

NSLP
Accommodations/Release

© ~Now

SR IL PO S ST, I, I

Dumograpbics | [ Pre fimg & Pras Scheod || Family information || B4 Level & Language Survey | asam | [arius | [ nsur | [ sccomodstionsMaiesss

Enrollment Enhancements/Accommodations/Modifiers
Is parentiguanrdian employed in one or mone agricultural
or fishing activibes on a seasonal or other temporary| Ho
basis?

Has the student taken a standardized test and been .\"ﬁ
identifisd as gifted?

~ | {If wes, enter Migrant Education 1D Number)

=)

Immunization on file| yes

Pertussis Booster on fike| ves

Birth Caertificate on file| &1

Parent/Guardian Release

Permission for school directory information 1o be made Svailable to institutions of I Permission for school directory information 1o be made Jvailable 1o military
higher learning L] recruiters s
Permission to sign in and out of the School (| Yes Farent agresment to Open Campus Policy(High School) (| Yes
Student allowed 1o use compuiers at school || Yes Student allowed to access the Internet at scheol | Yes
Permission o include student information in schogl directory | Yes Permission to use pictures of this student for school purposes| Yes
Permission to use student work produced by this student for school purposes (| Yes Permission to use pictures of the student in Yearbeok ONLY | Yes
Permission to use student avdio/video for school purpose? | Yes Parent wishes fo opt-out of Cal-Grant GPA Submissions (ABZ180)7| Yes

St all Parent'Guardian Releases to YesiNo|

e Step 5. SAVE record. If the student is NEW, the SAVE button is on the last tab. Once the initial
registrations have been saved, a SAVE button will appear within each tabbed area.

If you stop the process at this point, the student will be registered in the school but not yet “enrolled.”
This student would be viewed on the main student list highlighted in red and be part of the intake
roster

Il. Set Enroliment

e Step 1. Click on Set Enrollment. If the student was previously enrolled, you will click on Edit
to update the record.
e Step 2. Click the Create New Enrollment Record button

Student Enrollment
Add student[Madeling Singer Grade : ___:}_'3|| b, EIU]E"'. Statew |_:|.‘_II- _I.:J_: Assignad [Race: Whie =
pictune Teiber Lane age: 13 GENE . ”ll‘l.lalcolEﬂn 252003 Hispanic or Lating? No
Poriola, CA 96122 ol A A arents akeb Singer
[ create new enollment record | :
i g Concurrent Enrollment/Program History Modily Programs List
Exp Dates Exit Track A Grade Program Grad Regs AG Edit
Student Nas o envolment NIsiory
" Rows shown in red shoukd hawve an Ext code given, but none has Dean spacified
* RoWs in grey indicale a non-anendante program
Transfar Studant Records to ancther School Sat Staf

Program Enroliment

e Step 3. Add required information.
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S@art" nafas/2016 i | Finish [ -]
Enroliment SaUS | Primary enrclimant State Exit Code” |- salect -
"Schowls™ | Independent Study K-8 View All ou must select a Stale Exl Cose Il  Finsh dale s Qiver
Track® |a

Program® |+ independent Study
Frograms wiih 2 "+" in front enable aiendance

# of times retained

School Completion Status |-

Graduation Requirement” | Grade B: General Education View &l

Gradelevel” |08 " A-G [J Shudent gradusiing having mel A - G requirements

Schogl Transter Code |-

OptionaliSurvey Qusstion
Survey: why Laft |- No Reason Given Commants

Pramation/Retention Action |-- Unspecfied - (opiona)

Orop Comments

1 Brind MirnmEnrm i

Start Date (enrollment date)
Enrollment Status (Primary)
Learning Center
Track
Program (usually +Independent Study, +Modified Independent Study, +Classroom Based)
Programs can be added in Admin»Settings»Programs. If program type does not have a “+”
next to it, it is not a program for daily attendance. Those with a “+” will be shaded blue on the
student roster.
e Graduation Requirement for high school or category for other grade levels.
e Grade Level
e Click SAVE Record
o When a student is dis-enrolled, you will need to give a reason for the exit.
When you click an exit code number, a description of the code will appear below the
number so you can make sure you chose the correct number.
o Click Set Staff if the student is an Independent Study student using ReportWriter or PLS
programs.
e Step 4. SAVE Record.
e Step 5. You will see the enrollment record you created. Green enrollment records are active.
Grey are not.

Ill. Special Enroliments

e Step 1. Students can be enrolled in special programs such as Special Education, English
Learning, Free Lunch, etc.
e Step 2. Click the Add Button

Admin 'SEhoois! Teachers Parlal

Student Enrollment
10 sl .:.}Madelme Singer Grade: ocal ID: 7E0E Student Siatewide ID- o Assigned HRace Whie

Pariota, CA 96122 Enrol Start. (252018 Parenifs)

Creabe mew enrollment record

Concurrent Enrollment/Program History Last mastihes by Lesan Resves $n 0352016 11 S5 Medify Programs List
Exp Dates Exit Track An Grade Program Grad Reqs AG Edit
E 0252016 - Currant A 15 | Indepandant Study K-8 Indepandant Study Grade 8: Genaral Education - (304
@ Ho special program or service for this enrcliment necond
* Rows shown in red should have an Exil code given, bul none has been specified
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Choose the type of enrollment and enter the enrollment date. If you don’t see all the special programs
listed you need, go to Admin»Settings»Special Programs to choose more

Depending on permissions someone else at your school may need to complete some of this
information under the Accommodations tab

e Step 3. SAVE- You can choose multiple special programs enroliments. Just click the green arrow
to another type.

IV. Set Staff Associations

Only add a staff record for student if they are enrolled in ReportWriter or the PLS. Other staff
associations will come from class enrollments/homeroom.
*Note: If staff record has not been set in the Info and Employment completely, (Admin»Staff Info»
Staff List) the staff member will not appear.

e Step 1. Click ADD new assignment

Assign Teacher of Record To Independent Study Student
add studeniMadeling Singer Grade: § Local ID: TE0GE Student Statewide 10 Not Aszgned Race: While
fLine _— Ape: 13 Gender F Date of Birth: 0z 52003 Hispanic or Lating? Ho
g 52 Timber Lane

Poriola, CA 96122 Enroll Stan Qa5001F Parentis)

Independent Study Teacher History Hod Migrated

This enmoliment is for an independent Study skaff associabion only
Changing siail envoliment in this area can only be done per each student and cannof be done for groups of siudents

Gacher Starting Ending Status Edit

This is the last siep of Enroling a student When you ane done, you can use the ©

Back Frish

e Step 2. Click on the down arrow next to Working With field to choose a teacher
e Step 3. Enter the start date with this teacher

Creating new staff assignment record

(Last updaied by on |
S
Working | e i th cheduled siot wilh this stai
with- || Higgns, Marianna .

nedule wil automalically

oyxsans | e shudert ot e Sebecied Bt

Starting =i i

O st Reserved

BIOtE o r e
=] enily enroiled with his leac her Reaened Lo

Ending:

[] End PLS elas

Suggested | [] Suggest staff who oo not prefer student's Aipoode
Teachers Prefers

Teaching | Desired

Certificated
{ [ Gradelevels| Caseload

Staff)

Students|Diff student
zipcode?

17 Yes

*Note: If you have entered preferred student zip codes, desired caseload, and notes on specific
students in the staff record area, this information will be available to you when choosing a staff
assignment.

¢ Click on Save Record
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¢ Click Finish

Enroll students into classes. This can be done from a student’s dashboard or from the class
registration area. See manuals on Enrolling students in BrainHoney-BUZZ Learning Management
Center or CMS manuals

V. Adding Security Permissions

All students newly enrolled in the school must have security permissions set IF you are using the
Student Portal. You must have access to security/permissions area to perform this function.

e Step 1. Go to Admin»Settings»Security»Define Security Group

EPLATO Brigge vt plal

oirun Lo siran Johouseh 3 ' i pubi ' i Members faun E
©PUBLIC STUDENT PORTAL - Class Registration publiclogir @sludens E efaull Groug
@Public Websie (Do noi alier sefiing public pubiic b tault I
bt Mne (Through

EREG-Onine Adminstration

e Step 2. S.croII”do'wn to *PUBLIC STUDENT PCRTAL (Choose the group with or Without cléss
registration depending on what your school is using.)
e Step 3. Click on Members for that group

Students on the left have the permissions granted to them. Students on the right have not been given
the permissions to this group. Check any student on the right you want to move into the security
group and then click SAVE CHANGES

If parents are also logging into the portal, they need permissions set also. Use the permission group
*Parent Portal
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