TEACHERVUE User Guide Chapter One

OVERVIEW OF THE TEACHERVUE SOFTWARE

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

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

The companion manual to the User Guide, GENESIS — TEACHERVUE Administrator Guide,

illustrates how to setup and configure the TEACHERVUE software. The unique security
options available for TEACHERVUE are also outlined in that guide.

ACCESSING THE TEACHERVUE SOFTWARE

To access the TEACHERVUE software:

1. Log into the GENESIS system using a username and password configured for the

TEACHERVUE software.

— . T
Please enter your login name and password
EN Es I S Eilow o ccmst e appIcalan
Login Name

Iteacher

Edupoint

License Aureement | ContactUs | Check For Popus | Add This Pae to
My Favorites

Copyright @ 2002-2009 Edupoint Educational Systems. A rights reserved.

Figure 1.1 — GENESIS Log In Page

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

Please <elact a class.

{ Spring = Ok ‘ Close
| I | I I
Spring (01/05/2009 - 06/30/2000)
&0 [s551 - American Gaverment o7z aneng | 7 [ =2 [ =6

Ok ‘ Close

Figure 1.2 — Please Select a Class View, Confirm Semester
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3. Select the class to be graded or for which attendance is to be recorded by clicking
the radio button in the Period column.

Please select a class.

Spring - oK | cose |
I I I I
I— Spring {01:05/2009 - 06/30/2009)
(ol 9 |SSSW - American Gavernment |WDF7 (AMPI) | i | 52 | 216
OK | Close. |
Figure 1.3 — Please Select a Class View, Select a Period
4. Click OK.

check the box Add to Chart .

If students were added or dropped from the section, the Acknowledge
Adds and Drops view pops-up. To add the new student(s) to the seating chart,

Acknowledge Adds and Drops

This is automatically checked by default.

0K Clicking 'OK’ acknowledges the new students entering the class and those students who have left the class.
| [ [
09/14/2009 |~ |Abdulbari, Kathy [0123 - 1213 Multi-Age |138578 02 |Female

Figure 1.4 — Acknowledge Adds and Drops View

5. Click OK to acknowledge the student changes.
entered in Genesis, the Announcements view pops-up.

Urgency Organization Hame

Di=trict and School Announcements

Announcement

If announcements have been

District

P] Edupaint Schaal

Because we have been experiencing power outages in the afternoon, pleasze limityour use of "power hungn
equipment and dewices during afternoon peak periods.

Figure 1.5 — Announcements View

6. Click OK to close the announcements. The main view of the TEACHERVUE software
is displayed.

GENESES

Room  Period

Edupomt

Sehor District

|215 |D

Attendance taken for today (AM)

Attendance taken for today (FM)

‘! . I E‘

[Decker, Lot ||Devisme, Raoger|

[5551-Am Govt J{&

Student Tallies Count
Total 27
Present Today 26
Absent Today 1
Tardy Today 0

Seating Charts
IAIpha - Last, First 'I

Figure 1 6 Main Vlew TEACHERVUE

Y- %

L%
Details | Preferences I Students Fbbott, Billy | mar __
i (5351-Am Got | 5551-Am Govt | [3551-Am Govt | 5551.Am ¢
Spring |
Section Course Student
1077 A Go 27

Hepe High Schoal
ean W0-2
Lze-Teacher Usar

,Wrilliam |
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CHANGING CLASSES

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

1. Return to the main TEACHERVUE view, the Seating Chart, and click the Change
Class icon.

L
GENESIS
5undav, July 1

- Alpha - Last, First
Teacher Roorm F'erlo ;

User, Teachgi= |21 6

kKl % LA‘@EI@

— ) 1 ) J
Details | Freferences | Students |G aebert | Pauls Addingta| Joze Coleman
|
Them Q05433 57 1585 |l57az08
= tale - 11 Female- 12 | |male- 12
|Spr|ng | e = -
- i -American| [SS81-American| |S551-American
Section Course Student
|1D?'?' |American Government |2? |
Student Tallies Count =
[Total 27 =
|F‘resent Today MAA™ % f
|Ahsent Today NeA™ 1 g -
|Tard3r Today MiAa* Lori Dedier Roger Devisme | [Ruth Dianics
* Today s not & valid school day piozuz Jeithaly | askr
Saating Charts Female - 12 hMale - 12 | Female - 12
el L (S551-American| [SS561-American| |S551-American
Llnka - | act Fieet el e

Figure 1.14 — Seating Chart View

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

55

Spring = K | Close

I [ I I I
Spring (01/05/2009 - 07/30/2009)
@0 5551 - American Government 1077 (AMPM) 27 52 216
c2 PAZE - Intermediate Acting 0258 (AMPNM) 17 YR 409
oK | Close |

Figure 1.15 — Please Select a Class View, Confirm Semester

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

Please select a class.

Spring = K I Close |
I [ I I I
Spring {01/05/2009 - 07/30/2009)
”C\D S561 - American Govemnment 1077 [(AMPM) 7 52 216
( Hdl PASE - Intermediate Acting 0258 (AM/PN) 17 YR 409
Ok Cloge

Figure 1.16 — Please Select a Class View, Select a Period

4. Click OK. The main view of the TEACHERVUE software is displayed for the newly
selected class.
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GO TO CURRENT CLASS

If a class is open that is not the class that is currently in session based on the time of day in
which the software is being used, the current class can quickly be brought up by one click.
To view the current class:

1. Return to the main TEACHERVUE view, the Seating Chart, and click the Go to
Current Class icon.

__—EI‘._

GENESIS

53R Sunday, July 19, 2009

Teanhor Pariad

User, Teacher /—|Q1E |D

Details | Preferences | Students

Joze Coleman

[Billy Abbott

Faula Addingto

Term

|5pring

Section Course Stud

ent

|'IE|?'? |American Gnvernment|2?

Student Tallies Caunt

L5455

ST G636

274305

hdala - 11

Female - 12

hale - 12

(S551-American

SE61-American

S35 1-American

Total 27

Present Today MEA™ F |
Absent Today MEA™ l i
Tardy Today MEA™ |Lori D cher

Roger Devisme

Futh Dianics

* Today s not & valid school day
‘Seating Charts
lalnha o | act Firet il

76202

174330

B74332

iFemaIe SR

hdale - 12

Female- 12

i8551-ﬁ«m2lican

S551-American

S5351-Amearican

Figure 1.17 — Seating Chart View

2. The main view of the TEACHERVUE software is displayed for the class currently in
session for the teacher logged into the software.
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VIEWING THE SEATING CHART

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

P S !Inpe High Schoal
GeNEs s cdupoint Fe

A Fricay, March 18, 2011 Lock | sign 0ut | Suppart | Help

t- Alpha - Last, First

eacher Roorm  Period
ser, Teacher |21E ID

RE-e#=E=00

Beta\}sl Prefarences | Students

-

£

Yn

labbott, Billy | lAddington, Pau)

{Crum, Richard | (Crum, William |

i s 5 551-Am Gout | [S551-Am Gowt | [5561-Am Govt | [5551-Am Gavt |
pring |
action Course Student
077 [Am God  [27
ttendance taken for today (AM)
ttendance taken for today (Ph) i !
tudert Tallies Count . L. - . !
27 Decker, Lori | Devisme, Roger [Dianics, Ruth ilbert, Tina | Grant, Timathy | 3
S1-Am Govt ||[S561-Am Gout | [FE51-Am Gont | [5551-Am Gout | |S551-Am Gout [5551-Am Govt | ||
26
1
0

, S J)

ohnson, James! Kanaga, Betty | [Klein, William | Kokaliares, Jaso

AL L T T e T T
I

Figure 2.1 — Seating Chart View

The Seating Chart section can show the student's name, student ID number, gender,
grade, and course name as well as the student’s picture.

aula Addington
71880

emale- 12

Govern JESE-American Goven|

Ls
i
EEEEEE - [Timothy Sran uby Shirley
14072
emale - 12 emale- 12 | Ibate - 12
| [5561-American Sovem (5551 American Govern| 5551 Amerisan Govern| [5551 Amerioan Govern

Figure 2.2 — Seating Chart by Alphabet

Note: To view more information about a student, click on the student’s
picture. A menu of options appears. These options are discussed in
another section of this chapter.
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The Class Info section lists information about the section, such as teacher of the section,
room number, and period number. There are also additional tabs that contain further
information about the course: Details, Preferences, and Students.

Class Info
Teacher Roorm F'erin:u:i
Lser, Teacher |215 |

i B a%“"*lﬁlé_ﬁ

Details | Preferences | Students |

Term

|Spring |
Section Caurse Student
1077 Am Govt |27 |
|attendance taken for today |
Student Tallies count
Total 27
Present Today 26

Absent Today 1

Tardy Today 2

Seating Charts
Alpha - Last, First x|

Edit Seating Charts |

Figure 2.3 — Class Info Section

DETAILS

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

Detailsl Preferences | Students

Term
|Spring |
Section Course Student

|1D?'? |American Government |2? |
Figure 2.4 — Details Tab

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

Section Course student section Course Student
1077 lAm Govt |27 1077 Am Got [27
Attendance not taken for today (Ahd) Attendance taken for today (AM)
Attendance not taken for today (Ph) Attendance taken for today (PM)
Figure 2.5 — Attendance Not Taken Figure 2.6 — Attendance Taken
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If at a daily attendance school that only takes attendance once a day, or at a period
attendance school, only one status line appears.

Section Course Student Section Course Student
1756 Biclogy |28 1077 A Govt (27
Attendance not taken for today Attendance taken for today

Figure 2.7 — Attendance Not Taken Figure 2.8 — Attendance Taken

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

Student Tallies Count
Total 27
Present Today 27
Absent Today 0
Tardy Today 0

Figure 2.9 — Details Tab, Student Tallies

If logged into TEACHERVUE on a non-school day, the details of the students present or
absent are not shown. Instead, N/A is displayed in red to indicate that the day is not a valid
school day.

=tudent Tallies Caunt
Total 27

Fresent Today MEA*
Absent Today A
Tardy Today A
* Today s not a valid school day

Figure 2.10 — Student Tallies, Non-School Day
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The Seating Charts view can be sorted in a number of ways. The default seating chart is
set to sort students in alphabetical order by the student’s last name. To create a new
seating chart with a different sort order:

1. Click the Edit Seating Charts button.

Seating Charts
|A|pha - Last, Firstj

[ Ecit Seating chorts |

Figure 2.11 — Edit Seating Charts

2. Click the Add button.

Edit Seating Chart

Teacher Room Period Default Chart Mame
User, Teacher |21E |EI Iﬁklpha _ Last, First
Section Course Student

0077 |Am Govt |28 L Add

2

Save and Return to Seating Chart |

Cancel and Return to Seating Chart |

Figure 2.12 — Edit Seating Chart, Add Button

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

I Edit Seating Chart
Teacher Room  Period Default Chart Name Type

User, Teacher |2‘1E |[] E o I—Alpha Last First
Section Course Student :
0077 lAm Got |28 E v |

»g | Add |

Save and Return to Seating Chart |

Cancel and Return te Seating Chart |

Figure 2.13 — Entering a New Seating Chart

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

5. To delete a seating chart, check the box in the X column.

Copyright© 2010 Edupoint Educational Systems, LLC 19
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6. To save the changes, click the Save and Return to Seating Chart button.

cancel the changes, click the Cancel and Return to Seating Chart  button.

Teacher Room Period Default Chart Name Type

User, Teacher [216 o ’_ B [Aioha - Last, First

Section Course Student

0077 |Am Govt |28 IREr‘IdDm IRandom 'I
1

2 aas |

Save and Return to Seating Chart |

Cancel and Return to Seating Chart |

Figure 2.14 — Save and Return to Seating Chart

7. To switch between seating charts when more than one is available, select the chart

to view from the Seating Charts drop-down list.

— !lnpe High Schoal
GeNnES's ctupoint e

7 Frday, March 18, 2011 Lock | Sign Out | Sopport | Help

Teacher Roorm  Petiod
User, Teacher I21B ID

BB HE0 ORI

Deiai}‘s.l Preferences I Students Wapoo, milhy | [Rddington, Paul
SS51-Am Govt |[SS51-Am Gaut |

[Coleman, Jose | [Coaley, Carolyn)
|5551.4m Govt | [5951-Am God

,Crum Richard | (Cum, illiam |
15551-Am Gowt | [SS51-Am Gout |

Term

[Spring |
Section  Course Studant
1077 lam Govt 27

Attendance taken for today (AM)
Attendance taken for today (PM)

Student Tallies Count ] - I =
]T tal 27 |Dacker, Lori | |[Davisme, Reoger | iz |G|ant T|mothy|IHorne George \
il |5551-Am Govt |[5551Am Gout | |sss1 Am Govt |15551-Am Gout | (S551-Am Gout [(S551-Am Govt | |
Present Today 26
Absent Today 1
Tardy Today 0

SegfingCha
Alpha - Last, First |

Edit Seating Charts A
————

ILemire, Lari | [Maatkovis, Rose
15551-Am Gout | [5351-Am Govt

lohnson, James [Kanaga, Betty |K|EII’| nilliam |Kukallares dasal
[5551-Am Gout | [3551-Am Govt | [3551.Am Gout | [5551-Am Gout

Figure 2.15 — Seating Chart View
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PREFERENCES

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

Teacher Room  Period

User, Teacher |21E |U
HE-EE O

Detail Preferences Students
[General

Change Password

[Seating Chart
Student Name Format

|Last. First (Jones, Mary}j
¥ Show Student Photos

I™ Show Student ID

I Show Gender and Grade
I Show Course

Chart Size

|1UU% vI

Seating Chart Dimensions

Rows I 5 anIumns I 6 j

Figure 2.16 — Preferences Tab

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

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

Details Preferences Students

[General |

[ Change Passwiord I

Figure 2.17 — Change Password Button

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

% Change Password

Current Password: |
New Password: |
Confirm New Password: |

Save | Cancel |

Figure 2.18 — Change Password View

3. Click the Save button to change the password.

Copyright© 2010 Edupoint Educational Systems, LLC 21
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The information about the student that appears under each student’s picture in the Seating
Chart can be customized on the Preferences tab.

. \‘5 0f
i ]

A
v
[Rilly Abbott

Figure 2.19 — Student Photo WitH_ étudent Information

To customize the information:

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

Jones), Last F. (Jones M.), First L. (Mary J.), First Name (Mary), or Last Name
(Jones).

Teacher Room  Period
User, Teacher |216 |[]

BRSO
Details Preferences | Students

[General

Change Password

Seating Chart

Student Name Format
ILast, First (Jones, Mary}j
¥ Show Student Photos

™ Show Student ID

I” Show Gender and Grade
I” Show Course
Chart Size
|1UU% -

Seating Chart Dimensions

Rows |5 = ColumnslG :I'

2. Check the boxes to display the Student Photos , Student ID , Gender and Grade ,
and or Course .

The size of the Seating Chart or the number of seats showing within the Seating Chart can
be altered as well using the Chart Size and Seating Chart Dimension functions.

Chart Size
|1IZID% vl

Seating Chart Dimensions

Riows I"-1 "ICnlumns |7 "I

Figure 2.20 — Preferences Tab, Chart Size and Seating Chart Dimensions
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1. The Chart Size can be set from 50% to 200% in 25% increments. The percentages

increase or decrease the size of the student photos and student information
displayed in the seating chart.

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

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

STUDENTS

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

Seating Chart - Alpha - Last, First

Figure 2.21 — Empty Seating Chart

As students are added to the class, they are not automatically added to the seating chart
as well. Anytime there are students assigned to the class that have not been added to the

seating chart, a message appears in red at the bottom of the Class Info section warning
that there are students currently not in the chart.

Class Info Seating Chart - Alpha - Last, First

Teacher Room  Period
User. Teacher 216 0

BE Q0
Students
Term

(Fall |
Section _ Course Student
0077 [Am Got |28
Stiident Tallies Count
Total 28
Present Today A

Details

IAbsent Today |
Tardy Today Ja
* Today is not & valid school day
Seating Charts

Alpha - Last. First =

Edi Seating Charts_ |

NOTE: You have students cunently
not in ehard, Click on the ‘Students tab)
f0 add fo the cumrent chart.

Figure 2.22 — Students Currently Not in Chart Message
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To add students to the seating chart:
1. Click on the Students tab of the Class Info section.

Seating Chart - Alpha - Last, First
Teacher Room F'enod
||User Teacher I216

IE’B - -:‘&»%ﬁ‘& @

Detailsl Preferences | Students

Edit Undo

Fill Open Seats With Students |

Students not in the chart
Abbott. Billy

Barker. Juan
Beckstead, Phyllis

Figure 2.23 — Students Tab, Class Info Section

2. If the Seating Chart Dimensions are set with enough possible seats, then all of the
students can be added to the Seating Chart view. To add students to the Seating
Chart view, click the Edit button.

Seating Chart - Alpha - Last, First
Teacher Room F'enod
||User Teacher I216

K1 E a&&l@

Detailsl Preferences | Students

|I Edit l Undo

Fill Open Seats With Students |

Students not in the chart
Abbott. Billy

Barker. Juan
Beckstead, Phyllis

Figure 2.24 — Editing Students

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

Teacher Room  Period

|User, Teacher |21E |III

Wl e 5] § ©

|Detai|5| Preferences | Students

Save Undo

]
| Fill Open Seats with Students ]

Students not in the chan
Janet Peachey

Jason Kokaliares

Lori Lemnire

Fose Maarkowic

Williarn Crurm

William Kein

Figure 2.25 — Students Tab, Fill Open Seats with Students
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4. To manually add the students to the seating chart  , click on the student’s name in
the list of students under Students not in the chart , and drag the name to the
boxes on the chart. As the name is dragged into the chart area, the name of the
student appears in a box under the mouse cursor. Release the mouse when the
student’s name appears over the correct box.

Teacher Room  Period

IIUser‘ Teacher |21G I[]

a8 [Abbott_Billy

Detailsl Preferences | Students

Save Undo

Fill Open Seats With Students. |

Students not in the chart
Abbott, Billy

Barker, Juan
Beckstead, Phyllis

Figure 2.26 — Clicking and Dragging to Arrange the Chart

5. To rearrange students already placed in the chart , click on the student’s picture
and drag it to a new box. The existing student in the new box or empty location is
swapped with the first location clicked. Remember, to make any changes to the
chart the Edit button must be clicked first.

6. Click the Save button to save the changes to the seating chart, or click the Undo
button to cancel the changes.
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ADDITIONAL SEATING CHART INFORMATION

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

To access additional student information through the seating chart:

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

Click line to open student detail

I% Daily Attendance

Q Discipline
B piscipline Incident rolyn|
& out
4| Health

<
<48

[ ) ) ) D ) @

Period Attendance
Student
Student ALC

Student Experience

Frliwd |

ATD201 - Daily Attendance Profile bt |
ATDZ02 - Daily Attendance Minutes Profile
ATPZ201 - Period Student Attendance Profile
FEE201 - Student Fee Profile

¥

HLT202 - Student Immunization Profile
IDS201 - Student Discipline Profile

T
= P

SLPZ201 - Student Service Learning Profile

STU202 - Student Schedule
Communication

Grade Book
Figure 3.1 — Student Information, List of Student Detail Options

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

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

Close

Hope High School (2009-2010) User: Teacher User

| Abbott, Billy C. DAILY ATTENDANCE
r; &
kit

Days of Actiity | Totals

Letters

03/30/2010 Tuesday

03/10/2010 Wednesday
03/01/2010 Monday Unv
02/03/2010 Wednesday
02/01/2010 Monday L]
01/27/2010 Wednesday

10/07/2009 ‘Wednesday
10/06/2009 Tuesday

10/05/2009 Monday [}
10/02/2009 Friday n

Figure 3.2 — Days of Activity Tab, Daily Attendance View

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

Close

Hope High School (2009-2010) User: Teacher User
DAILY ATTENDANCE

Days of Activity Totals Letters

Attendance Reason Totals

Figure 3.3 — Totals Tab, Daily Attendance View

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

Close

Hope High School (2009-2010) User: Teacher User
I Kbnﬂ, Billy C. DAILY ATTENDANCE

Days of Activity | Totals Letters |
Attendance Letters
Line |Letter Threshold Achieved Date Achieved
Name
«| Absence 1 03/31/2010

Figure 3.4 — Letters Tab, Daily Attendance View
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DISCIPLINE

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

discipline issues.

Close

Hope High School (2009-2010) User: Teacher User

[ Abbott, Billy C.
A

Incidents |

DISCIPLINE

| Discipline Incidents

Incident Date Incident Time Description | Referred By

¢| 10/05/2009 7:58 AM Defiance Mr Weathers McGrew, Tom

Figure 3.5 —Discipline View

DISCIPLINE INCIDENT

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

who referred the student, and the staff member that managed the incident.

Close

Incidents |

Hope High School (2009-2010) User: Teacher User
| Abbott, Billy C. DISCIPLINE INCIDENT

Discipline Incidents
Incident Incident Incident| Description
Date Time

(| 03/05/2010 Offender| Fight after the football game at

| Hope HS.

Figure 3.6 — Discipline Incident View
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HEALTH

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

User: Teacher User
HEALTH

Close |
Hope High School (2008-2009)

Abbott, Billy C.
Vi

Murse Wisits | Conditions

MNurse Visits
Line Date

Referred By

(| 12015/2008 215 A Mursing AssessmentTreatment/lliness
Figure 3.7 — Health View, Nurse Visits Tab

The Conditions tab lists all medical alerts and health conditions for the student, including
the start and end date for the condition, the code assigned to the condition, and a

description of the condition is usually included in the Comments field.

User: Teacher User
HEALTH

Close |

Hope High School (2008-2009)
Abbott, Billy C.
A

24
Murse Visits Conditions |

Health Conditions
Start Date End Date Condition Code Comment
Medical Alert ASTHMA

(| 082212005

2| 08/17/2005 MWedical Alert ADHD

3 Medical Alert DCCASIONAL ASTHMA, SCOLIOSIS, ADHD
Figure 3.8 — Health View, Conditions Tab
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PERIOD ATTENDANCE

The Period Attendance view is generally only available in the list of options for schools
taking period attendance. This view shows three tabs with information: Days of Activity,
n absence was
recorded for the student. Each absence is recorded with the date of the absences, the
An N/S in the

Totals, and Letters. The Days of Activity tab lists all days for which a

absence code for each period, and the absence code for the entire day.
period indicates the student was not scheduled for a class during the period.

Close ]

DaysofActiity | Totals | Letters

Hope High School (2009-2010) User Teacher User
[ AAbbatL Billy C. PERIOD ATTENDANCE

Bell Period

03/30/2010

03/10/2010 |l i il i il
03/01/2010 | Unv Unv | Unv | Unv | Tdy | Tdy | Tdy

02/03/2010 Tdy | Tdy | Tdy | Tdy
02/01/2010 |1l 1 | i L 1

| 01/27/2010 Oth | Oth | Tdy
10/07/2009

10/06/2009
10/05/2009 [l i il i il 1] it

25E5555055N
25555555550
%Qﬁ%é%gﬁﬁg°

10/02/2009 |l [l I I Il 1] 1l
Figure 3.9 — Period Attendance View, Days of Activity Tab

The Totals tab shows the total number of absences recorded for the studen
by type of absence reason for each bell period as well as overall.

Close

t by reason and

Hope High School (2009-2010) User: Teacher User

Abbott, Billy C. PERIOD ATTENDANCE
T P
bt

Days of Activity Totals Letters

|Aﬂendance Reason Totals

Bell Period

1| Unverified

74 Present/Positive 7 7 7 21
= Tardy 1 1 2 2 1 1 8
| Activity 1 1

- liness 6 6 6 6 5 2 5 36
5| Other 1 1 2

’| Totals 10 10 10 9 7 4 7 7 7 7 78

|Aﬂendance Reason Type Totals

1

1 8
Excused 2 5 38
Schoaol Activity 1 1
Positive 7 7 7 21
Totals 10 10 10 9 7 4 v ¥ ¥ 7 78

Figure 3.10 — Period Attendance View, Totals tab
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The Letters tab lists all attendance letters that were generated for the student. For each
letter, the type of letter is listed in the Letter Name column, the number of absence needed
to reach the threshold for generating the letter is listed in the Threshold Achieved column,
and the date on which the threshold was met is shown in the Date Achieved column.

Close

Hope High School {2009-2010) User: Teacher User
Kboﬂ, Billy C. PERIOD ATTENDANCE

| Days of Activity | Totals Letters |

|Aﬂendance Letters
Threshold Achieved Date Achieved

1| Absence 1 03/31/2010

Figure 3.11 — Period Attendance View, Letters Tab

STUDENT

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

Close
Hope High School (2009-2010) User: Teacher User
Abbott, Billy C. STUDENT
Demographics | Parent/Guardian | Emergency | Classes [ Documents | Access |
Student Information
Student Name Ferm D Gender Grade Resohved Rase/Ethnisity
Billy C. Abhott 905483 Male 12 Hispanic
Last Hame Goes By Nick Name Bitth Date Email
047131992 Billy Abbott@esd com
Home Language Homersom Teacher Home Rosm Counselor Name
Spanish Teacher User il Joe Diaz
Home Address Wil Address
1943 5 Val Vista Dr 1943 8 Val Vista Dr
Mesa, AZ BA234 Mesa AZ BA234
Phone Numbers
Relationship |Name Phone Humber Phone |Comment
Type

Self Abbott, Billy C. 480-555-1214 Home
Mother Aaron, Kathleen 480-555-1214 Home |Has Custody, Lives With

480-595-3456 Cell Has Custody, Lives wyith
Father Aaron, Phillip 480-555-6767 Cell  |Lives With

G02-333-4874 Wiork | Lives With

480-555-1214 Home | Lives With
Friend Darryl King 480-555-1962 Home
Relative Lauretta Jones 480-555-1545 Home
Doctor Mesa Peds 949-555-0831 Office

Figure 3.12 — Student Profile, Demographics Tab
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On the Parent/Guardian tab, names and phone numbers for all parents and guardians for

the student are listed in the Parent/Guardian section. Any siblings enrolled within the school
or district are listed in the Siblings section.

Close |
Haope High Schoal (2008-2010% User. Teacher User
Abbott, Billy C. STUDENT
Demographics ParentiGuardian | Emergency | Classes | Documents | ACCESS |

[ Parent / Guardians
Parent Name
il Maother | Aaron, Kathleen 480-555-1214 v v v

Mailings Allowed

v
"1 Father | Aaron, Phillip | 480-555-6767 | I | r | r | Id
Siblings
Student Name | Gender Street Address
1| Aaran, lan Male 1843 5 Val Vista Dr Mesa 04 Adams Elementary
“{ Aaron, Susan Female 1953 5 Wal Vista Dr Mesa K Adams Elementary
%| Aaron, Theresa  |Female 1953 5 Val Yista Dr Mesa 01 Adams Elementary

Figure 3.13 — Student Profile, Parent/Guardian Tab

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

Close

Hope High School (2008-2010)
Abbott, Billy C.

User: Teacher Uset
STUDENT

Dernographics | ParentiGuardian Emergency | Classes | Documents |

Access |

Emergency Contacts

Relationship Home

|| Lauretta Jones Relative 480-555-1544
2 Darryl King Friend 480-555-1962
Physician Information
Physician Mame Fhone
Mesa Peds 944-555-0531
Comment

Billy's doctor likes to see him at his Mesa office.
Figure 3.14 — Student Profile, Emergency Tab
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The sections in which the student is enrolled for the current term are listed on the Classes

tab.

Close

Hope High School (2008-2010)

Ahbott, Billy C.

User Teacher User
STUDENT

Demographics | PatentGuardian |

Ernergency Classes | Documents | ACcess |

Student's Current Classes
Period

Term Code | Section ID | Course Title Teacher Name Room Enter Date

52 1077 Am Govt Jser, Teacher 216 08/01/2009
2) 1 52 1116 Ptin Eng Il User, Teacher 231 09r01/2008
52 2 YR 0258 Intermediate Acting | Gardner, David 4049 08/01/2009
1] 3 52 1963 Wigight Trn Boys | Jaseph, Thomas | ANME 09r01/2008
S 4 52 1435 Prin&prac Econ Patenge, Sara 131 0870152009
G 5 52 1874 Rt ath Per Rel Time, Rel Time | Mo Room|08/01/2009
| 6 ] 52 1876 Rt Gth Per Fel Time, Rel Time | Mo Room| 0870172009

The Documents tab lists any school documents, such as the student’s birth certificate or a
field trip consent form, that have been uploaded to the student’s record. To view the

Figure 3.15 — Student Profile, Classes Tab

uploaded document, click on the icon in the Document column.

Category
(| Birth Certificate

Close |
Hope High Schoal (2008-20100 Liser. Teacher User
Abbatt, Billy <. STUDENT
Demographics | ParentiGuardian | Emergency | Classes Documents Access
Documents

Comment

Document
Billy's Birth Certificate PNG ]

v Consent Farm

FieldTripConsent.doc

<1 School Project

Senior project.doc @
Figure 3.16 — Student Profile, Documents Tab
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STUDENT EXPERIENCE

The Student Experience menu item links to the STUDENTVUE portal, and logs the teacher
into the portal as the student. This enables the teacher to view the information in Genesis
as the student sees it from the STUDENTVUE portal. For more information about the
STUDENTVUE software, please see the GENESIS - PARENTVUE & STUDENTVUE Parent &

Student Guide.

Edupgaint

. Eehsel Distrlet y

Hotne:

Good sfternoon, Billy Abbott, 2

Navigation
_ Recent Bvents

Calendar

Attendance

Events for 8illy:

Class Schedule

Attendance notes for 0290232010, 02432010, 020 82010
Home Schaal: Hope High School

Course Histany

Course Request

Fradebook

Report Card

Student Infa

Logourt |

Cortact | Privacy

Figure 3.22 — STUDENTVUE Portal
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INDIVIDUAL STUDENT REPORTS

If individual student reports have been added to the list of reports available in the
TEACHERVUE software (by adding them to the Navigation Menu for the TEACHERVUE User
Group), these reports appear both in the list of available reports and as an option on the list
of views available by clicking on the student photo.
@k line to open student detail
@ Daily Attendance

% Discipline

Discipline Incident

Health

o

Period Attendance

Student

Student ALC

Student Experience

ATDZ201 - Daily Attendance Profile

ATDZ202 - Daily Attendance Mimutes Profile
ATP201 - Period Student Attendance Profile
FEE201 - Student Fee Profile

HLT202 - Student Immunization Profile
IDS201 - Student Discipline Profile
SLP201 - Student Service Learning Profile
STU202 - Student Schedule

U EN N E ENE Y. a1

[

Communication

Grade Book

%]

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

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

icon on the menu.

Elass Info |Message |
Teacher Room  Period |Message Type |
lIser, Teacher [216 o ' Ermail - Send Email Students and Parents
%g " PHP Message - Posted on the parentistudent portal

[Fram |
User, Teacher (teacher@edupoint.com)

[To |

(PR lileesege (i 60 17 gtudent: Billy C. Abhott (Billy.Abbottgdes d corm)

I¥ Mather: Kathleen Aaron (kathy@yahoo.com)
NOTE: Messages will be sent only fo those students and parents with valid emall addresses

Subject |

[Message |

Blsowee [ B #BEEH@B @ « B BHe BEO

il
[
Il
(il
&

B I U = % x* I )

= | Marmal = - - - AT R
’ 5

This option allows an erail to be sent to the student and or the custodial pa.nent.|

bt
oy R Y

Figure 3.23 — Communication View

To send a message to an individual student:

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

Fecent Events

Events for Billy:

Attendance notes for 040972010, 040872010, 0450772010
@Teacher User| - TestMessage (41 32010

Home School: Hope High School

Figure 3.24 — Message Notice on STUDENTVUE

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

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

Elgource [ [ o 55 8B @ @ W @He HEO
B I U = X, ¥ == = IENsE == |8 =
= Mormal = W rohi w1 N S e AT E R
Figure 3.25 — Message Format Buttons
- Toggles HTML code on and off. When the button is clicked on, the
El source message is shown in HTML code format. When off, the message is
(Source) shown as it will appear on screen.
(Nj ) Deletes the current message and shows a new blank message.
ew
[ Pops-up a new window and displays the message as it will appear to
(Preview) the student.
o Deletes the selected text from its current location, and the removed
(Cut) text can be placed elsewhere using the Paste button.
By Copies the selected text for placement in another location in the
(Copy) message using the Paste button.
o Places the last copied or cut text in the current location of the cursor.
s The pasted text is inserted in the same format as when it was copied
(Paste) or cut.

bl

(Paste As Plain

Inserts the last copied or cut text as text only without any previous
formatting.

Text)
When inserting text that has been copied from Microsoft Word into
any HTML format (as this message is), Word inserts “bad” HTML
code as well. To clean out the “bad” code from Word and insert the
clean text, click the Paste From Word button and paste the text in the
box that pops-up. Check the box to Remove Styles definitions and
click OK.
Paste from Word [ ]
Flease paste inside the following box using the keyhoard
;El Ctri+\f) and hit OK.
(Paste From
Word)
¥ Ignote Font Face definitions
™ Remove Styles definitions
Figure 3.26 — Paste From Word
2 Undo the last action.
(Undo)
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Redo the action that was previously undone.
(Redo)
The Find button brings up the Find & Replace box to search the text
in the existing message text.
Find and Replace @
Find Replace
Find what: Find
H
(F|nd) [T Match case
™ Match whole word
¥ Match cyclic
ity
Figure 3.27 — Find and Replace Box, Finding
The Replace button brings up the Find & Replace box to search the
text in the existing message text, and replace it with other text.
Find and Replace @
Find Replace
l'ag Find what Replace
Replace with Replace All
Replace e
( P ) ™ Match case
™ Match whole word
¥ Watch eyelic
—iE
Figure 3.28 — Find and Replace Box, Replacing
12 Selects and highlights all the text in the message.
(Select All)
g .
(Remove Removes all formatting from the selected text.
Format)
Inserts a table with the specifications entered in the Table Properties
box that pops-up when the button is clicked.
Table Properties @
Rows Width
E 200 pirels >
Columns Height
2 nixels
Headers Cell spacing
Ij E:?ET:?’SIZE - éellpaumng
(Table) ;I\gnmem :
Caption
Surnmary
o
Figure 3.29 — Table Properties Box
= Inserts a horizontal line.
(Line)
0 Inserts a special character or symbol.
(Symbol)
B Bolds the selected text.
(Bold)
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I. Italicizes the selected text.
(Italic)
u . Underlines the selected text.
(Underline)
abe . .
(Strikethrough) Runs a line through the middle of the selected text.
X2 . Makes the selected text appear smaller and below the previous text.
(Subscript)
2
i Makes the selected text appear smaller and above the previous text.
(Superscript)
3= Formats the selected text in a numbered list.
(Numbers)
= Formats the selected text in a bulleted list.
(Bullets)
(Decrease Reduces the indent of previously indented text.
Indent)
= Indents the selected text.
(Indent)
"

(Block Quote)

Indents text to both the left and the right.

Aligns the selected text to the left.

(Left-Align)
( Ce?ter) Centers the selected text.
) = . Aligns the selected text to the right.
(Right-Align)
E. Justifies the selected text.
(Justify)
Q, Inserts a link to a website.
(Hyperlink)

&

(Remove Link)

Removes a link to a website.

-
2

Creates an anchor, or bookmark, for the selected text that can then

(Anchor) be used to create a link from another part of the text.
Styles " | selecta preformatted custom text style from the drop-down arrow.
(Styles)
Foarmal = | Select a standard text style such as Heading 1 from the drop-down
arrow.
Fiont -
Select the font to be used for the selected text.
(Font)
Size v .
Select the size to be used for the selected text.
(Size)
l Select the color to be used for the selected text.
(Color)
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A~ Select a color to use to highlight the selected text.
(Highlight)
Brings up the message in a larger window to help when editing long
(Maximize) messages.
=
= Displays the message sections.
(Show Blocks)

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

To see a list of the messages that have been posted for the student and/or parent on the
PARENTVUE (PXP) and/or STUDENTVUE (SXP) portals:

1. Click the PXP/SXP Message History button.

Teacher Room  Period [ Tome |
Bserileachicy |215 lD  Email - Send Email Students and Parents
»g  PRP Message - Postad an the parentistudent portal

[Fram |
User, Teacher (teacher@edupoint.com)
[Ta |

FRPISAP Message History | )
R —————

I7 Student Billy C. Abbott (Billy.Abbotti@esd.cam)
IZ Mother. Kathleen Aaron (kathy@yahoo.comm)
Figure 3.30 — Message History

2. Alist of the posted messages appear. To remove a message from the portal, check

the box in the X column next to the message, then click the Remove Selected
Messages button.

Teacher Roam  Perind Date/Time Name Subject Message
User, Teacher |21E |D |

411342010 . Test Thisisa

»i = 10:21:00 Billy C. Abbott Message test.
- 41132010 Kathleen Aaron (Maother of Billy C. Test Thisis a

0:21:00 Abbott) Message test.

Click to Send Ancther Message |

Figure 3.31 — List of Posted Messages

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

Room  Period
218 |o

Date/Time Name Subject Message

04/13/2010

’ Test Thisis a

_ 10:21:00 Billy €. Abbot hessage test

r 041342010 Kathleen Aaron (Maother of Billy C. Test Thisis a
10:21:00 Abbott) Message test.

Figure 3.32 — Closing Message History
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GRADE BOOK

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

E— .
‘ EN Es I s Home Grade Book Report Card Lesson Plans Admin Logout

User, T /Beverlin 1/2/3 Multi-Age(1

Teacher User (TUser) , Secondary Teacher

@ Show All Studenlsu © Show Top Parfcrmersu © Show At Risk
e Class Student Count Teacher

TUser |=3J User, T /Beverlin 1/2/3 Multi-Age(1) SEC:0102 ‘ 28 Students ‘Teacher User |
School

Adams Elementary
s

User, T Beverlin 1/2/3 Multi-Age(1)
C Gradelevd

AnyGrade 01

Grade 02

Grade 03
Grade 04

School Year
2009-2010

Period
YR

Figure 3.33 — Grade Book View
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Chapter Four:
WORKING WITH ALL STUDENTS

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

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

Teacher Room F*eriud

IUser. Teacher |215

L w&ﬁ?ﬂﬁl@ I\

Figure 4.1 — Class Info Section, Menu Icons

E@ Take Attendance By Chart is covered in Chapter Four.

Take Attendance By List is covered in Chapter Four.

View Grades is covered in Chapter Six.
Change Class is covered in Chapter One.
Go To Current Class is covered in Chapter One.

Execute Report is reviewed later in this chapter.

Open Grade Book is covered in Chapter Six.

Additional Views lists other menu options, which are outlined later in this
chapter

G HE%Re .
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REPORTS

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

1. Click the Execute Report icon.

Teacher Room Period

User. Teacher |2ji |EI

e O

Figure 4.2 — Execute Report Icon

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

Click line to execute a repor for the class

elect Qutput Type
| & pDF " THT |
SATPUT-Perion Class Attendance List
ATP406 - Period Class Attendance Form
GRD403 - Mark Verification By Teacher
STU201 - Student Profile
STU204 - Student Transcript
STU401 - Student List
STU402 - Student and Parent Directory
STU409 - Class Roster
STU410 - Emergency Contact Directony

STUBDZ - Student Mailing Labels
Figure 4.3 — Execute Report Menu, Select Output Type

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

Click line to execute a repor for the class

Select Qutput Type

& pDF " THT

ATP404 - Period Class Attendance List

ATP406 - Period Class Attendance Form

GRD403 - Mark Verification By Teacher
—Studernt Profile

STU204 - Student Transcript

STU401 - Student List

STU402 - Student and Parent Directory

STU409 - Class Roster

STU410 - Emergency Contact Directony

STUBDZ - Student Mailing Labels
Figure 4.4 — Execute Report Menu, Select a Report
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4. A progress screen appears as the report is being generated. The status line is
updated throughout the process until the report is able to be viewed.

Abort

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

Figure 4.5 — Execute Report, Progress Screen

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

Do vou want to open or zave this file?

Mame: 1e7dbf71-8caf-491b-aec0-6ec2548d5857 . PODF
Type: Unkrnown File Type, 31.3 KB

Fram:  localhost

Open | Save |

Figure 4.6 — Open, Save, or Cancel Report

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

TEST GROUP ANALYSIS

The Test Group Analysis view shows the test results for all students in the section for a
specific test such as a state-required test. How to setup which tests are displayed is
outlined in the GENESIS — TEACHERVUE Administrator Guide. To view the test results for all
students:

1. Click on the Additional Views icon.

GieNdi

GNESIs 0|

Teacher Room  Period
User, Teacher |216 |D

e P

Detaiisl Preferences | Studants

Term

|Spring |

Section Course e ———— 1
|1D?’? |American Government |2? | ;Mg_le- 12 e ]
Student Tallies Coutit 1555 1-American Governi5551-American Govern|

Figure 4.7 — Additional Views Icon
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2. A drop down list appears. Click on the Test Group Analysis option.

. hart- Alph=a -
Teacher Room  Period
User, Teacher |21E |IZI

S B :
@ .-,‘;""E,-% El. 2dditional Yiswes

additional Views _ "€, Test Group Anal}rsis]
Cietalls | Preferences | Bl ¢ 7 ————
|Genera|
= o
Change Pasaword | u Communication

I
Figure 4.8 — Additional Views, Test Group Analysis Selection

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

(Teacher Room  Period Reading Whiting
User, Teacher |215 |D 7 z
Section Course Student ] Bentd REmLY
1n77 [am Govt o7 Abbott, Billy C. 12/1B2008 Well Above Standard Well Below Standard
Addington, Paula M. [03/31/2008 0516 0528 0507
Coleman, Jose L 03/31/2008 0520 0541 0553
Test Analysis Options Colpitts, Howard F 037312008 0538 o518 507
Test Preferences
e ooley, Carolyn A (01/28/2009 0509
ANE - 01/30/2008 0475
Tost Group Part Crurm, Richard J 03312008 ns0n 0513 n4e1
= Crum, William R 037312008 n509 541 n4a7
Test Display Type
|_U_ﬂ]__|5how &l T Decker, Lori 037312008 526 534 523
Devisme, Roger L 0134312008 506 534 0523
I Only Show Students With Results [Dianics, Ruth T 0373172008 524 526 507
o i PR iarc Lavale |Dufn, Brizn £ 0373172008 506 534 475
F el Below Standard Duncan, Wayne G
I Below Standard Fish, Howard D. 03/31/2008 0477 0518 D469
::MEE’TS'SIWW Gilbert, Tina K. 027312008 0520 s34 0553
Above Standard
Gonzalez, Rebecca A)|03/31/2008 0447 D432 0405
" wiall Above Standard (Gonzalez Rebecca A)
Grant, Timathy M. 0373172009 0476
Scare Type Filter J 037312008 0472 0493
I Raw Scare Hame, George D. 0331/2008 0544 543 523

Figure 4.9 — Test Group Analysis View
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To customize what test information is displayed adjust the settings in the Test Analysis
Options as follows:
Test Analysis Options |

[Test Preferences |

Test Grou
IAIMS 'l
Test Group Part

-

Test Display Type
| Show Al =l

I Only Show Students YWith Results

|High|ight Performance Levels |
¥ syell Below Standard

I Below Standard

™ Meets Standard

I Ahove Standard

I well Above Standard

[Score Type Filter |
I” Raw Score
Figure 4.10 — Test Group Analysis, Class Demographics

Select which Test Group to display.

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

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

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

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

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

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

Abbatt, Billy C. 04122009 Well Below Standard(324

I 10/15/2008[Well Below Standard|279
Figure 4.11 — Test Group Analysis View, Test Results

Abbott, Billy C. 04/28/2008|Basic |42 353 65 Algebra  |Proficient|67 420 89

04/30/2007|Basic |45 357 69 Geometry|Proficient|66 439 88
05/02/2006|Basic |45 398 69.23 |Algebra |Proficient|63 411 84
04/29/2005|Basic |47 379 72 GRO7 Proficient|67 411 81
Figure 4.12 — Test Group Analysis View, Test Results
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From the Test Group Analysis view, the Test Analysis Report can be printed as well. To
print the report:

1. Click the Print Test Analysis Report icon.

L ag

Teacher Room  Period _
User, Teacher 215 o Sl
Section Course Student || K

YL |.f-\merican Gaovernment |2?'
10/15/2008[VWell Below Standardf273

Figure 4.13 — Print Test Analysis Icon

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

Abort

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

04/12,2009]Well Below Standard||324

Figure 4.14 — Print Test Analysis Report, Progress Screen
3. Once the report is generated, a dialog box offers the options to Open, Save, or
Cancel the report.

Do you want to open or gave thig file?

@ Mame: 709d5cht-deSe-4FTh-af2 3-dalb3dF07c95. POF
Type:  Unknown File Type, 29.5 KB
Fram: localhost

Dpen Save

Figure 4.15 — Open, Save, or Cancel Report
4. Click Open to view the report.

End s irvk N
Hope High School Year 2008-2009
Class Test Analysis Report TST403
(8|
Teacher Name Secton ID Period Course ID Course Title Room
User, Teacher 1077 o 5851 American Government 216
NS
5 tudent Neme Date Main Reading Wiliing
Raw [Raer Raw
Perf Lyl Score Perf Lyl |score |Part Lvi |Score
| Anbott, Blly [0dr12/2009  [Wedl Below 324 Meels Standard [E43 [Below Standard 455
|5tar
10/15/2006  [Wel Below 1278 Meets Standard 579 [Below Standard 353
|Standard

Figure 4.16 — Class Test Analysis Report

To return to the main seating chart view from the Test Group Analysis view:
1. Click the Return to Seating Chart icon.

Teacher Room  Period

Math
User, Teacher |21E |D

Section Course Student Perf Lvl

7 |Ameriu:an Governmment |2F'r

! Abbott, Billy C. 04/122009(0ell Below Standard
|

10/15,/2005]Well Below Standardff279
Figure 4.17 — Return to Seating Chart Icon
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ANNOUNCEMENTS

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

1. Click on the Additional Views icon.

Genes's

User, Teacher I215 ID,-\

S8 e I (0)

Detaiisl Preferences | Students

Term

Sprin — . - \

| Rring |!EliIIyAbbc-t't Faula Addingtoen

Section Course Student o545 271686 |

[1077 |american Governmant |27 [tz - 12 Female - 12 |
7 i : (355 1-American Goven! 15551 American Govem|

Student Tallies Caunit I ! :

Figure 4.18 — Additional Views Icon
2. A drop down list appears. Click on the Announcements option.

Classinfo g Chart- Alpha -
Teacher FRoom  Period
ser, Teacher |21E |IZI

e 'I-'_,-' o ;IEEI o z

@ _ I..'lﬁw .:?7 [|Additional Wiews

Additional Views |4 test Group anaiysis
Detalls Preferences Siife

* | Announcements ]

|Genera|

= . r
Change Fasaward _a Communication

I
Figure 4.19 — Additional Views, Announcements Selection

3. The Announcement view is displayed. This view will show any district or school-
wide messages.

District and School Announcemerts

Organization Name |Announcement
P] Edupuoint School Because we have been experiencing power outages in the afternoon, pleasze limit your use of "power hungny
Dristrict equipment and devices during aftemoon peak periads.

Figure 4.20 — Announcement View

4. To close the announcements and return to the main view, click the Close button.

54 Copyright© 2010 Edupoint Educational Systems, LLC



Chapter Two

TEACHERVUE User Guide

COMMUNICATION TO MULTIPLE STUDENTS

The Communication view from the Additional Views menu allows an email to be sent from

the teacher to all students in any of the teacher’s classes. To send an e-mail:

1. Click on the Additional Views icon.

2. A drop down list appears. Click on the Communication option.

GeNES s

Teacher

User, Teacher |216 |§b\

e BRG] G
Details Studants

Term

|Sprmg

Section Course Student

|1 077 ‘American Govermnment |2?

Student Tallies Courit

Figure 4.21 — Additional Views Icon

Teacher Room

g Chart- Alpha -

Feriad

User, Teacher |21E

i

i [@1%% @ E' s cefticral Viswrs

additional Views

Defalls | Preferences | il ¢ AnREiinCEantS

F% Test Group Analysis

|Genela|

Change Fassmord

= s o
_a Communication

T
Figure 4.22 — Additional Views Menu

3. The Communication view is displayed.

[Teacher

nfo

Room Period

WMessage

[Message Type

& Email - Send Email Students and Parents
© PXP Message - Posted on the parent/student portal

User, Teacher |21E |D
%
[Fram
[oeosnn|

User, Teacher (teacher@edupeint.com)

[To

PXP/SHP Message History
Peop\e IStudEm(S)

Classes for message

|

¥ Period 0: Am Govt (S551)

™ Period 1: Prin Eng Il (EMN46)

™ Period &: Biology (SC492)
NOTE: Messages wili ba sent only to those siudents and parants with valid emall addresses
[Subject |

[Message |
Elsource [1 & o B & & G e Me BHEO
BIUs xx |l cEn EES5E B8P
Shyles =" Format | N Font - A~ R

Figure 4.23 — Communication View
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Select the Message Type by clicking on the radio button in front of the correct
option. The Email option sends an email to the parents and/or students selected.
The PXP Message option posts the message notice on the home page of the
PARENTVUE and/or STUDENTVUE portal for the selected students and/or parents.

Recent Events

Events for Billy:

Attendance notes for 0400972010, 04/08i2010, 0450772010
'nTeacherUser- - TestMessage (4013020000

Home School: Hope High School

Figure 4.24 — Message Notice on STUDENTVUE

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

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

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

Elsouce 0 R o 55 B @ @ W BHe HEO
B I U = X, x* iZ i= EN E === & =
= | Mormal %) | Font w N sze Il Ae- A | @ T
Figure 4.25 — Message Format Buttons
- Toggles HTML code on and off. When the button is clicked on, the
El source message is shown in HTML code format. When off, the message is
(Source) shown as it will appear on screen.
(N—-l ) Deletes the current message and shows a new blank message.
ew
[ Pops-up a new window and displays the message as it will appear to
(Preview) the student.
o Deletes the selected text from its current location, and the removed
(Cut) text can be placed elsewhere using the Paste button.
Ey Copies the selected text for placement in another location in the
(Copy) message using the Paste button.
- Places the last copied or cut text in the current location of the cursor.
— The pasted text is inserted in the same format as when it was copied
(Paste) or cut.
“@ Inserts the last copied or cut text as text only without any previous
(Past$ A?)P'a'” formatting.
ex
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When inserting text that has been copied from Microsoft Word into
any HTML format (as this message is), Word inserts “bad” HTML
code as well. To clean out the “bad” code from Word and insert the
clean text, click the Paste From Word button and paste the text in
the box that pops-up. Check the box to Remove Styles definitions
and click OK.
Paste from Word .
Please paste inside the following box using the keyboard
‘:‘ﬂ Ctriw) and hit OK
(Paste From
Word)
I Ignore Font Face definitions
™ Remaove Styles definitions
Figure 4.26 — Paste From Word
) Undo the last action.
(Undo)
Redo the action that was previously undone.
(Redo)
The Find button brings up the Find & Replace box to search the text
in the existing message text.
Find and Replace @
Find Replace
Find what: Find
H
(Flnd) [ Wateh case
™ wateh whole ward
¥ Match cyclic
ity
Figure 4.27 — Find and Replace Box, Finding
The Replace button brings up the Find & Replace box to search the
text in the existing message text, and replace it with other text.
Find and Replace @
Find Replace
l'ag Find what: Replace
Re Iace Replace with: Replace All
( P ) ™ Match case
™ Watch whale word
¥ Match cyclic
—hEEl
Figure 4.28 — Find and Replace Box, Replacing
] Selects and highlights all the text in the message.
(Select All)
P Removes all formatting from the selected text.
(Remove Format)
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Inserts a table with the specifications entered in the Table Properties
box that pops-up when the button is clicked.

Table Properties .
Rows WWidth
E 200 piels -
Columng Height
2 pixels
Headers Cell spacing
Ij Bﬁ:gjrawze = 1CaHpanning
(Table) ;\ignment '
=Mot set> ¥
Caption
Summary
o v
Figure 4.29 — Table Properties Box
= Inserts a horizontal line.
(Line)
O Inserts a special character or symbol.
(Symbol)
B Bolds the selected text.
(Bold)
I. Italicizes the selected text.
(Italic)
U ) Underlines the selected text.
(Underline)
abe . .
(Strikethrough) Runs a line through the middle of the selected text.
i . Makes the selected text appear smaller and below the previous text.
(Subscript)
2
= Makes the selected text appear smaller and above the previous text.
(Superscript)
3= Formats the selected text in a numbered list.
(Numbers)
= Formats the selected text in a bulleted list.
(Bullets)

(Decrease Indent)

Reduces the indent of previously indented text.

(Indent)

Indents the selected text.

i
L

(Block Quote)

Indents text to both the left and the right.

Aligns the selected text to the left.

(Left-Align)
= Centers the selected text.
(Center)
= Aligns the selected text to the right.
(Right-Align) g g
E. Justifies the selected text.
(Justify)
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Q. Inserts a link to a website.
(Hyperlink)
& ) Removes a link to a website.
(Remove Link)
] Creates an anchor, or bookmark, for the selected text that can then
(Anchor) be used to create a link from another part of the text.
4= - Select a preformatted custom text style from the drop-down arrow.
(Styles)
Marmal - Select a standard text style such as Heading 1 from the drop-down
arrow.
Font -
Select the font to be used for the selected text.
(Font)
Size ™ :
Select the size to be used for the selected text.
(Size)
e Select the color to be used for the selected text.
(Color)
A~ o
(Highlight) Select a color to use to highlight the selected text.
Brings up the message in a larger window to help when editing long
(Maximize) messages.
1 . .
Displays the message sections.
(Show Blocks)

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

To see a list of the messages that have been posted for the students and/or parents on the
PARENTVUE (PXP) and/or STUDENTVUE (SXP) portals:

1. Click the PXP/SXP Message History button.

Esshe] |Message Type |
::E" Teacher 216 [0 & Email - Send Email Students and Parents
:E " PXF Message - Posted on the parentstudent portal
[From |
User, Teacher (teacher@edupoint.com)
- ‘
Psople: | Student(s) &l

Figure 4.30 — Message History

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

[Teacher Foom  Period
Ve, Teaser |21E |U | Date/Time Period Seé::;::]m Subject Message
»g 41342010 5551-Am |Second  |This is the second text message, which
15:59:00 Somt Text we have sent to all of our classes
d 471342010 " EMAG - Prin |Second  |This is the second text message, which
Remove Selected Messages 15:59:00 Eng Il Text we have sentto all of our classes
Click to Send Ancther Message | r 401342010 & SC492 - Second  |This is the second text message, which
15:59:.00 Biology Text wie have sent to all of our classes

Figure 4.31 — List of Posted Messages
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3. To return to the Communication view, click the Click to Send Another Message
button. To return to the Seating Chart, click the Seating Chart button.

Teacher Room  Period ) . Secti .
@‘ Teachar |216 IU ‘ Date/Time Period B(;:r:;:;)m Subject ’T
®

044132010 0 S551-Am |Second  |This is the second text message, which
15:59.00 Govt Texdt we have sentto all of our classes

- 044132010 " EMNAG - Prin |Second | This is the second text message, which
Remoua Selected Messages 15:59:00 Eng Il Text we have sentto all of our classes

<_ Click o Send Andther Message - 0411372010 & SC492 - Second | Thisis the second text message, which
15:59:00 Biology Text we have sentto all of our classes

Figure 4.32 — Closing Message History
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Chapter Five:
TAKING ATTENDANCE

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

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

Seating Chart - Alpha - Last, First
Teacher Room Permd ==

User, Teacher |21E

(BB e 5 EI (3]

Details | Preferencas I Students =5
Term
[ J
I|5ection Course Student
% ‘| o Ilq
Attendance not taken for today
fGdent Tales oun
|[Total 28
|||F'rssent Today 28
|||Abs ent Today 0
|||Tardy Today 0
Seating Charts
IAIpha - Last. First 'I
Edit Seating Charts | Knudsen, Alan | Lo

Figure 5.1 — Attend

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

Attendance not taken for today (AM)

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

Even if all students are present, the teacher must take attendance by either chart or list as
explained later in this chapter. Once the teacher has saved the attendance records, the
message changes to “Attendance taken for today”.

Seating Chart - Alpha - Last, First

[Teacher Room  Period —
User, Teacher I21S Il] i
EEeEE O
Details | Preferences | Students |[Z550k sy |[Bssiar, Jusn__||Becstesd, Phyl| [Branch, Clarend [Cody, Hary |{Cool
Term
Fal \
Section Course Student

a7z I " IEY
T T

|- Attendance taken for today

Present Today 28
Absent Today 0
Tardy Today 0

Seating Charts 3 2
Alpha - Last, First = g /
o
- 7 T
Edit Seating Charts [Knudsen, Alan [|Loncss, Jessica |[Martin, Kim

Figure 5.3 — Attendance Taken for Today Message
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TAKING ATTENDANCE BY CHART

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

1. Click on the Take Attendance by Chart

Teacher

o
Room  Period

icon.

G

ﬂﬂ'ﬁ.

ENESIS

GENESIS A 9. 2009
Teacher Hunm Peri_m:i
ser, Teacher 216

P

j@ g (5] EI

Figure 5.4 — Seating Chart View, Class Info

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

are configured during the district & school setup, as outlined in the GENESIS -
TEACHERVUE Administrator Guide.

Taking Attendance

|User, Teacher |21E IEI

Save Attendance

Taking |AM x| Attendance

| Pauls Ad

- Press the "Sawve Attendance’ button (on your left) when complete

Reason Types Legend

| BT 1655

|U nyerified
[Tardy

dingto| Uose Coleman

(Caralyn Cooley | Richard Crum
| B7az05

Q22759 | 872047

hichael Shaker
202146

anice Moilan
T2016

ale 41

| Female

12 | Male - 12

[Female- 1z ||Male- 12

hdale - 12

555

Female - 12

S851 5861

Excused

L

Unexcused

ﬂ\l

Lorl Decker

Roger Davisme |

Ruth Dianics
74332

F atrick Stoker
T 2551

| Tina Gilbert ||T|mothy(}rant
| 121500 67200

[Ruty Shiriey
014077

Famale- 12 |Female- 12 [Female - 12| {Male- 12

=S | 5551

l5551

Figure 5.5 —

st

Reason Types Legend

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

Teacher

Room  Period

User, Teacher

216 |o |

Save Attendance Cancel

Taking | PM = Attendance

Figure 5.6

— Taking PM Attendance
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4. Click on the student’s picture to mark the student as absent or tardy. Continue
clicking until the correct code appears.

Teacher Room  Period
Usger, Teacher 216 0

e,
{  Save Attendance '
e ——

Taking |AM =] Attendance

Michas! Shaker
| moa1as a7

Male 12 |Female- 12 |
5e8 5351

Reason Types Legend
[Unverified

[Tardy
|E}{cused

TN

|Un_e;{cused

Ruby Shidey |

Figure 5.7 Marklng Attendance by Seating Chart

5. When all absences have been recorded, click the Save Attendance button. Even if
no students are absent, be sure to click the Save A  ttendance button to record

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

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

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

Seatng Char - Alph - Last. First

[Teacher Room Penﬂd
User, Teacher I21E
B E EI (3]
Detailsl Preferences | Students
Term
[Fall \
Section Course Student
(0077 Am Got |28 |
|Attendance taken for today
Student Tallies Count
(Total 28
Present Today 28
Absent Today 0
Tardy Today 0
Seating Charts ¥ { 7 F . % .
|A\pha - Last, First vI f b " i
-
Edit Seating Charts [Knudsen, Alan [|Loncar, Je Debo rah [[Nielsen, Harold [{Passey, Helen |

Figure 5.8 — Main Seat|ng Chart View
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TAKING ATTENDANCE BY LIST

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

1. Click on the Take Attendance by List icon.

GieNls

=28 Sunday, June 28, 2009

Teachar Room  Period
Usep Teacher [216 o

LTS

Figure 5.9 — Seating Chart View, Class Info

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

Taking Attendance - Press the "Save Attendance’ button {on your left) when complete
Teacher Room _ Period
Teacher User |21S IU || sl ‘
Section Course Student de 3/2009 9/2009
0077 [Am Got 28 = = =
Abbott. Billy WE | WE | NE Sup | Sup
Undo Changes | Barker, Juan N/E N/E N/E. Sup Sup
Beckstead, Phyllis N/E N/E N/E Sup Sup
Cancel and Return to Seating Chart
Branch, Clarence N/E N/E NIE Sup Sup
ody, Harry N/E N/E N/E Sup Sup
Reason Types Legend
‘UHverrﬁed ooley, Carolyn N/E N/E NIE Sup Sup
Tardy ixon, Eugene N/E N/E N/E Sup Sup
Excused Forsythe, Ralph NE N/E NIE Sup Sup
Unexcused Gunnell, Diana ne | we | ne | | sup | Sup

Figure 5.10 — Reason Types Legend

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

812009 92009
Sident Mon 31 Tue 1 Wed 2 Thu 3 Frid Sats [ ton 7
A [ Pm [ AM [ Pm [ AM [ PM | Aw [ Fwm | am | Fm | Aam [ v IEEEY
Aaron, lan N/E N/E Sup Sup |

Alejandrez, Willie N/E N/E Sup Sup | Tdy
Antonio Gonzalez, James N/E N/E N/E N/E N/E N/E N/E N/E N/E N/E Sup Sup | N/E N/E
Bahena, Joshua N/E NE Sup Sup |

l[Baker, Carios NE | NE sup | Sup ||

|[Bradiey. Linda NE | NE Tdy sup ) Sup || Tdy
|||Eustamante, Aaron N/E N/E Sup Sup |
Figure 5.11 — Taking Daily Attendance By List
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4. For period attendance schools

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

Student
Name

8/2009 9/2009

Abbott, Billy N/E N/E N/E Sup Sup
Barker, Juan MN/E N/E N/E Sup Sup
Beckstead, Phyllis N/E N/E N/E Sup Sup
Branch, Clarence MN/E MN/E N/E Sup Sup
Cody, Harry MN/E N/E N/E Sup Sup
Cooley, Carolyn N/E N/E N/E Sup Sup
Dixon, Eugene M/E MN/E N/E @) ('-:SUD Sup
Forsythe, Ralph MN/E N/E N/E Sup Sup
Gunnell, Diana N/E N/E N/E Sup Sup

Figure 5.12 — Taking Daily Attendance By List

To take attendance , click in the column for the date being recorded and the row for
the student. The first absence reason appears. Continue clicking in the box until
the desired reason appears. The reasons appear in the order listed in the legend
with each click.

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

<< Back 10 Days Go To Today

Figure 5.13 — Switching Attendance Dates

Formard 10 Days ==

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

Taking Attendance - Press the "Save Attendance’ button (on your left) when complete
Teacher Room  Period |

User, Teacher |218 |0 H e
Section Course Student de 8/2009 9/2009
0077 [Am Got 28 = =
Abbott, Billy N/E N/E N/E Sup | Sup
Undo Changes Barker, Juan N/E N/E N/E Sup Sup
s Beckstead, Phyllis N/E N/E N/E Sup Sup
‘ Cancel and Return to Seating Chajt |
Branch, Clarence N/E W/E N/E Sup Sup
Cody, Harry N/E N/E N/E Sup Sup
Reason Types Legend
|Unven'ﬁed ooley, Carolyn N/E N/E N/E Sup Sup
Tardy Dixon, Eugene N/E N/E N/E Sup Sup
Excused ”anrsy‘the, Ralph MN/E N/E MN/E Sup Sup
Unexcused ||Gunnell. Diana NE | ME | NE Sup | Sup

Figure 5.14 — Saving Attendance
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