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ABOUT THIS MANUAL

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

The table below lists the release date, software version, documentation volume number,
and the content included in each volume of documentation to date.

Software and Document History

Date Volume | Edition | Revision | Content

November 2011 1 1 0 Initial release of this document
February 2012 1 1 1 Updates to MI State Reporting
May 2012 1 1 2 Updates to MI State Reporting
July 2012 1 1 3 Updates to MI State Reporting
November 2012 1 1 4 Updates to MI State Reporting
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CONVENTIONS USED IN THIS MANUAL

Bold Text - Indicates a button or menu or other text on the screen to

Bold Text )
click, or text to type.
>) Tip — Suggests advanced techniques or alternative ways of
H_ ' approaching the subject.

Note — Provides additional information or expands on the topic at
hand.

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

Caution —Warns of potential problems. Take special care when
reading these sections.

BEFORE YOU BEGIN

Caution: The Edupoint family of software does not support the use of
pop-up blockers or third-party toolbars in the browser used to access
Synergy SIS. Please disable any pop-up blockers (also known as pop-
up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

At any point, if there are any technical difficulties, please contact the Edupoint technical
support team at support@edupoint.com or by phone at 1-877-899-9111 option 1.
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Chapter One:
THE MSDS SUBMISSION PROCESS

In this chapter, the following topics are covered:
» Overview of the MSDS Submission process
» The steps of the MSDS Submission process
» User setup
» Location of state data reporting screens
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OVERVIEW OF THE STATE OF MICHIGAN DATA
REPORTING

The Center for Educational Performance and Information (CEPI) developed the
Michigan Student Data System (MSDS) to keep up with the changing demand and uses
for student data. Authorized users will utilize the MSDS for the collection of student-
level data for state and federal reporting.

Synergy SIS provides a seamless process to report the required data to the state of
Michigan. Some of the notable features of MSDS Data Reporting include:

e All data can be collected at the district level so only one upload is needed for the
entire district. Separate uploads for each school are possible but are not required.

e Synergy SIS will pull the information needed to report special program information
such as ELL and Student Needs. This is part of the normal submission process and
does not need to be handled separately.

e Synergy SIS is updated every year to reflect the changes introduced by the CEPI,
and to ensure compliance with any state regulations. These updates are provided
to the district with an active support & maintenance contract at no additional cost.

How is the data collected?

The state requires that data be collected and submitted to the CEPI in the following
scheduled collections. Refer to the State of Michigan CEPI website
(http://www.michigan.gov/cepi) for the actual due dates for the current school year.

Early Childhood (Fall, Spring, and EQY)
Early Roster

General Collection (Fall, Spring, and EQY)
Request for UIC

Student Record Maintenance

Teacher Student Data Link

The data is reported in the following components:

e  Adult Education o OEAA Assessment

e Advanced Accelerated e Personal Core

e Attendance e Personal Curriculum

e Discipline o Personal Demographics

e Early Childhood Programs e Program Participation

e Early Childhood Special Education Assessment e  School Demographics

e Enrollment e SNE

e General Education FTE e Special Education

e Homeless Demographic e Student Record Maintenance
e Initial IEP e  Submitting Entity

Copyright© 2012 Edupoint Educational Systems, LLC
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e LEP e Student Course Component
e Membership e Title | Services
e Migrant Curriculum Courses

Student enrollment information is entered into the Student screen as part of the normal
enrollment process. Attendance data is entered into Synergy SIS as part of the normal
process of taking attendance. There are three MSDS tabs in the Student screen to collect
any data required that is not stored somewhere else in the system. No special data entry is
required to capture the information required by the state. Information regarding the
student’s participation in special programs such as ELL or Program Participation is
recorded in the screens in the Student Programs folder.

How is the data verified and checked?

Synergy SIS is capable of making every data entry field mandatory and checking the data
at the time it is entered. However, this approach is not practical for most districts because
all data may not be available at the moment a student is enrolled or whenever some other
data entry occurs. Instead, validation is performed when the upload is created based on the
complex MSDS transaction validation rules from the state. These validation rules are
updated when the state makes any changes to the MSDS transactions rules.

If any errors or invalid data are encountered in the data when the upload is created, the
errors found are summarized in a PDF report that is available for viewing when the file
creation process is complete.

Where is this information located in Synergy SIS?

Data is collected throughout the Synergy SIS system for upload to the state. The
demographic and enroliment information is collected through the Student screen, located in
the Student folder. Attendance information is collected through the screens in the
Attendance folder. Information regarding student participation in special program such as
ELL or Program Participation is captured in the screens in the Student Programs folder.
The collected data is then processed and submitted using the screens in the Ml folder. This
manual will show exactly where each element of MSDS components is recorded in
Synergy SIS. A summarized list of field locations can be found in Chapter Seven of this
manual.

Entering information into the Student screen is explained in the Synergy SIS — Student
Information User Guide. Attendance recording is covered in the Synergy SIS — Attendance
User Guide.

This manual illustrates how to record and edit data specific to the State of Michigan and for
the special programs, and how to submit the collected data to the state. It reviews all
screens and reports in the Ml folder and the Student Programs folders.

Edupoint Proprietary and Confidential 11



State of Michigan Data Reporting User Guide Chapter One

Administrator Guide covers the setup and configuration required for the

@2 Reference:  Synergy SIS — State of Michigan Data Reporting
special programs and the data submission process..

THE STEPS OF THE SUBMISSION PROCESS

MSDS reporting in Synergy SIS consists of the following steps:

1. Review: School district personnel responsible for submitting data to the state
should review the latest version of the MSDS Collection Details Manual and be
familiar with reporting requirements and any recent changes.

2. Create: The next step in the reporting process is the creation of the file that is to be
sent to the state. When completed, this step generates a report of all students
included and a report of any errors that need to be fixed in the data. It also creates
the final file to be sent to the state. The file created is in XML format as required by
the MSDS.

3. Upload: The next step is uploading the XML file created in step 1 to the MSDS.
The user saves the XML file to a folder on the hard drive (or a network drive). The
user then logs onto the MSDS system and manually uploads the file.

4. Verify: The user then verifies the data sent. The state provides reports showing any
errors.

5. Certify: After the data entry errors are corrected, the data must be certified. Refer
to the MSDS Collection Details Manual for more information.

The person in charge of the MSDS uploads can select specific schools for processing
instead of uploading all data for the entire district. This can be helpful in large districts
where processing all transactions at the same time may overload the system. However, all
steps of the process must be completed for each file created.

LOCATION OF THE STATE DATA REPORTING SCREENS

The Student screen has been changed to include four tabs for MSDS data not found
elsewhere in the system. The MI folder of the Synergy SIS menu includes extract, import,
and report screens. The Student Programs folder of the Synergy SIS menu includes the
English Language Learners screen, the Free and Reduced Meals screen, the Mass
Update Student Programs screen, the Student Needs screen (used for Program
Participation Eligibility and Title 1 Programs and Services), and the Student Program
Summary screen.

Copyright© 2012 Edupoint Educational Systems, LLC
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The screens used to create submission files and reports can be found by doing the
following:

1. Open the Synergy SIS Navigation Tree) (also known as the PAD tree by clicking
on the Tree button.

p Synergy

Tvue JE M O

Default Good morning, Admin User

Show Dismissed Messages

Studen Announcements
Figure 1 - SYNERGY SIS Navigation Tree

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

downward.
«’ Synergy = Synergy SIS = Synergy SIS
Education Platform b Altendance P Aftendance
(2l & ouickLaunch P Course P Course
Detaut_YfGo04 morning, Admin User [ Course History P Course History
= e D e T P Discipline Incident P Discipline Incident
Announcements P ESR P ESR
P Fees P Fees
b Grade Book P Grade Book
P Grading b Grading
P Health P Health
b P Locker
Locker .
: PP Mass Scheduling
Mass Scheduling
M
M P Extracts
Parent
4 P Parent

Figure 2 - SYNERGY SIS Navigation Tree Expanded

3. Expand the Extracts folder by clicking on the blue triangle pointing right, next to the
word Extracts.

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

In this chapter the following topics are covered:
» Demographics Tab
e Student Information
e Race & Ethnicity information
e Home Address information
e Phone Number information
» Other Info Tab
e U.S. School Entry Date
e Original Enter Date
¢ Family Code
e Homeless
» Enrollment Tab
e Student Enrollment Information
e Withdrawals
» MSDS Tab
e Advanced and Accelerated
e Early Childhood Programs
e Early Childhood Special Ed Assessments
e |Initial IEP
e Other
e Special Education

e Student Waivers (Personal Curriculum)
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The Student screen is located under the Synergy SIS> Student folder. The Synergy SIS
Student screen has been revised for Michigan users to include additional fields needed for
state reporting. The labels of the fields used in state reporting have been "bolded". (NOTE:
If a field label has been changed using Property Overrides the field label may no longer be
bold.) State specific fields not found elsewhere in the system can be found on the MSDS
tabs of the Student screen.

Entering information into the Student screen is explained in the Synergy SIS — Student
Information User Guide. This manual assumes the user is already familiar with how to
navigate to a student’s information and use the Student screen.

1. Navigate to the Student screen. The following fields are used in state reporting and
are usually entered when a new student record is created. Refer to the Synergy SIS
— Student Information User Guide for information on how to change this information
if it is incorrect.

[eru +] <_() ':g) '::);)j' fj:' | ‘ Add | Delete | status: Reacy | & T &@
Student. M| EEES

Student Name: Smith, John N. Jr. School: Hope High School  Homeroom: AUTO. Teacher: Ackerson, D.

i Farent/Suardian Other Info  Fmergenc Sorollment  Enralliment Histary _Classes  Document Student Contact Log = MSDS
Last Marme First Marme Wliddle Marne  J SUTix FPerm 1D Grade Gender
Stith John N |.Jr. 12098 12 vl [Male v

Figure 3 - Student Information

2. Last Name must be the student's last name, family name, or surname as it appears
on his/her birth certificate or other legal documentation.

3. First Name must be the student's complete legal first name; the name given at
birth, baptism, naming ceremony or through a legal change. Always record the
student's name as it appears on a birth certificate or legal document presented at
the time of enroliment. Please refer to the Pupil Accounting Manual for acceptable
alternatives when the name presented on the birth certificate is not appropriate
(such as "baby boy", "baby girl", foreign language). Do not use nicknames or
abbreviated names.

4. Middle Name must be the student's middle name given at birth, baptism, naming
ceremony or through a legal change. When the full middle name is not available, the
middle initial may be submitted. CEPI and Michigan Department of Education
(MDE) use these data in the identification of students in UIC matching and
resolution processes.

5. Suffix must be the abbreviated name suffix that follows the student's full name and
provides additional information about the student. This characteristic is optional.
You may omit it when not applicable or available. Common name suffixes include
junior (Jr.), senior (Sr.), or a numeric reference such as Il or lll (second or third).
CEPI and MDE use these data in the identification of students in UIC matching and
resolution processes.

6. Perm ID is assigned by the system when a new student record is created. This is
the unique ID assigned to the student within the student information system.

The student’s Grade comes from the most recent student enrollment record.

Gender is required.

Copyright© 2012 Edupoint Educational Systems, LLC
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DEMOGRAPHICS TAB
Student Information

The following fields on the Demographics tab in the Student Information section are used
in state reporting:

Student.M| O BN

Student Name: Smith, Johnny J. Schook Hope High School (273)  Homeroom SEM  Teacher: Evit Teacher, R.

Demographi(sl Parent/Guardian | Other Info . Emergency = Enrollment = Enrollment History = Classes = Documents = Student Contact Log = MSDS = MSDS-SPED = MSDS-Adult Ed

Last Name First Name Middle Name Suffix Perm ID Grade Gender
[Smith [Johnny L | |937019 12 v [Male ~
| Student Information_> Q -
Home Languagf Spoken to Student at Home Jlick Name Last Name Goes By
English b
uic Birth Date ﬁ]\‘nn Place Birth Verification Birth Certificate Num
0001351488} 12/09/1993 esa Birth Certificate or Afidavit v
Birth State: Birth Country mail () [Multiple Birth Order ]
California United States of America %

Figure 4 - Student screen, Demographics Tab, Student Information

1. Select a Language To Home code if other than English. Home Language may
also be entered but it is not used for state reporting.

2. Enter the student’'s Unique Identification Code (UIC) in the box. The UIC is a
distinct ten-digit number assigned by the CEPI. The UIC is essential to the
identification and tracking of student data.

3. Enter the date of birth in the Birth Date field. Enter the date as it appears on the
birth certificate or other legal document presented at the time of enrollment. The
date should be entered in the format M/D/YYYY or may be selected by clicking the
Calendar [# button.

4. Select the country of birth from the Birth Country drop-down menu. Enter the
country of birth just as it appears on the student’s birth certificate.

5. Multiple Birth Order is used to indicate that the student is part of a multiple birth.
This field is intended to provide some distinguishing data element for cases where
the cultural practice is to provide twins (triplets, etc.) of the same gender with the
same first name, or where children of the same gender have similar first names.
Each student from such a multiple birth is to have a uniquely different birth order
number. This field will be used by the state to “break ties” if two or more students
are identified as matching the same UIC, yet it is known by the district that these
students are not duplicates but instead part of a multiple birth.
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Race and Ethnicity

1. Onthe Demographics tab find the Race and Ethnicity section.

=L

2l

[Menu~] (9 @
Student.MI

Student Name: Smith, John N. Jr. School: Hope High School Homeroom: AUTO  Teacher: Ackerson, D.

| | Add | Delete || Status: Ready @[

D aaphicsl Parent/Guardian | Other Info  Emergency = Enrollment = Enrollment History = Classes = Documents = Student Contact Log = MSDS

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Smith |John N Jr 12098 12 v Male v
Stug ion
Race and EthnicilD
1 = Resolved Race/Ethnicity State Reporting Ethnic Codes (9
Man-Hispanic + | 'Two or More v . .
= =
Raced
o Black 3
™ Asian W Black I Hispanic pr—
3
™ American Indian [T Pacific Islander ¥ White -

Figure 5 - Student screen, Demographics tab, Race and Ethnicity

2. Select an option from the Hispanic/Latino drop-down menu to identify the ethnicity
of the student (Hispanic or Non-Hispanic). If the student is 100% Hispanic, Race is
not required. If the student is Non-Hispanic or is mixed race including Hispanic,
select one or more races.

[Menu~] (9 @
Student.MI

Student Name: Smith, John N. Jr. School: Hope High School Homeroom: AUTO  Teacher: Ackerson, D.

;j.(:'| | | Add | Delete || Status: Ready @ [

D aaphicsl Parent/Guardian | Other Info  Emergency = Enrollment = Enrollment History = Classes = Documents = Student Contact Log = MSDS

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Smith |John N Jr 12098 12 v Male v
| Student Information
Hispanic/Latino Resolved Race/Ethnicity ?gtate Reporting Ethnic Codes Es
Mon-Hispanic + B Two or More v .
=
Race[J
I IA 9 Black [ Hi j < Black
sian v Blac ispanic
. . u . > White
™ American Indian I Pacific Islanderfl¥ White ] | S

Figure 6 - Student screen, Demographics tab, Race and Ethnicity

Follow these steps to weight ethnicity if used by the district (indicate primary, secondary,
etc.).

Click all boxes that apply in the Race section.

2. Click the Save button at the top of the screen to save the races checked. The races
will then show in the state reporting box to the right.

3. Enter the weight for each ethnic code from the Ethnic Code Weight drop-down
menu.
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Home Address Information

1. Onthe Demographics tab find the Home Address section.

Student.M|

Student Name: Smith, John N. Jr. School Hope High School Homercom: AUTO  Teacher: Ackerson, D.

D aaPhiCS| Parent/Guardian | Other Info | Emergency | Enrollment = Enrollment History = Classes = Documents = Student Contact Log = MSDS

_Last Name First Name Middle Name  Suffix Perm ID Grade Gender
|Smith John M r. 12098 12 ¥ Male +

| Student Information

Race and Ethnicity
ome Addre (3| Mail Address
Address Effective Date Address
731 Gratiot [731 Gratiot
™ ode +4 g7 ail same as Home | |City State Zip Code +4
Saginaw 1 v ) 4562 Address [Saginaw M v [48602 |
Grid CodeResident County e
F P = Map it! | Schaols | M
Saginaw v

School of Residence

by

Figure 7 - Student Screen, Demographics Tab, Home Address

2. Enter the student’s address in the Address box. This is the street address where

the student lives at the time of reporting or the student’s last known street address
of residence.

3. Enter the student’s city in the City box. Indicate the name of the city or town where

the student lives at the time of reporting or the student’s last known city or town of
residence.

4. Select the student’s state from the State drop-down menu. Indicate the state where

the student lives at the time of reporting or the student's last known state of
residence.

5. Enter the student’s zip code in the Zip Code box. This is the zip code of the
location where the student lives at the time of reporting or the last known code of
residence. If there is no four-digit code, pad with five blanks.

6. Select the student’s resident county from the Resident County drop-down menu.
Choose the county in which the student’s primary address is located.
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Phone Number Information

1. Onthe Demographics tab find the Phone Numbers section.

@ @ @ | @ | | | Add | Delete | | Status: Ready ‘ % % gg
Student.Ml («

Student Name: Smith, John N. Jr. School Hope High School Homeroom: AUTO  Teacher: Ackerson, D.

D g ﬁphi[ﬁl Parent/Guardian | Other Info | Emergency = Enrollment = Enrollment History | Classes = Documents = Student Contact Log = MSDS
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Sm|th John I Jr. 12098 12 v Male w

|Studem Information @|
|Race and Ethnicity @|

|H0me Address @| | Mail Address @|
School of Residence

w10

Mot Listed
r

t &
] D) Call v 999-555-3552 =
2 r fiome - 9995554724 r =

Figure 8 - Student.MI Screen, Demographics Tab, Phone Numbers

2. The phone number flagged as primary will be reported to the state.
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OTHER INFO TAB

Other Information

1. Click on the Other Info tab and find the Other Information section. The highlighted
fields are used for state reporting.

reu~] (D Q ) | £55 | oo |_aaa | pelee || staus-Recdy | 3 Rip &5 @
Student Ml SEPL

Student Name: Smith, Johnny J. School Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.

Demographics Param"Guardwan(O{herInfo‘ Emergency  Enrollment  Enrollment History = Classes | Documents | Student Contact Log = MSDS = MSDS-SPED = MSDS-Adult Ed

Last Name First Nan T \jiqdlc Name  Suffix  Perm ID Grade Gender
[Smith [Johnny s 937019 12 v Male v
Schsablalociiaiion Q-
(lszher Information‘) Q| =
Custody
-
Teen Parent General Equivalency Diploma
Eoster Home Directory List Exclude
Homeless: v Has Internet at Home: w
[Family Code Dwelling Type Social Security Number
Two Adult Family ~J House | 123-45-6739

Original District Enter Dati Original Enter Code Original Enter Grade Final Withdrawal Date
08/10/2010 B v b

S School Entry Date)State School Entry Date Immigration Date US Entry Date  Entry From Country User Code 8 - Left Country Voluntary
08/10/1998 v

Us Citizen []Migrant [ ]Refugee [|Critical lliness (Immigrant) [~] Excessive Debt Indicator (Foreign Exchange Student)

Graduation Information (@]
Taduation Datg Graduation status Post Secondary Expected Graduation Month Expected Graduation Year
v] v 2005
Ninth Grade Entry Year 9th Grade Entry Date
&

[Address History Q]
Lockers Chaoser |@| ©

[ Line! gl gl gl 2l -

Figure 9 - Student Screen, Other Info Tab

2. If applicable, select a Homeless Code from the drop-down menu. This
characteristic is used to identify students who lack fixed, regular and adequate
residence and to indicate the student’s primary nighttime residence. Students who
become homeless for any period of time within the school year are eligible for all
homeless services for the entire school year.

3. In addition to indicating family status, Family Code is also used to identify
unaccompanied youths. If applicable, select the appropriate code from the drop-
down menu. An unaccompanied youth is an individual who is not in the physical
custody of a parent or guardian and who fits the McKinney-Vento definition of
homeless.

4. Enter the Original District Enter Date. Enter the first day the student enrolled in the
district. If a student exits the district and then re-enrolls, the date of re-enrollment
should be reported in this field. This date should not change if a student is merely
changing buildings within the same district.
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5. Enter the US School Entry Date which the student first attended school in the
United States. The year will be used for Year of Entry in the Personal
Demographics component.

6. Graduation Date and Graduation Status are updated in Year End Status Update.
If these are present, they are used as the Exit Date and Exit Status.
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ENROLLMENT TAB

Student Enrollment Information

1. Click on the Enrollment tab and find the Enroliment Activity section. Following
are the fields used for state reporting.

CICIC N>
Student.Ml

Student Name: Smith, Johnny J. School: Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.

| | add | ekt | |

Demographics | Parent/Guardian  Other Info | Emergency | Enrollment | Enrollment History | Classes = Documents = Student Contact Log = N

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
Smith lJohnny J 937019 12 v| Male v
Enrollment Information
uic Enter Date Enter Code Leave Date Leave Code ADAJADM
0001351488 08/31/2010 E1 4 b b
Erollment AcﬁviD
Last Activity Date EffectiveDate
08/10/2010
Grade rogram Code iGen Ed FTE Fpecial Enroliment Code Special Program Code Instructional Setting
12 + | |RE-Regular Education v 11.00 v v v v
District of Residence Student Residency
~ B14-All other resident students b

S2E2 Code
by

Summer Withdrawal
ummer Withdrawal CodiSummer Withdrawal Date

by

Figure 10 - Student Screen, Enroliment Tab, Enroliment Activity

Caution: Be careful when selecting an Effective Date. If you are simply
correcting or adding additional information to the current enrollment,
effective date should be the same as last activity date. If something has
changed in the student’s enrollment since the last activity date, enter
the appropriate effective date.

2. Select the FTE from the drop-down menu. Choose the full time equivalency (FTE)
for which the student is eligible for instructional programs provided to regular
education pupils in grades K-12. FTE is an individual pupil’s pro rata share of
membership. A student’'s FTE may range from “0.00” to “1.00".

3. Enter the District of Residence. This is the state-assigned, five-digit code for the
district in which the student resides.

4. If the student resides in a different school district, select the Reason for
Attendance from the drop-down menu. Enter the code that best indicates the
student’s residency or non-residency status for membership within the district.
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5. If applicable, select an S2E2 (Specialized Shared Educational Entity) Code from the
drop-down menu if applicable. Refer to the MSDS Collection Details Manual for
more information.

6. If a student leaves the district over the summer, the Summer Withdrawal Date and
Summer Withdrawal Code will be used for Exit Date and Exit Status.

WITHDRAWALS
Regular Withdrawal

If a student transfers from one school to another within the district during the school year,
do the following:

1. Navigate to the Student screen and find the transferring student.
2. Click on the Menu button.

{() IQ) ‘)_)) . 3-,-;.:' | | | Add | Delete ‘ . Status: Ready [ @ I?'hn & @
Student.MI CFPES

Student Name: Smith, John N. Jr. =chool: Hope High School  Homeroom: AUTO Teacher: Ackerson, D.

1 Demographicsl Parent/Guardian | Other Info  Ernergency  Enrollment ~ Enroliment History ~ Clagses | Documents  Student Contact Log = MSDS
Last Marme First MName Middle Mame  SUffix Perm 1D Grade Gender
[Smith [John [I [Jr. [12008 12 v Mals v

Figure 11 - Student Screen, Student transfer

3. Select the Inactive Student option.

Menu ¥ | <<) 'Q_) i:_»j | ;j:u -

Edit Student Data

Reports 2
Report Preferences

attach Photo

> 15 tivate Student

Summer Withdrawal ("o Show "y Student

Yiesw Audit Detail For Student.MI
Figure 12 - Student Screen, Menu
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4. The Inactivate Student window will be displayed.

-

(& Student.MI: Smith, lohn M, Ir.: Inactivate Student - Windows Internet Explorer E@
|.Q http:ffedupoint.cmtonline.com/Renderaspx ‘ El
Inactivate ‘ Cancel |

Inactivate Student

Y¥ou are ahout to inactivate "smith, John M. et Fill in the leave date, enter the leave code and press the
Inactivate button to complete the Inactivation or Cancel to abort.

Leave Date Leave Code

v
Withdrawal Reason Code
W
Advanced Options ]
Drop Classes On Inactivation
Course requests will be removed and not added back based on the student's schedule

Dane @ Internet | Protected Mode: OFf aom W04 -

Figure 13 - Inactivate Student.

5. Enter the Leave Date and the appropriate Leave Code. Withdrawal Reason Code

is required or optional based on the District Setup. Leave Date and Leave Code will
be used for Exit Date and Exit Status.

Check the box for Drop Classes On Inactivation if necessary.

Click the Inactivate button to complete the inactivation process.
Change your focus to the school to which the student is transferring.
Click on the Add button near the top of the screen.

@D |55 e ] v | o] ooee | savsiveat | & G & @
Student. M| CLJE

Student Name: Smith, John N. Jr. School Hope High School  Homeroom: AUTO Teacher: Ackerson, D.

© ©® N o

L.

g

|l Demographicsl Parent/Guardian  Other Info | Emergency  Enrollment = Enrollment Histary = Classes = Documents  Student Contact Log = MSDS
Last Narme First Mame Middle Mame  Suffix  Perm D Grade Gentler

[Smith |dohn [ |r. [12028 12 v Male v

10. The Student Find window will be displayed. Enter the student’s last name under
Search Criteria. Click on the Find button near the top of the window. Students with
a last name equal to or after the last name you entered will be displayed.

& Student.ME: Student Find - Windows Internet Explorer

[E=8(EoH]]
[ @] nttp:s/edupoint cmtonline.com/Render.aspx |
Hope High School (2011-2012 2 ve and inactive) User: Admin L
<< Previous Next =3 ‘ Find Close ‘ | add New Status: Ready
Student Find
Search Criteria
Last Name First Name Middle Name Birth Date Perm ID
Clark W
tudent Searc
Students
| Clark, wictoria R. Female 05/23/1994 13288 Hope High School 2011-2012 12 |08 09/08/2011
Clarkson, Grant M Male 08/04/2001 14444 Mo Enroliment Data - -

Figure 14 - Student Find
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11. Click on the transferring student then click the Transfer button.

& Student ML Student Find - Windows Intemet Explorer (===
[ http:sredupaint.cmtoniine.com/Render.aspx |5
Hope High School (2011-2012 : Show active and mi;‘ Lel User: Admin Us

<< Previous ‘ Mext == ‘ Find ‘ lose Transfer Status: Ready Q

Student Find

Search Criteria {

Last Name First Wame Miditlle Mame Birth Date Perm 1D
Clark W
Student Search |
Students
- 1 Clark, victoria B, Female 05/23/1394 13288 |Hope High School 20711-2012 12 |08 09/08/2011
Clarkson, Grant i hale 0B/04/2001 14444 Mo Enrollment Data = =

Figure 15 - Student Find, Transfer
12. A Student Add window will be displayed.

13. Click on the Enrollment Tab and enter the enrollment information for the new
school.

14. Click Save to complete the transfer process.
If a student withdraws from the district during the school year, follow steps 1 through 6
above.

Summer Withdrawal

Enter a summer withdrawal if one of the following is true:

e A student attended a school within the district during the last school year and does
not plan to attend this school year.

e A student enrolled in the district but did not show up for school on the first day of
school (No show).

1. Navigate to the Student screen and find the student.
2. Click on the Menu button.

|: {() |(§) w)_)) f:-;(,' | | Add | Delete ‘ Status: Ready | & ?ﬂ &@
Student. Ml PR

Student Name: Smith, John N. Jr. School: Hope High School Homeroom: AUTO  Teacher. Ackerson, D.

1 Demographicsl Parent/Guardian | Other Info  Emergency ~ Enrollment |~ Enroliment History ~ Classes | Documents | Student Contact Log = MSDE
Last Name First Mame Middle Mame  Suffix Ferm 1D Grade Gender
[Smith [John [ |Jr. [12098 12 v Male v

Figure 16 - Student Screen, Summer Withdrawal

3. Select the Summer Withdrawal (No Show) Student option.
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meruv] () (D () | &5 |

Edit Student Data

Reports g
Report Preferences

attach Photo

Inactivate Student

- |5 rimer Withdrawal (Mo Show"y Student

Yiew audit Detail For Student,MI
Figure 17 - Student Screen, Menu

4. The No Show Student window will be displayed.

@ Student.bL Smith, John M. Ik Mo Show Student - Windowes Internet Explorer o || = || E2

| £ | htpffedupoint.cmtonline.com/Render.aspx | il

Mo Show Cancel

No Show Student

You are about to set 'Smith, John K. Jr' as a "Mo Show". Fill in Summer Yithdrawal Code and Date and press
the Mo Show button to complete the process or Cancel to abort.

surmmer Withdrawal Code Summer YWithdraweal Date
>

summer Withdrawal Reason Code

Done & Internet | Protected Made: Off faom W1 -
Figure 18 - Summer Withdrawal (No Show)

5. Enter the appropriate Summer Withdrawal Code. Select the "No Show" code if the
student NEVER attended a school in the district. Otherwise, select one of the other
codes. This code will be used as Exit Status.

Enter Summer Withdrawal Date. This value will be used as the Exit Date.
Summer Withdrawal Reason Code is required or optional based on District Setup.

Click the No Show button to complete the withdrawal process.
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MSDS TAB

The following section refers to the data stored in the Student screen on the MSDS tab.

-:(:() w:C:D -:):)) | ,,“i’} Save ‘ Unda | ‘ | | Status: Ready| el % é;@
Student.MI CLJaER

Student Name: Smith, Johnny J. School: Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.
Demographics | Parent/Guardian | Other Info | Emergency = Enrollment ~ Enrollment History = Classes = Documents | Student Contact Lnd MSDS | 'F‘J‘\SDS-SPED MSDS-Adult Ed

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
Smith [Johnny J [ [937019 12 v||Male

Figure 19 - Student Screen, MSDS Tab

Early Childhood Programs

The information entered for Early Childhood Programs will be used in the Early Childhood
Collection.

Caution:  While Childhood Programs can be viewed using the
Childhood Program Participation screen found in Synergy SIS>
Student Programs, changes should only be made using the the Early
Childhood Programs section on the MSDS tab on the Student.Ml
screen. There are additional fields needed for state reporting only found
there.

Navigate to the Student screen and find the student to change.
Click on the MSDS tab and find the Early Childhood Programs section.

Click on the arrow at the far right of the Early Childhood Programs line to expand
the section if necessary.

Student. Ml

Student Name: Smith, John N. Jr. School Hope High School  Homercom: AUTO  Teacher: Ackerson, D.

Demographics | Parent/Guardian | Other Info  Emergency  Enrollment | Enrollment History | Classes  Documents | Student Contact Log | MSDS |

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Smith [John IN [r. [12008 12 v||Male v
Early Childhood Progg@ (o
Prcgm—— Add |Q
Figure 20 - Student Screen, MSDS Tab, Early Childhood Programs
4. Click the Add button on the Programs line.
Student.MI
Student Name: Smith, John N. Jr. School Hope High School  Homercom: AUTO  Teacher: Ackerson, D.
Demographics | Parent/Guardian | Other Info  Emergency  Enrolliment | Enrollment History | Classes  Documents | Student Contact Log | 'MSDS |
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Smith [John N [r. [12098 12 ~||Male v
|.ﬂ.:\';ancecl and Accelerated Q|
Early Childhood Programs | p— O|
Programs (| Add J

Figure 21 - Student Screen, MSDS Tab, Early Childhood Programs, Add Button

Copyright© 2012 Edupoint Educational Systems, LLC



Chapter Two State of Michigan Data Reporting User Guide

5. Anew line appears in the Programs grid.

menuw| (€ (Q) (%) '-:.' e | e s ) o0 Gﬂéﬂ

Student Ml
Stugent Name: Smith, John M. Jr. Szol Hops High Sshool  =ameroom AUTO. Testoer Ackarson D
Demographics | Parent/Guardian | Other Info | Emergency | Enroliment | Envoliment History | Classes | Documents | Student Contact Log |.|5|)5|
_ast Name First Name Middle Name Suffix  Pemn ID Grade Gender
Smith ohn N . 12038 2 viMae  w

ol

Early Childhood Programs Q
Programs |O|
X gl g g g g g g g

B Head Stat v| (om0t [ [Schoolbassd  w| |Pan-Day 3 Days Periesk v T v D-District v
B m 17 v v 17 v v |

Figure 22 - Student Screen, MSDS Tab, Early Childhood Programs, Adding
Select a Program Code from the drop-down menu.

Enter the date the student will begin participating in the program in the Enter Date
box. The date should be entered in the format M/D/YYYY or may be selected by
clicking the Calendar button.

Select the Delivery Method from the drop-down menu.
Select the Delivery Schedule from the drop-down menu.

10. Fiscal Entity Code is the state-assigned code identifying the entity receiving
funding directly from the state to provide programs and/or services to the
student/child reported. The fiscal entity may or may not be directly providing the
services to the student/child. This code must be either a five-digit entity code for a
school district or a nine-digit agreement number for an organization, as identified by
the Fiscal Entity Type Code and by the EEM. Only populate this field for exceptions.

11. Select the Fiscal Entity Type Code from the drop-down menu. Only populate this
field for exceptions.

12. Click the Save button at the top of the screen to save the record, or click the Undo
button to cancel the operation without saving the record.

Withdraw From an Early Childhood Program

When a student is no longer participating in a program, the exit date and exit reason must
be recorded on the MSDS tab of the Student screen of Early Childhood Programs.

To record the student’s withdrawal:

1. Enter the date the student withdrew in the Exit Date box. The date should be

entered in the format M/D/YYYY or may be selected by clicking the Calendar
button.
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@ @ @ | g__;f—j | Save | Undo | | | | Status: Ready | @ [
Student.MI

Student Name: Smith, John N. Jr. School Hope High School  Homercom: AUTO  Teacher: Ackerson, D.

Demographics | Parent/Guardian = Other Info = Emergency = Enrollment = Enrollment History = Classes = Documents = Student Contact Log  MSDS |_
Last Name First Name Middle Name Suffix Perm ID Grade Gender
|Smith John M Jr. 12098 12 v Male w

|Advanced and Accelerated

Early Childhood Programs

Programs

Program Code er Date Delivery Method Delivery Schedule it Date (it Reaso HIL1
[ Head Start ~ ||09/08/2011 School based % ||Part-Day & Days Per Week 10/20/2011 & by
L | v|| b v v

Figure 23 - Student Screen, Early Childhood Programs, MSDS Tab, Exit Date & Reason

2. Select the reason the student is withdrawing from the program from the Exit
Reason drop-down menu.

3. Click the Save button at the top of the screen to save the record, or click the Undo
button to cancel the operation without saving the record.

Delete an Early Childhood Program

To completely remove an Early Childhood Program service record:

1. Click in the box of the X column of the record to be deleted.
] @ Q)| 5] = |- | a0 | ] st | @ B £.0
Stugent M [«

Stugznt Name: Smith, John M. Jr. - 3zoa Hops High Sehool  =omeraom AUTO  Teater Aekerson, D

Demographics | Parent/Guardian | Other Info | Emengency | Enroliment | Envoliment History | Classes | Documents | Student Contact Log |[MSDS

Last Name First Nama Middle Neme Suffix  Perm ID Grade Bender

Smith John N r. 12058 i2 v Ml v

Advanced and Accelerated @|
Early Childhood Programs Q)

Programs Ay
B Progra de Fnter Date 8l athod alivery Sehedule [Jate Reaso Program Ctd al Entity Type Code
X Hesd Start v| (3082011 [P Soroolbazed | | PartDay 5 Days PerWask ¥ (10202011 a v D-Distriot v

o Figure 24 - Student.MI Screen, MSDS Tab, Early Childhood Programs, Delete

2. Click the Save button at the top of the screen to delete the record, or click the Undo
button to cancel the operation without deleting the record.

Other Information

1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS tab and find the Other section.
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3. Click on the arrow at the far right of the Other line to expand the section if

necessary.
pen ] @ QB [ 55| 2= ] v || o ] osee | e |@ T3 60
Student.MI CEFES

Student Name: Smith, Johnny J. Schoot Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.

Demographics __Parent/Guardian | Other Info | Emergency _ Enrollment Enrollment History = Classes  Documents | Student Contact Log [MSDS | MSDS-SPED | MSDS-Adult Ed
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
Smith |Jnhnny J 937019 12 v Male

Early Childhood Programs (&)
Programs ‘ Add ‘O

[ ] gl 2l = = = = = 2 =
I (&
irth Order Absent On Count Day Retumed (10/30 Day Rule) R

Figure 25 - Student.MI Screen, MSDS Tab, Other, Adding

4. Multiple Birth Order is used to indicate that the student is part of a multiple birth.
This field is intended to provide some distinguishing data element for cases where
the cultural practice is to provide twins (triplets, etc.) of the same gender with the
same first name, or where children of the same gender have similar first names.
Each student from such a multiple birth is to have a uniquely different birth order
number. This field will be used by the state to “break ties” if two or more students
are identified as matching the same UIC, yet it is known by the district that these
students are not duplicates but instead part of a multiple birth.

5. The Absent on Count Day box is for your information only. It is not used in state
reporting.

6. Click on the Returned (10/30 Day Rule) box if the student is eligible to be counted
in membership under the provisions of the 10/30 Day Rule.

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

Student Waivers (aka Personal Curriculum Credit Modification)
1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS tab and find the Student Waivers section.

3. Click on the arrow at the far right of the Student Waivers line to expand the section
if necessary.

4. Click the Add button in the Personal Curriculum Credit Modification line.
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®®®|gfj‘ Save | Undo | Add | fo'fH statusneady|@ %g@
Student.M| G F&S

Student Name: Smith, Johnny J. School: Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.

Demographics | Parent/Guardian _ Other Info | Emergency = Enrollment  Enroliment History | Classes = Documents | Student Contact Log |MSDS | MSDS-SPED | MSDS-Adult Ed

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
Smith LJohnny J J |937019 12 v Male v

Early Childhood Programs

Programs Add

e| Program Code er Date Delive ethod Delivery Schedule it Date it Reaso isCa ode iscal Enti pe Code ding Type
Other
Multiple Birth Order Absent On CountDay  Returned (10/30 Day Rule)

= |
.

tudent Waivers (Personal Curriculum) )
Personal Cu ification Add

e aived Subject Area aiver Date ed aived aiver Type omme

(WAIVER) Mathematics v| |joarar2010 3.000 IEP v e 7

Figure 26 - Student.MI, MSDS Tab, Student Waivers, Adding
A new line appears in the Personal Curriculum Credit Modification grid.

Select the Waived Subject Area from the drop-down menu. Indicate the academic
area(s) for which the student has a Personal Curriculum Credit Modification. May
be reported multiple times (once per academic area code).

7. Enter the date in the Waiver Date field. The date should be entered in the format
M/D/YYYY or may be selected by clicking the Calendar L button.

8. Select the Waiver Type from the drop-down menu. This indicates the reason for
the Personal Curriculum Credit Modification.

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

Delete a Student Waiver

To completely remove a Student Waiver record:

1. Click in the box of the X column of the record to be deleted.

|| Student Waivers (Personal Curriculum) Q)
Personal Curriculum Credit Modification Add (%]
bject Area aiver Date = aiver Type ommer
aived
v (WAIVER) Mathematics ~ ||09/07/2010 3.000 IEF v | @ =

Figure 27 - Student.MI, MSDS Tab, Student Waivers, Deleting

2. Click the Save button at the top of the screen to delete the record, or click the Undo
button to cancel the operation without deleting the record.
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MSDS-SPED TAB

The following section refers to the Special Education data stored in the Student screen on
the MSDS-SPED tab. Many districts use third-party Special Education software. To avoid
duplicate data entry, the date from the third-party software can be imported into Synergy

(see Import SPED in chapter 6). Following is information on where the data is stored and
how to maintain it in Synergy.

@D &5 ‘ | | A | peles= | ‘ Status. Ready| D Epse
Student.MI

=
CLIAER
Student Name: Smith, Johnny J. School: Hope High School (273) Homeroom: SEM  Teacher: Evit Teacher, R.

Demographics | Parent/Guardian  Other Info = Emergency | Enrollment = Enrollment History = Classes = Documents  Student Contact Log = MSDS QSDS.SPE:;) MSDS-Adult Ed
Last Name First Name Middle Name  Sufiix  Perm ID Grade Gender

[Smith [Johnny [ [ 937019 12 v||Male ~
Figure 28 - Student Screen, MSDS-SPED Tab

Early Childhood Special Ed Assessments

1. Navigate to the Student screen and find the student to change.

2. Click on the MSDS-SPED tab and find the Early Childhood Special Ed
Assessments section.
3. Click on the arrow at the far right of the Early Childhood Special Ed Assessments
line to expand the section if necessary.
[Menu~] (<) (D () :“i’,.‘ | | add | pelete H Status Ready| 2 Rpse
Student.MI

L. ES

Student Name: Smith, John D. School Adams Elementary (104) Homeroom: 0043 Teacher Staff, 5.

Demographics = Parent/Guardian |~ Other Info ~ Emergency ~ Enrollment | Enrollment History = Classes = Documents

Student Contact Log = MSDS  MSDS-SPED | MSDS-Adult Ed
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Smith [John [o 101200 Early Childhoi | Male ~ +
|| Early Chitan d Special Ed A | |5
Birth Date Age .
01/30/2008 4
Assessments [ Add | showDetail |
i< | Line| = gl gl gl gl =
Figure 29 -Student Screen, MSDS-SPED Tab, Early Childhood Special Ed Assessment
4. Click the Add button on the Assessment line.
(D@ | 55| _sae | oo | | [ staus:Reasy | B &
Student.MI [QEFE
Student Name: Smith, John D. Schook Adams Elementary (101) Homeroom: 0043 Teacher: Staff, 5.
Demographics | Parent/Guardian___Other Info | Emergency | Enrollment | Enrollment History | Classes | Documents Studsnt Contact Log | MSDS | MSDS-SPED | MSDS-Adult Ed | MSDS-Early On
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[smith [John [o [ [101200 Early Childhoi v Male v
Early Childhood Special Ed A Q
Birth Date Age
01302008 [P [& e
Assessments Q[ aw ow Detail | ()
< [ Ling gl gl gl 2l 2l g
u | ‘ = v v v v v

Figure 30 - Student.MI Screen, MSDS-SPED Tab, Early Childhood Special Ed Assessment, Adding
5. Anew line appears in the Assessments grid.

6. Enter the date of the assessment in the Asmt Date box. The date should be

entered in the format M/D/YYYY or may be selected by clicking the Calendar
button.
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Select Assessment Type (Entry or Exit) from the drop-down menu.

Select the Assessment Tool used from the drop-down menu. This is the method
used to determine the child’s level of functioning within the three areas assessed at
the initiation of special education, the beginning of kindergarten or within thirty (30)
days of his/her sixth birthday.

9. Select the level of functioning for each of the three categories listed.
10. Click the Save button at the top of the screen to save this record.

11. Select the line just added and click on Show Detail. Enter any additional
information if necessary.

‘{‘) 'QJ "}) ‘ :j.:' | | 2 | pekre | ‘ Status: Ready‘ 2 Ry &"5
Student.MI ST L

Student Name: Smith, John D. School: Adams Elementary (101) Homeroom: 0043 Teacher: Staff, S.

Demographics = Parent/Guardian _ Other Info | Emergency = Enrollment | Enroliment History = Classes = Documents | Student Contact Log = MSDS MSDS-SPED |_MSDS-Adult Ed  MSDS-Early On

Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
[smith [John o [ [101200 Early Childhor v [Male v
Early Childhood Special Ed Assessment (@]
Birth Date Age
01/30/2008 4
Assessments Add | Hide Detail | Q)
1 1170172010 Assessment )
Asmt Type
Entry b
Entry or Exit (| Exit Only (@]
Assessment Tool Other Tool Comment
Carolina b
1a_Positive Social-Emotional Skills Improvement in 1a
1- Mot Yet b
2a.Using Knowledge and Skills Improvement in 2a
3 - Emerging b
3a Appropriate Action Improvement in 3a
5 - Somewhat B

Figure 31 — Student.MI screen, MSDS-SPED tab, Assessments detail
12. If Assessment Tool is "Other", enter a description in Other Tool Comment.

13. If this is an 'Exit' assessment, indicate whether there was improvement in any of the
three areas assessed.

14. Click on the Save button to save changes.
Modify an Early Childhood Special Ed Assessment
To modify an existing Early Childhood Special Ed Assessment:

1. Click on the line number of the row you want to modify then click on the Show
Detail button.
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[Menu™] (9 @) )
Student. Ml

Student Name: Smith, John D. School Adams Elementary (101) Homercom: 0043 Teacher: Staff, 5.

| | nco | ceete ||

._:,‘
»
=l

Status: Ready ‘ ) ﬁm é;
Ply@s

Demographics = Parent/Guardian ~ Other Info ~ Emergency | Enrollment = Enroliment History = Classes = Documents = Student Contact Log = MSDS |MSDS-SPED | MSDS-Adult Ed
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

Smith |Juhn D 101200 Early Childhot ¥ Male v

Early Childhood Special Ed A @
Birth Date Age

01/30/2008 n

Assessments [ Add € [ show Detail E

= = = = ‘

[F=¢Fine] =
‘ 11/01/2010 Entry + | ||Carolina b 1 - Not Yet b 3 - Emerging b 5 - Somewhat b
Figure 32 - Student Screen, MSDS-SPED Tab, Early Childhood Special Ed Assessment, Show Detail

2. All assessment fields are displayed.
[wensr] D D | 55 | oo | s | odee ||
Student.Ml

Student Name: Smith, John D. School Adams Elementary (101) Homeroom 0043 Teacher: Staff, 5.

Status: Ready | =] R&j é;
QLY

Demographics _Parent/Guardian __Other Info__Emergency  Enrollment _Enrollment History = Classes = Documents  Student Contact Log = MSDS  MSDS5 SPED | _MSDS-Adult Ed

Last Name First Name Middle Name  Sufiix ~ Perm D Grade Gender
Smith |Juhn D 101200 Early Childhoi ¥ Male v
Early Childhood Special Ed A (@]
Birth Date Age
01/30/2008 4
Assessments Add [ Hide Detail |
11/01/2010 Assessment R
Asmt Type
Entry 4
Entry or Exit | Exit Only Q)
Assessment Tool Other Tool Comment
Caralina -

1a.Positive Social-Emotional Skills
1-Not Yet B

Improvement in 1a

2a.Using Knowledge and Skills Improvement in 2a

3 - Emerging v
3a.Appropriate Action Improvement in 3a
5 - Somewhat b

Figure 33 - Student.MI Screen, MSDS-SPED Tab, Early Childhood Special Ed Assessment, Modify
3. Make any necessary changes.

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

Initial IEP

Some districts will continue to use 3rd party software for recording their Initial IEP
information. To avoid duplication of data entry, the information can be downloaded and
imported into Synergy SIS or it can be manually entered here.

Navigate to the Student screen and find the student to change.
Click on the MSDS-SPED tab and find the Initial IEP section.

Click on the arrow at the far right of the Initial IEP line to expand the section if
necessary.
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[venu-](D @D (D | é.’, | |_acd | ockte | ‘ Status: Ready ‘ @Gp &
Student.MI Bl

Student Name: Smith, John D. School: Adams Elementary (101) Homercom: 0043 Teacher: Staff, 5.

Demographics ~ Parent/Guardian _ Other Info  Emergency ~ Enrollment | Enrollment Histary = Classes  Documents ~ Student Contact Log = MSDS _|MSDS-SPED | MSDS-Adult Ed

Last Name: First Name Middle Name Suffix ~ Perm ID Grade Gender

Smith [John D 101200 Early Childhoi v Male v

Early Childhood Special Ed A (&)
Birth Date Age

01/30/2008 4

Assessments [ Add [ showDetail |

¢ [ Ling =l = . = gl =
nitial [EP_) ()
Effective Date  Date of Parental Consent Result

v
Timeliness Days Beyond Timeline
£
Part C Transition Timeliness
b

Figure 34 - Student.MI Screen, MSDS-SPED Tab, Initial IEP

4. Enter the Effective Date. This date is used by the state reporting extracts to
determine which information to report. The extracts include any Initial IEP
information with an effective date within the date range entered for the reporting
period.

5. Enter the Date of Parental Consent from the initial IEP. Enter the date on which
the entity received the signed Parental Consent to Evaluate form. It is the beginning
of the timeline for completion of the initial IEP. The date should be entered in the
format M/D/YYYY or may be selected by clicking the Calendar E% button.

6. Select the Result from the drop-down menu. The student must be found either
eligible or ineligible for special education programs and services. If the student is
found eligible and is participating in special education program/services, provide all
other required special education fields.

7. Select the appropriate Timeliness status from the drop-down menu. After obtaining
parental consent to evaluate, the school district has 30 school-days to determine the
student’s eligibility for special education programs and services. This field does not
apply to students with disabilities receiving special education programs/services
receiving re-evaluations. This field does apply each time a student not currently
receiving special education programs/services is referred for an evaluation for
eligibility for special education programs/services. The 30 school-day timeline or
agreed upon written extension referenced in this field applies to students who are
three years of age and older.

8. Enter the number of school Days Beyond Timeline of the completion of the initial
IEP. Leave blank if completion occurred within the timeline or if the evaluation will
never be completed.

9. Select a Part C Transition Timeliness code if applicable.

10. Click the Save button at the top of the screen to save the data.
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Special Education

Some districts will continue to use 3rd party software for recording their Special Education
information. To avoid duplication of data entry, the information can be downloaded and
imported into Synergy SIS or it can be manually entered here.

Navigate to the Student screen and find the student to change.
Click on the MSDS-SPED tab and find the Special Education section.

Click on the arrow at the far right of the Special Education line to expand the
section if necessary.

oy o = =
Fend@ @@ |55 ] oo | saa | oo ]| s ey 2 g 5@
™ =
Student.MI S
Student Name: Smith, John D. Schoo: Adams Elementary (101) Homeroom: 0043 Teacher: Staff, S.
Demographics | Parent/Guardian  Other Info  Emergency  Enrollment  Enrollment History = Classes = Documents ~ Student Contact Log = MSDS  MSDS-SPED | MSDS-Adult Ed |
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Smith [John [ [ [101200 Early Childhoi v |Male v
Early Childhood Special Ed A )
Birth Date Age
01/30/2008 4
Assessments [ Ada | showDstail |
< [ Line gl s s s gl g
Initial IEP )
Effective Date  Date of Parental Consent Result
&
Timeliness Days Beyond Timeline
b
Part C Transition Timeliness
v
Special Education ) [ Agd | showDetaf |Gy
Al al Al -
AV hvd v v AV

Figure 35 - Student.MI Screen, MSDS-SPED Tab, Special Education, Adding
Click on the Add button to create a new Special Ed record.

Enter an Effective Date. This date is used by the state reporting extracts to
determine which record to report. The extracts will take the first record found with a
date within the date range entered for the reporting period.

6. Enter the date of the student’s most recent Individual Education Plan (IEP) or, if a
student who currently receives special education programs or services enrolls in a
new school, the date the parent consents to placement or implementation of the
previous IEP in the new school. The date should be entered in the format
M/D/YYYY or may be selected by clicking the Calendar button.

7. Select the Primary Disability from the drop-down menu. Report the student's
identified primary disability. Primary disability areas are defined in the Michigan
Administrative Rules for Special Education. In order for a student to be counted for
special education, he or she must have a disability code. Do not confuse primary
disability with classroom placement.

Select the primary Program Service Code from the dropdown if applicable.
Click the Save button at the top of the screen.

10. Select the row just added and click on the Show Detail button to update the
remaining fields.
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11.

12.
13.

14.

15.

16.

17.

18.

19.

Select the Secondary Disability 1 and 2 from the drop-down menu if applicable.
These fields are used to describe additional characteristics relating to the student’s
disability(s).

Select Primary Education Setting from the drop-down menu.

Select one to three Program Service Codes from the drop-down menu. Enter the
code representing the special education program or service in which the student
participates. The primary program must be reported first. The first code reported in
this characteristic becomes the program assignment for State Aid membership. Up
to three codes may be reported for the student, however if a student receives more
than three services, specify the three that occur most frequently. It is important to
report the primary program service first and then consecutively report the following
program service codes. This characteristic collects services used in calculating a
student’s special education FTE and must have a value for a district to receive state
special education reimbursement.

Select one to five Support Service Codes from the drop-down menu. Report the
primary related service code first, followed by any additional services the student
receives. If a student receives more than five services, specify the five that occur
most frequently.

If applicable, enter the Section 52 FTE. This is the full-time equivalency (FTE) for
which the student is eligible for special education programs or services provided
only to students with disabilities who do not qualify for Section 52 membership.

If applicable, enter the Section 53 FTE. This is the full-time equivalency (FTE) for
which the student is eligible for special education programs or services provided
only to students with disabilities who qualify for Section 53 membership.

If applicable, enter an Exit Date. Enter the month, day, and year of the first day
after the date a student last participated in special education programs or services
because of the reason reported in Special Education Exit Reason.

If applicable, enter an Exit Reason. Enter the reason the student is no longer
participating in special education programs or services.

If this record is to be included in a state reporting extract, click the History Record
check box. The extracts will only look at history records and ignore all others.
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MSDS-ADULT ED TAB

The following section refers to the Adult Education data stored in the Student screen on the
MSDS-Adult Ed tab.

1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS-Adult Ed tab.

DD |5 | o || paa || vese || sunsiressy| @ K &5@
T 3 2D
Student.MI el S ER
Student Name: Clark, Martha K. School: Hope High School (273) Homeroom: 128 Teacher: Aderson, G.
Demographics | Parent/Guardian = Other Info ~ Emergency = Enrollment = Enrollment History | Classes = Documents = Student Contact Log = MSDS MSDS-SF‘EI( MSDS-Adult Edb
Last Name First Name Middle Name Suffix ~ Perm ID Grade Gender
|Clark Martha K 101651 " v |Female v

Click on the Create button below to create a record for the current focus year. Click on the line in the grid and click Show Detail to make changes

Create

Adult Education [Show Detail | Q|
4 [ Ling =l 2l 2 =l =l 2l g

Figure 36 - Student Screen, MSDS-Adult Ed Tab

3. Click on the Create button to create an Adult Ed record for the current school year.
There can be only one record per school year.

4. Changes to the information in the grid are not allowed. Select the line you want to
change and click the Show Detail button.

5. Fill in all pertinent information.

e @ Q@ [5] o | | sae | oo ]| BB swweer 2 52 50
Student.MI BN
Student Name: Clark, Louis N. school: Hope High School (273) Homeroom: 126 Teacher: Topoozian, N.
D Parent/Guardian __ Other Info = Emergency = Enrollment | Enrollment History = Classes = Di Student Contact Log = MSDS = MSDS-SPED | MSDS-Adult EdL
Last Name First Name Middle Name  Suffix  Perm ID Grade Gender
|clark [Louis n [ [ss1200 12 v |Male
Adult Education Hide Detail | @] *
[ 2010-2011 Adult Education Details @
School Year:W
Diploma / GED Status Participant Funding
No GED or diploma | |State Funded Only -
Programs [FiE
July Adult Basic Education (ABE) - 50 v
v v
v -
Seplember gyt Basic Education (ABE) - 83~
Job or Employment Training v AT »
v v
February |high School Completion (HSC) - I
- v
- v
April Mich It A Tachnical Inctituta (RCTIV 0 =2

Figure 37 — Student.MI screen, MSDS-Adult Ed tab, Adult Education Details
6. Click on the Save button.
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MSDS-EARLY ON TAB

The following section refers to the Early On data stored in the Student screen on the
MSDS-Early On tab. This information is reported by ISDs only. Districts can hide this tab
from all users.

@D | = ndd | oeete | | status: Resty | 5 o &5 @
T B8
Student.MI (o] o o 58
Student Name: Smith, John D. Schoot Adams Elementary (101) Homeroom: 0043 Teacher: Staff, 5.
Demographics _Parent/Guardian _Other Info | Emergency _ Enrollment  Enroliment History = Classes = Documents Student Contact Log . MSDS MSDS-SPED =_MSDS-Adult EdQU MSDS Early On
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
[Smith [John [o [101200 Early Childhoi v Male

Figure 38 - Student Screen, MSDS-Early On Tab

Initial IFSP
1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS-Early On tab and find the Initial IFSP section.

3. Click on the arrow at the far right of the Initial IFSP line to expand the section if
necessary.

DA || adg_| pekte | | status: Reacy | @ T s @

Student.Ml [»‘7!1\ # 4_'1:;

Student Name: Smith, John D. School Adams Elementary (101) Homercom: 0043 Teacher: Staff, S.

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Smith |John D [101200 Early Childhoi v [Male v

Demographics _Parent/Guardian | Other Info | Emergency  Enrollment | Enrollment History = Classes | Documents Student Contact Log | MSDS = MSDS-SPED | MSDS-Adult Ed | 'MSDS-Early On |

This tab is under construction!!! Data can be maintained but there is no validation in place at this time.

it F5p >

IFSP Effective Date IFSP Referral Date IFSP Ref Agency Type
7 3
IFSP Timeliness IFSP Result

~ ~

m

Figure 39 - Student.MI Screen, MSDS-Early On Tab, Initial IFSP

4. Enter the Effective Date. This date is used by the state reporting extracts to
determine which information to report. The extracts include any Initial IEP
information with an effective date within the date range entered for the reporting
period.

5. Enter the IFSP Referral Date. This is the date the agency responsible for
completing the evaluation, assessment and determination of eligibility for services
under Part C of IDEA, were first made aware of the concern that a child may be
eligible for services. The date should be entered in the format M/D/YYYY or may be

selected by clicking the Calendar L+ button.
6. Select an IFSP Referral Agency Type from the drop-down menu.

7. Select the appropriate Timeliness status from the drop-down menu. Indicate if the
initial IFSP was completed within the required timeframe under Part C regulations.

8. Select the Result from the drop-down menu. Indicate the results of the initial
referral and service plan for Part C.

9. Click the Save button at the top of the screen to save the data.
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Early On

Some districts will continue to use 3rd party software for recording their Early On
information. To avoid duplication of data entry, the information can be downloaded and
imported into Synergy SIS or it can be manually entered here.

Navigate to the Student screen and find the student to change.
Click on the MSDS-Early On tab and find the Early On section.

Click on the arrow at the far right of the Early On line to expand the section if

necessary.
@B | 5| PEE] s rerey | 22 20 @
Student.MI BLJ@as

Student Name: Smith, John D. Schook Adams Elementary (101) Homeroom: 0043 Teacher: Staff, S.

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
Smith John [o [101200 Early Childhoi v [Male v

Demographics | Parent/Guardian | Other Info | Emergency = Enrollment Enrollment History  Classes | Documents | Student Contact Log = MSDS = MSDS-SPED | MSDS-Adult Ed | MSDS-Early On |

This tab is under construction!!! Data can be maintained but there is no validation in place at this time.

Initial IFSP

IFSP Effective Date IFSP Reiferral Daie IFSP Ref Agency Type
&

IFSP Timeliness IFSP Result
- -

[EITTT—

A
Early On Details Y [ ~sd Jsnowaia{| @)
s s s -
=] =] gl g =

Figure 40 - Student.MI Screen, MSDS-Early On Tab, Early On, Adding
Click on the Add button to create a new Special Ed record.

Enter an Effective Date. This date is used by the state reporting extracts to
determine which record to report. The extracts will take the first record found with a
date within the date range entered for the reporting period.

6. Enter the date of the student’s most recent Individual Family Service Plan (IFSP).
The date of the notice/offer of a Free Appropriate Public Education (FAPE)
associated with the child's most recent individualized family service plan (IFSP). The
date should be entered in the format M/D/YYYY or may be selected by clicking the
Calendar [ button.

Select the Service Coordinating Agency Type from the drop-down menu.
Select the Primary Service Setting from the drop-down menu.
Select the Primary Service from the drop-down menu.

10. Click on the Save button at the top of the screen.

11. Select the row just added and click on the Show Detail button to add additional
information.
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[Menu~] (D @ (3 | &5 | ndd | peere || st reosy | @ B 5@
Student.MI ST 5

Situdent Name: Smith, John D. Schecl: Adams Elementary (101) Homeroom: 0043 Teacher: Staff, S.

Demographics | Parent/Guardian  Other Info  Emergency = Enrollment | Enrollment History = Classes = Documents = Student Contact Log = MSDS = MSDS-SPED = MSDS-Adult Ed MSDS,EarIyOn[

Last Name First Name Middle Name ~ Suffix  Perm ID Grade Gender
[Smith [John o | [101200 Early Childhoi» [Male v
Early On Q-
Early On Details Add | Hide Detail |
‘ 100062010 [ Service Coord Agency Type
Human Senvices b

Primary Service Setting
Community-based v
Current IFSP Date

06/22/2010

m

Timely Start Of Service
v
Services:
Medical senices ~ - b
v v
Part C Exit Date  Part C Exit Reason History Record
-

Figure 41 — Student.MI screen, MSDS-Early On tab, Early On Details
12. Select a code from the Timely Start of Service drop-down menu.
13. Select any additional services from the Services drop-down menus.

14. If applicable, enter an Exit Date. Enter the month, day, and year of the first day
after the date a student last participated in special education programs or services
because of the reason reported in Exit Reason.

15. If applicable, enter an Exit Reason. Enter the reason the student is no longer
participating in programs or services.

16. If this record is to be included in a state reporting extract, click the History Record
checkbox. The extracts will only look at history records and ignore all others.
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Part C Assessments
1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS-Early On tab and find the Part C Assessments section.

3. Click on the arrow at the far right of the Part C Assessments line to expand the
section if necessary.

@D | &5 | save | Undo ‘ Status: Ready ‘ S GEn &
Student.MI RLass
Student Name: Smith, John D. School: Adams Elementary (101) Homeroom: 0043 Teacher: Staff, 5.
Demographics | Parent/Guardian _ Other Info = Emergency | Enrollment | Enroliment History = Classes = Documents  Student Contact Log = MSDS = MSDS-SPED = MSDS-Adult Ed | MSDS-Early On
Last Name First Name Middle Name Suffix Perm ID Grade Gender
Smith John D 101200 Early Childho v Male v
This tab is under construction!!! Data can be maintained but there is no validation in place at this time.
Initial IFSP Q)
IFSP Efiective Daie IFSP Referral Date IFSP Ref Agency Type
g i v
IFSP Timeliness IFSP Result
Early On Q)
Early On Details Add | show Detail |
P I I gl =] = = =
| 10/06/2010 06/22/2010 @ Human Semices v Community-based v Medical senvices b
Ulact.C Assessments. ) %)
Birth Date Age A
01/30/2008 |? 4
Assessments C [ kod [sPwoeni|@
54 [ Line| gl gl gl gl £l s
o | | @ - - - - -
Figure 42 -Student Screen, MSDS-Early On Tab, Part C Assessment
4. Click the Add button on the Assessment line. A new line appears in the
Assessments grid.
5. Enter the Assessment Date. The date should be entered in the format M/D/YYYY
or may be selected by clicking the Calendar button.
6. Select an Assessment Type from the drop-down menu.
Select the Data Source used from the drop-down menu. This is the comprehensive
assessment tool used.
8. Select the level of functioning for each of the three categories listed.
9. Click the Save button at the top of the screen to save this record.
10. Click on the line number just added then click on the Show Detail button.
Part C Assessments (6]
Birth Date Age
01/30/2008 4
Assessments [ Add | Hide Detail |
[ Ling
11022010 Assessment 2
Asmt Date Asmt Type Social Relationships  New Social Relationships
11/02/2010 Entrance - 3-Emerging -
Data Source Other Source Comment Knowledge Skills New Knowledge Skills
AEPS v 2-Between not yet a1 v
Parent Input Parent Input Date Actions New Actions
v 1-Not yet v

Figure 43 — Student.MI screen, MSDS Early On tab, Part C Assessments, Assessments Add

Edupoint Proprietary and Confidential 43



State of Michigan Data Reporting User Guide Chapter Two

11. Make any necessary to Other Source Comment, Parent Input, or Parent Input
Date.
The New Social Relationships, New Knowledge Skills, and New Actions check
boxes should be used only for Annual and Exit assessments.

12. Click Save at the top of the screen.

Modify a Part C Assessment

To modify an existing Part C Assessment:
1. Click on the line number of the row you want to modify then click on the Show
Detail button.

Part C Assessments (6]
Birth Date Age
01/30/2008 [ 4
Assessments [ Al | showDetail | @
E3 =] =] =] =] =] N
‘ 11/02/2010 B Entrance b AEPS v 3-Emerging v 2-Between not yet a v 1-Not yet b |
Figure 44 — Student.MI screen, MSDS Early On tab, Part C Assessments, Assessments grid
2. All assessment fields are displayed.
Part C Assessments Q)
Birth Date Age
01/30/2008 [ 4
Assessments [ add | Hide Detail |
[ 1022010 Assessment =
|Asmt Date Asmt Type Social Relationships  New Social Relationships
11/02/2010 [ Entrance v 3-Emerging b
Knowledge Skills New Knowledge Skills

Data Source Other Source Comment

AEPS b 2-Between not yet a1 v

Parent Input Parent Input Date Actions
v i 1-Not yet v

New Actions

Figure 45 — Student.MI screen, MSDS Early On tab, Part C Assessments, Assessments details

3. Make any necessary changes.
4. Click the Save button at the top of the screen to save the changes.
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Part C Transition
1. Navigate to the Student screen and find the student to change.
2. Click on the MSDS-Early On tab and find the Part C Transition section.

3. Click on the arrow at the far right of the Part C Transition line to expand the section
if necessary.

‘@ ‘CD ‘%) ‘ "f\:‘ ‘ 444’”‘1 ME‘EE | Status: Ready | & Ep G;@
Student.MI ol .."fs

Student Name: Smith, John D. School: Adams Elementary (101) Homeroom: 0043 Teacher: Staff, 5.

Demographics _Parent/Guardian _Other Info | Emergency | Enrollment _Enrollment History = Classes = Documents | Student Contact Log = MSDS = MSDS-SPED = MSDS-Adult Ed ||MSDS-Early On|
Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender

[Smith [John [ [101200 Early Childhoi » |Male  ~
IFSP Timeliness IFSP Result
v v
Early On (&
Early On Details Add || Show Detail | G
7% [ Ling = =] = E =l
| | ‘ | 10/06/2010 & 06/22/2010 [ Human Senices v Community-based b Medical services b
Part C Assessments Q
Birth Date Age
01/30/2008 4
A [ Add | showDetail |
x = = = 2 =] =l
11/02/2010 |? Entrance b AEPS by 3-Emerging v 2-Between not yeta 1-MNot yet v
Part C Transition ( Q)
i)
Part C Trans SEA Notification Part C Transition IFSP
Part C Trans LEA Notification b

Part C Transition Conference

~

Figure 46 -Student Screen, MSDS-Early On Tab, Part C Transition

4. Enter the Effective Date. This date is used by the state reporting extracts to
determine which information to report. The extracts include any Part C Transition
information with an effective date within the date range entered for the reporting
period.

5. Check the SEA Notification checkbox if the notification to the SEA occur at least 90
days and at the discretion of all parties, no more than 9 months prior to the toddler's
third birthday for toddlers potentially eligible for Part B preschool services.

6. Check the LEA Notification checkbox if the notification to the LEA where the
toddler resides occur at least 90 days and at the discretion of all parties, no more
than 9 months prior to the toddler's third birthday for toddlers potentially eligible for
Part B preschool services.

7. Select a Part C Transition IFSP code to indicate if the transition IFSP was
completed within the required timeframe (at least 90 days but not more than 9
months prior to the toddler's third birthday).

8. Select a Part C Transition Conference code to indicate if the transition IFSP
conference was held within the required timeframe (at least 90 days but not more
than 9 months prior to the toddler's third birthday).
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Chapter Three

State of Michigan Data Reporting User Guide

Chapter Three:
STUDENT PROGRAMS

In this chapter, the following topics are covered:

>

vVvyvyvyyvyyy

Childhood Assessments

Childhood Program Participation
English Language Learners (ELL / LEP)
Mass Update Student Programs
Special Ed Student Services

Student GATE

Student Needs

Student Program Summary
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CHILDHOOD ASSESSMENTS

Adding Childhood Assessments

The Synergy SIS Childhood Assessments screen is not used for state reporting at this time.

CHILDHOOD PROGRAM PARTICIPATION

Adding Childhood Program Participation

The Synergy SIS Childhood Program Participation screen is not used at this time. All
Childhood Program Participation data should be entered in the Early Childhood Programs
section on the MSDS tab of the Student.MI screen. Refer to Chapter Two of this manual.

ENGLISH LANGUAGE LEARNERS (ELL)

The state of Michigan collects data in the LEP component about students who have
been identified as having limited English proficiency.

Record Participation in the ELL Program

To record the student's participation in an ELL program:

1. Navigate to the English Language Learners screen found in the Synergy SIS>
Student Programs folder.

Navigate to the student record.

3. All fields used for the LEP component can be found on the ELL tab of the English
Language Learners screen. ELL entries can be entered on the ELL tab or on the
ELL History tab (more information below).
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English Language Learners

Student Name: Smith, John N. Jr School. LW-02113 High School Room Mame: GYM  Staif Name: Veitch, B.

ELL LJELL Transactions = Assessment Parent Contact = ELL History =~ Waiver History = Follow Up = ELL Semesters

L ame First Name Middle Name  Suffix Perm ID Grade Gender

|Smith |John N Jr 11350 09 v Male v

ELL Status Q)

—
Last Activity Date Effective Date Program Grade LEP Funding Participation
09/08/2011 [ Transitional Bilingual Instruc | (09 ~ §6841-Title Il Limited English Profic ¥
-
Current Language AbilityjExit Date Exit Reason Mainstream Eligibility
v Ei v w

| Semesters 0‘
[waiver Q[ reP Q)
Languages (6]
Home Language First Learned Spoken to Student at HomegSpoken by Student at Home Spoken by Adults at Home

English b ~ BHmong v b A

Assessment of Primary Language (%]
Date Read  Write Oral

IDEA (&)
Entry Date Entry Level Current Date Current Language Ability

v | 09/09/2011 v

Figure 47 - English Language Learners Screen, ELL Tab, ELL Status Section, Adding

4. Enter the date the student will begin participating in the program in the Effective
Date box. The date should be entered in the format M/D/YYYY or may be selected
by clicking the Calendar button.

5. Select the type of program from the Program drop-down menu. Enter the primary
type of English language acquisition program in which the student is currently
enrolled. May report additional codes as needed. First reported code is considered
the primary instructional program.

6. Select the LEP Funding Participation from the drop-down menu. Enter the type of
funding the student receives.

7. The student's primary or home language if a home language survey indicates that
the language of the home is not English or the student's primary language is not
English should be entered in the Spoken to Student at Home field.

The information can also be viewed on the ELL History tab.

English Language Learners

Student Name: Smith, John N. Jr School: LW-02113 High School Room Name: GYM  Staff Name: Veitch, B.

ELL  ELL Transactions = Assessment = Parent Contact lELL Hisloryl Waiver History ~ Follow Up ~ ELL Semesters

Last Name First Name Middle Name St Perm ID Grade Gender

|Smith [John N [ar [11350 09 v Male v

ELL History [ A |
% B B B B E E g

| 09/08/2011 Transitional Bilingual Instruction % * ||6841-Title lll Limited English Profic + | 09 b b

Figure 48 - English Language Learners Screen, History Tab, Add

If the student is involved in multiple programs or has multiple funding sources, add
additional information on the ELL History tab. Click on the Add button and fill in the Date,
Program, LEP Funding Participation, and any other pertinent information.
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Withdraw from the ELL Program

When a student is no longer participating in a program, the exit date and reason must be
recorded on the ELL tab of the English Language Learners screen.

Reference: If the student is withdrawing from the school, Synergy SIS
., can be setup to automatically withdraw the student from the programs at
= the same time the withdrawal is entered into the Student screen. To
@ configure this, see the section on Overall Student Programs
Transactions Setup in Chapter 3 of the Synergy SIS — State of Michigan

Data Reporting Administrator Guide.

To record the student’s withdrawal use the ELL History tab to make changes.

‘ ‘<:<) .q) o}) | =i | Status: Ready ‘ @ g e
English Language Learners ST B

Student Name: Smith, Johnny J. School: Hope High School (273) Room Name: SEM  Staff Name: Evit Teacher, R.

ELL | ELL Transactions A nt | DLA | Parent Contact !ELL Hisloa Waiver History = Follow Up | ELL Semesters
Last Name First Name: Middle Name  Sufiix erm 1D Grade Gender

[Smith [Johnny J 937019 12 v [Male v

ELL History

x g gl g g gl o E 2
| 09/12/2010 Transitional Bilingual Instruction b ~ ||6842-Title Il Immigrant Education  + |12 by Vl v

Figure 49 - English Language Learners Screen, ELL History Tab, Exit Date & Reason

1. Enter the date the student withdrew in the Exit Date box. Enter the date the student
was no longer engaged in either a LEP or an ESL program or service. The date
should be entered in the format M/D/YYYY or may be selected by clicking the

Calendar [ button.

2. Select the reason the student is withdrawing from the program from the EXxit
Reason drop-down menu. Choose the reason the student left the limited English
proficiency program or service.

3. Click the Save button at the top of the screen to save the data.

Tip: If all students must be marked as withdrawn from programs at the

5) end of the year, a quick way to do this is using the Mass Update Student

124 Programs screen. For more information about this screen, see the
Mass Update Student Programs below.

Re-Enroll in the ELL Program

If the student re-enrolls in the school or in the ELL program after the program has been
marked as withdrawn, a new record needs to be entered into the ELL tab of the English
Language Learns screen.

To re-enroll the student in the program, just add a new record with the new date following
the instructions in the Recording Participation in the ELL Program section in this chapter.
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Delete ELL Program Records

To completely remove an ELL program record:

1. Navigate to the English Language Learners screen found in the Synergy SIS>
Student Programs folder.

Navigate to the student record.
Click on the ELL History tab of the English Language Learners screen.
English Language Learners

student Name: Smith, John M. Jr. Scheol Hope High School Reom Mams: AUTO  Staff Name: Ackerson, D

ELL = ELL Transactions Assessment Parent Contact ( ELL History ' Waiver History = Follow Up = ELL Semesters

_ast Mame First Name Middle Namhﬂ'm‘( Perm ID Grade Gender
Smith [John N r. {12098 [12 v |Male v
ELL History

[ 0E ) (09/12/2011 Transitional Bilingual Instruction  » w || Ga42-Title Il Immigrant Education  + [

Figure 50 - English Language Learners Screen, ELL History Tab, Delete
4. Click in the box of the X column of the record to be deleted.

English Language Learners

student Name: Smith, John N. Jr. School Hope High School  Room Nams: AUTO  Staff Name: Ackerson, D.

ELL = ELL Transactions = Assessment Parent Contact | ELL Histur}'l Waiver History = Follow Up = ELL Semesters

_ast Name First Name Middle Mame  Suffix Perm ID Grade Gender
Smith [John In fdr. |12098 12 v |Male v
ELL History

=] (09/12/2011 Transitional Bilingual Instruction v|6842-Title 11l Immigrant Education v ||

Figure 51 - English Language Learners Screen, History Tab, Delete

5. Click the Save button at the top of the screen to delete the record, or click the Undo
button to cancel the operation without deleting the record.
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View ELL Transactions

Synergy SIS automatically creates the transaction records. The transaction records are not

used in Michigan state reporting.

Menu Options

At the top of the English Language Learners screen, a Menu button provides access to

additional information regarding the student’s records.

veru~]| (9 @ (3 | &5
"iew Audit Detail For English Language Learners

Figure 52 - English Language Learners Screen, Menu Options

Save | (g

The option available under the Menu button is:

e View Audit Detail For English Language Learners — the Audit Trail History
screen lists all of the changes made to the student’s records, what was changed,
who changed it, and the date and time the change was made. It is the same audit
trail report available through the Student screen.

stored in a grid, it is not yet available for tracking via the audit detail report.
Audit Trail History

Since the ELL information is

Properties | Show Detail ‘ D

| | |
StudentSOREnroliment FTE Update 1.00 0.99 CMT,. CMT  |10/18/2011 11:21:51
| 2] EffectiveDate Update 20111010 CMT. CMT  [10/18/2011 11.:21:51
L GELL MotinDistrictSemesters Update CMT, CMT  |10/18/2011 10:50:06
| 4 TotalSemesters Update 0 0 CMT, CMT  |10/18/2011 10:50:06
| 5 PriorMotinDistriciSemesters Update CMT, CMT  |10/18/2011 10:50:06
| 6 PriorinDistrictSemesters Update CMT, CMT  |10/18/2011 10:50:06
| 7 InDistrictSemesters Update CMT, CMT  |10/18/2011 10:50:06
. GIELL PriorinDistrictSemesters Update CMT. CMT  [10/17/2011 11:12:21
| 9 TotalSemesters Update 0 0 CMT, CMT  [10/17/2011 11:12:21
| 10| PriorNotinDistrictSemesters Update CMT. CMT  |10/17/2011 11:12:21
| 1] MNotinDistriciSemesters Update CMT, CMT  [10/17/2011 111221
| 12] InDistrictSemesters Update CMT. CMT  [10/17/2011 11:12:21
[ Student MailAddressiGU Update =Link= <Link=> CMT, CMT  |10/14/2011 11:26:00
Student Firsthame Update John Louis CMT, CMT  |10/14/2011 11:26:00
| 15| HomeAddressGU Update <Link> <Link= CMT, CMT  |10/14/2011 11:26:00
| 16 BirthDate Update 19940209 19940221 CMT, CMT  |10/14/2011 11:26:00
| 17 ScrollCompositekey Update SMITH JOHN N SMITH JOHN N CMT, CMT  |10/14/2011 11:26:00
| 18 LastName Update smith Clark CMT, CMT  |10/14/2011 11:26:00
° | 19| LastNameGoesBy Update Curtiss, Larry R~ [CMT, CMT  |10/14/2011 11:26:00

The Print button at the top of the screen may be used to print the information on the ELL

screen.

The Print button prints the information exactly as it is displayed on the screen, and does not

Figure 53 - Audit Trail History for English Language Learners

1] [ @@® () Lo | ]

English Language Learners

Print Button

show the information available using the scroll bars.
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FREE AND REDUCED MEALS (FRM)

Add Free and Reduced Meals Program Records

If a student is eligible for free or reduced meals (FRM), this information needs to be
recorded in Synergy SIS so that s/he can be reported to the state in the Supplemental
Nutrition Eligibility (SNE) component in conjunction with the normal upload procedure. To
record a student's free & reduced meal eligibility:

1. Navigate to the Free and Reduced Meals screen found in the Synergy SIS>
Student Programs folder.

Find the student using either the Scroll or Find method.
Click the Add button in the Free and Reduced Meals section.

Free and Reduced Meals («
student Mame: Smith, John N. Jr. School Hope High School  Status: Active  Room Name: AUTO
FRM | FRM Transactions
ast Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
Smith John |N Jr. 12093 12 v [Male v /\
Free and Reduced Meals (| Add |Q
X g g SN~
i 09/08/2011 F-Frae v
Figure 54 -Free and Reduced Meals Screen, FRM Tab, Add button

4. Ablank line is added. Enter the date the student will begin participating the program

in the Enter Date box. The date should be entered in the format M/D/YYYY or may

be selected by clicking the Calendar button.

Free and Reduced Meals (=

student Mame: Smith, Jehn N. Jr.  School: Hope High School  Status: Active  Room Name: AUTO
ERM | FRM Transactions
ast Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
Smith John |N Jr. 12093 12 v |Male ~
Free and Reduced Meals [ Add  |@
% gl g S
i 09/08/2011 F-Free v

Figure 55 — Free and Reduced Meals Screen, FRM Tab, Free and Reduced Meals details
5. Select either F-Free or R-Reduced from the FRM Code drop-down menu.
6. Click the Save button at the top of the screen to save the record.
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Withdraw from the Free & Reduced Meals Program

When a student is no longer participating in the Free & Reduced Meals program, the date
of withdrawal must be recorded in the Free & Reduced Meals screen.

Reference: If the student is withdrawing from the school, Synergy SIS
can be setup to automatically withdraw the student from the programs at
the same time the withdrawal is entered into the Student screen. To
configure this, see the section on Overall Student Programs
Transactions Setup in Chapter 3 of the Synergy SIS — State of Michigan
Data Reporting Administrator Guide.

T,
<

To record the student’s withdrawal:

1. Enter the date of withdrawal in the Exit Date box. The date should be entered in
the format M/D/YYYY or may be selected by clicking the Calendar L% button.

Free and Reduced Meals

student Name: Smith, John N. Jr. School Hope High School  Status: Active  Room Name: AUTO

FRM | FRM Transactions

Perm ID Grade
12098 12

Gender

v |Male v

First Name Middle Name  Suffix
John M Jr.

ast Name
Smith

Free and Reduced Meals [ Add

x gl 7

= 09/08/2011 F-Free v |

Figure 56 - Free and Reduced Meals Screen, FRM Tab, Withdrawing
2. Click the Save button at the top of the screen to save the record.

Tip: If all students must be marked as withdrawn from programs at the
end of the year, a quick way to do this is using the Mass Update Student

= Programs screen. For more information about this screen, see Mass
Update Student Programs below.

Re-Enroll in the Free & Reduced Meals Programs

If the student re-enrolls in the school or in the Free & Reduced Meals program after the
program has been marked as withdrawn, a new record needs to be entered into the Free &
Reduced Meals screen.

To re-enroll the student in the program, just add a new record with the new date following
the instructions in the Adding Free & Reduced Meal Records section in this chapter.
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View Free & Reduced Meals Transactions

Synergy SIS can automatically create the FRM records that need to be uploaded to the
MSDS system at the State of Michigan. This is configured on the District Setup screen.
For more information about setting this up, see the section on Overall Student Programs
Transactions Setup in Chapter 3 of the Synergy SIS — State of Michigan Data Reporting
Administrator Guide. To view the transactions:

1. Find the student using either the Scroll or Find method.
2. Click the FRM Transactions tab of the Free and Reduced Meals screen.
Free and Reduced Meals

Student Name: Smith, John M. Jr. Schocl Hope High School  Status: Active  Room Name: AUTO

FRM l FRM Transac‘tion;

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Gender
|Smith \John [N Jr. [12098 12 v Male v

Auto Generate

Transaction Detail

07/01/2011 Free 09/08/2011 06/01/2012 Hope High School

LEGEND
Bolded Text: Calculated Values
Highlighted Row: Indicates an Error condition

Figure 57 - Free and Reduced Meals Screen, FRM Transaction Tab, Screen Transactions

3. Each transaction is listed on a separate line. Values that are shown in Bold are
calculated by Synergy SIS.

4. If there is an error in the transaction that needs to be fixed, the line is highlighted
and the error message is shown in the Error column. Errors are fixed by editing the
data entered on the FRM tab according to the instructions in the Error message.

Delete Free & Reduced Meals Records
To completely remove a record of participation in the Free & Reduced Meals program:

1. Click in the box of the X column of the record to be deleted.

Free and Reduced Meals

Student Mame: Smith, John M. Jr. School Hope High School  Status: Active  Room Name: AUTO

FRM | FRM Transactions

Last Name First Name Middle Name  Suffic ~ Perm ID Grade Gender
Smith John |N Jr. 12098 12 v Male v
Free and Reduced Meals | Add
x S| gl
o 09/08/2011 F-Free v

Figure 58 - Free and Reduced Meals Screen, FRM Tab, Deleting

2. Click the Save button at the top of the screen to delete the record, or click Undo to
cancel the deletion.
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Menu Options

At the top of the Free and Reduced Meals screen, a Menu button provides access to
additional information regarding the student’s records.

eni] | @@ P 5] soe |«
View audit Detail For Free and Feduced Mealsl
Free and Reduced Meals Screen, Menu Options

The option available under the Menu button is:

e View Audit Detail For Free and Reduced Meals — the Audit Trail History screen
lists all of the changes made to the student’s records, what was changed, who
changed it, and the date and time the change was made.

Audit Trail History
Properties IMI ]

1| StudentSOREnreliment FTE Update 1.00 098 CMT, CMT 10/18/2011 112151
2 EffectiveDate Update 20111010 CMT. CMT 10/18/2011 11:21:51
< StudentFRMHistery FrmCode Update F NE CMT, CMT 10/17/2011 14:01:29
- Student MailAddressGU Update <Link= <Link= CMT, CMT 10/14/2011 11:26:00
7| Student Firsthame Update John Louis CMT. CMT 10/14/2011 11:26:00
6| HomeAddressGU Update <Link= <Link= CMT, CMT 10/14/2011 11:26:00
rd BirthDate Update 19940209 19940221 CMT, CMT 10/14/2011 11:26:00
8 ScrollCompositekey Update SMITH JOHN N SMITH JOHM N CMT, CMT 10/14/2011 11:26:00
9 LastMName Update Smith Clark CMT. CMT 10/14/2011 11:26:00
10 LastMameGoesBy Update Curtiss, Larry R CMT, CMT 10/14/2011 11:26:00
|| StudentSOREnreoliment EffectiveDate Update 20110908 User, Admin  |10/13/2011 12:12:03
12 SrEnrUserDDO1 Update 03659 User. Admin |10/13/2011 12:12:03
13 ProgramCode Update 01 User. Admin  |10/13/2011 12:12:03
| Student LastName Update Clark Curtiss User, Admin  |10/13/2011 12:11:16
15| HomeLanguage Update 23 00 User, Admin  |10/13/2011 12:11:16
16 Suffix Update Jr User. Admin  |10/13/2011 12:11:16
17 IMiddleMame Update I R User. Admin  |10/13/2011 12:11:16
18 FirstName Update Louis Larry User, Admin  |[10/13/2011 12:11:16
19| ScrollCompositekey Update CLARK LOUIS N CLARK LOUIS N User, Admin  |10/13/2011 12:11:16
° 4] Student LasthameGoesBy Update Curtiss. Larry R User. Admin  |10/13/2011 12:10:11

Figure 59 - Audit Trail History for Free and Reduced Meals

The Print button at the top of the screen may be used to print the information on the
Student Needs screen.

rene] | @@ P (5) = | e |

Print Button

The Print button prints the information exactly as it is displayed on the screen, and does
not show the information available using the scroll bars.
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MASS UPDATE STUDENT PROGRAMS

How to Mass Update Student Programs

The Mass Update Student Programs screen provides a convenient way to enter the exit
date and exit reason (if required) to withdraw all students from a program. This is
particularly helpful at the end of the year, if all students are required to be withdrawn from
the programs. It can also be used to “open” or remove all exit dates. To run the mass
update:

1. Navigate to the Mass Update Student Programs screen found in the Synergy
SIS> Student Programs folder.

2. Select whether to Close (enter the exit dates) or Open (remove the exit dates) for
the selected programs from the Action drop-down menu. The exit date that will be
entered for each program is the last valid school day for the school in which the
student is enrolled.

Update Programs
Mass Update Student Programs

Organization Name: Hope High School school vear: 2009-2010

Action
Cloze by

Programs in the 2009-2010 school year will be closed. The st valid school day based on the students school of record will be used
a5 the exit date for the program.

Childhood ngramsl English Language Learners | Free & Reduced Meals = Student GATE | Student Needs = Special Ed Meeds
™ Include in Process

Figure 60 - Mass Update Student Programs Screen

3. Check the Include in Process box on the Childhood Programs tab to modify the
exit dates for Childhood Program Participation records.

4. Click on the English Language Learners tab and check the Include in Process
box to modify the exit dates for the English Language Learners records.

Childhood Programs  English Languag Lea[ng[sl Free & Reduced Meals | Student GATE | Student Needs = Special Ed Meeds
[™ Include in Process ELL Exit Reason

v

Mass Update Student Programs Screen, English Language Learners Tab

5. Select the exit reason to be entered for the ELL records from the ELL Exit Reason
drop-down menu.

6. Click on the Free & Reduced Meals tab and check the Include in Process box to
modify the exit dates for the Free and Reduced Meals records.

| Childhood Programs ~ English Language Learners  Free & Reduced Mealsl Student GATE | Student Meeds ~ Special Ed MNeeds
||' Include in Process

Mass Update Student Programs Screen, Free & Reduced Meals Tab
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7. Click on the Student tab and check the Include in Process box to modify the exit
dates for the Student GATE records.

Mass Update Student Programs

Organization Mame: Hope High School Schoolvear 2011-2012
Action

Close v

Programs in the 2011-2012 school year will be closed. The last valid school day based on the students school of record will be used as the exit date for the

program
Childhood Programs =~ English Language Leamers = Free & Reduced Meals  Student GATE | Student Meeds = Special Ed Needs
[Include in Process GATE EXit Reason
b

Filter

Grade Filter

™ P1 P2 I Pre K

™01 ["02 ™03 I~ 04

I 05 06 o7 08

09 10 11 I 12

12+ [T UNG-Elem I UNG-Sec [ Special Ed

I Early Child

Mass Update Student Programs Screen, Student GATE Tab

8. Select the exit reason to be entered for the Student GATE records from the GATE
Exit Reason drop-down menu.

9. To only process specific grade levels, check the grade levels to be processed in the
Grade Filter box.

10. Click on the Student Needs tab and check the Include in Process box to modify
the exit dates for the Student Needs records.

| Childhood Prograrms | English Language Learmers  Free & Reduced Meals ~ Student GATE | Student Needsl Special Ed Meeds
" Include in Process Meeds Exit Reason

w

Mass Update Student Programs Screen, Student Needs Tab

11. Select the exit reason to be entered for the Student Needs records from the Needs
Exit Reason drop-down menu.

12. Click on the Special Ed Needs tab and check the Include in Process box to
modify the exit dates for the Special Ed Student Services records.

Update Programs
Mass Update Student Programs

Organization Mame: Hope High Schoeol =chool Year: 2009-2010
Action
Close i

Programs in the 2009-2010 school year will be closed. The last valid school day based on the students schaool of record will be used
as the exit date for the program

Childhood Programs  English Language Learners  Free & Reduced Meals  Student GATE ~ Student Meeds  Special Ed Needsl
™ Include in Process Special Ed Exit Reason

w

Mass Update Student Programs Screen, Special Ed Needs Tab

13. Select the exit reason to be entered for the Special Ed Student Services records
from the Special Ed Exit Reason drop-down menu.

14. Click the Update Programs button at the top of the screen to withdraw all students
in the currently focused high school from the student programs selected.
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SPECIAL EDUCATION SERVICES

Add Special Education Services

The Synergy SIS Special Ed Student Services screen is not used at this time. All Special
Ed data should be entered in the Special Ed section on the MSDS-SPED tab of the
Student.MI screen. Refer to Chapter Two of this manual.

STUDENT GATE

Gifted and Talented Education

Note: GATE records are not used for state reporting at this time.

If the school offers a GATE (Gifted and Talented Education) program, the student’s record
of participation in this program can be entered into the Student GATE screen. Refer to the
Student GATE section of the Student Programs manual for more information.

STUDENT NEEDS
Add Program Participation and Title | Services

If a student is eligible for other programs or Title | services, this information needs to be
recorded in Synergy SIS so that they can be reported to the state in conjunction with the
normal upload procedure. To record a student's program participation:

Adding Program Eligibility Participation

1. Navigate to the Student Needs screen found in the Synergy SIS> Student
Programs folder.

Find the student using either the Scroll or Find method.

Select Program Eligibility Participation from the Needs drop-down menu, and click
the Add New Need button.

Edupoint Proprietary and Confidential 59



State of Michigan Data Reporting User Guide Chapter Three

Student Needs (IR e

e

Student Mame: Smith, John N. Jr.  Schoadl Hope High School  Statuzs: Active  Room bame: AUTO Age: 17 yrs 9 mths

| Needs | Meeds Transactions

Last Mame First Mame Middle Mame  Perm D Grade Gender Birth Date

|Srnith Lohn I 12093 12 v Male v 02/m9/1994
Add @

Meeds

Pragrarn Eligibility Participation] ~ Add Mew Need

Meeds Showe Detail Ol

Figure 61 - Student Needs Screen
4. The Student Program Add screen is displayed.

(& Student Meeds: Smith, lohn N, Ir.: Student Program Add - Windous Internet Explarer == ]

\'43; http:ffedupoint.cmtonline.com/Render.aspx | M'

Save Program M
Student Program Add

| Add Program |
Needs
Frograrm Eligibility Participation v

Program (%]
Program Code Enter Date Grade Exit Date Exit Reason

v 9/m201| 12 v v

Figure 62 - Student Needs Screen, Needs Tab, Adding

5. Select the service the student will be receiving from the Program Code drop-down
menu. This field is used to identify which type of program/service the student is
eligible and/or in which s/he participates.

6. Enter the date in the Enter Date box. The date should be entered in the format
M/D/YYYY or may be selected by clicking the Calendar button.

7. Click the Save Program button at the top of the screen to save the record, or click
Close to close the screen without saving.

Adding Title | Services

1. Navigate to the Student Needs screen found in the Synergy SIS> Student
Programs folder.

Find the student using either the Scroll or Find method.

First, add a record with Program Eligibility Participation as the Need and Title |
TAS as the Program Code. Refer to the instructions above. This program is
required for the MSDS submission if the student is receiving Title | services.

4. The following instructions apply to both Title I Instructional Services and Title |
Support Services.

5. Select Title | Instructional Services (or Title | Support Services) from the Needs
drop-down menu, and click the Add New Need button.
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Student Needs PlL45R

Student Mame: Smith, John M. Jr.  Schook Hope High School  Status: Active  Room Mame: AUTO Age: 17 yrs 9 mths

_ Heeds | Meeds Transactions

Last Mame First Narme Middle Mame  Perm 1D Grade GENnder Birth Date

|Smith lJahn I 12098 12 v |Male v 02/M09/1994
[ Add @

heeds

Title | Instructional Senices v Add Mew Meed

‘Weeds Showy Detail | (& ] |

Figure 63 - Student Needs Screen

6. The Student Program Add screen is displayed.

/& Student Meeds: Smith, John N, Ir.: Student Program Add - Windows Internet Explarer [E=n|EcR[=x=|

|£_- hitp:ffedupaint.cmtonline.com/Render.aspx |

Save Program Close
Student Program Add
| Add Program |
Meeds
Title | Instructional Services v
Program (&)
Program Code Enter Date Grade Exit Date Exit Reason
v 117182011 12 v v
I

English (ESL) for LEP Students
Mathematics

Cther

Reading/Language Arts
Science

Social Studies

Yocational/Career

Figure 64 - Student Needs Screen, Needs Tab, Adding

7. Select the service the student will be receiving from the Program Code drop-down
menu.

8. Enter the date in the Enter Date box. The date should be entered in the format
M/D/YYYY or may be selected by clicking the Calendar button.

9. Click the Save Program button at the top of the screen to save the record, or click
Close to close the screen without saving.

10. Repeat steps 5 through 9 for all services in which the student is participating.

Withdraw from a Program

When a student is no longer participating in a program, the exit date and reason must be
recorded in the Student Needs screen.
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Reference: If the student is withdrawing from the school, Synergy SIS

can be setup to automatically withdraw the student from the programs at

. the same time the withdrawal is entered into the Student screen. To
configure this, see the section on Overall Student Programs
Transactions Setup in Chapter 3 of the Synergy SIS — State of Michigan
Data Reporting Administrator Guide.

To record the student’s withdrawal:
1. Find the student using either the Scroll or Find method.

2. Click on the line number then click on the Show Detail button left-hand side of the
screen.

venuv| | (D @ @) | &5 stus:reasy | @2 Bp 1@
Student Needs («

Student Mame™ Smith, John N. Jr. School Hope High School  Statuz: Active  Room Nams: AUTO  Age: 17 yrs 8 mths

Needs | MNeeds Transactions

Last Name First Name Middle Name  Perm ID Grade Gender Birth Date
|Smith [John [ 12093 12 v Male v 02/09/1994
Add &
Needs
- Add Mew Meed
Needs (| Show Detail |»
% | | |
I Program Eligibility Participation Immigrant 09/09/2011 12
I Title | Instructional Services English (ESL) for LEP Students 09/08/2011 12
I Title | Support Services Health 09/08/2011 12
Figure 65 - Student Needs Screen, Needs Tab, Show Detail button
| .:<:<) .:CD .:>:>) éj Status: Ready | =] %éﬂf @
Student Needs («

Student Name: Smith, Jehn M. Jr. School: Hope High School  Status: Active  Room Name: AUTO  Age: 17 yrs 8 mths

| Needs | INeeds Transactions

Last Name First Name Middle Name  Perm ID Grade Gender Birth Date
|Smith [John N [12038 12 v Male v |02/09/1994
Add &)

Needs

v Add MNew Need

Needs

Hide Detail |O

|

rogram Code: 9130
Program Eligibility Participation

PP T Detail |

Title | Support Services History [ sdd

x |

o 09/09/2011 12 v ) i v

Figure 66 - Student Needs Screen, Needs Tab, Detail Screen, Withdrawing

3. Enter the date the student withdrew in the Exit Date box. The date should be

entered in the format M/D/YY or may be selected by clicking the Calendar
button.

Select the reason the student withdrew from the Exit Reason drop-down menu.
Click the Save button at the top of the screen to save the record.
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Tip: If all students must be marked as withdrawn from programs at the
end of the year using an End of School Year code, a quick way to do

N7 this is using the Mass Update Student Programs screen. For more

information about this screen, see Mass Update Student Programs
above in this chapter.

Re-Enroll in a Program

If the student re-enrolls in the school or in a program after the program has been marked as
withdrawn, the enrollment record needs to be entered into the Student Needs screen.
Since all of the student needs & program records have to be marked as withdrawn at the
end of the year, any student who returns to the school the following year must have a new
enrollment record for the program as well.

Note: Only one record with the same need and program may be
entered into the student’s record. The same need may be entered only
if the student is receiving a different program. To enter a different need,
or the same need with a different program, follow the instructions for
Adding Other Needs & Programs in this chapter. Otherwise, if the
student is re-enrolling with the same need and program, follow the
instructions in this section.
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To re-enroll a student in the same need and program:

1. Find the student using either the Scroll or Find method.

2. Click on the need/program line on the left-hand side of the screen in which to re-
enroll the student.

Menuw | @ @ @ | g‘;‘—j | Status: Ready | @ %&g
Student Needs («

Student Name: Smith, John N. Jr. Schoel: Hope High School  Status: Active  Room Name: AUTO  Age: 17 yrs 8 mths

Needs | MNeeds Transactions

Last Name First Name Middle Name  Perm ID Grade Gender Birth Date

|Smith [Jahn N [12038 12 v Male  ~ |02/09/1994

Add @

Needs

| v| Add Mew MNeed | A
Needs Show Detail | 3

< | Program Eligibility Participation Immigrant 09/08/2011 12
“I Title | Instructional Services English (ESL) for LEP Students 09/08/2011 12
=] Title | Support Services Health 098/08/2011 12

Figure 67 - Student Needs Screen, Needs Tab, Show Detail button

| @@@ |£__;—j| Status.Ready|@ %ﬁz-@
Student Needs («

Student Name: Smith, Jehn N. Jr. School Hope High School  Status: Active  Room Name: AUTO  4ge: 17 yrs & mths

Needs | INeeds Transactions

.Last Name First Name Middle Name  Perm ID Grade Gender Birth Date
|Smith [John N [12098 12 v Male v |02/09/1994
Add @]
Needs
| v | Add New Meed |
Needs Hide Detail |O
eed Descrintio Program Code: 9130

Program Eligibility Participation -

Title | Instructional Services Detail |

Title | Support Services History Add @D

- er Date ade it Date it Reaso
~ 09/09/2011 12 v "

Figure 68 - Student Needs, Needs Tab, Detailed Screen
3. Click the Add button in the Detail section.
] QP 5| s sere | ) R 4/ @
Student Needs («

Student Name: Smith, John N. Jr. School: Hope High School  Status: Active  Room Nams: AUTO  Age: 17 yrs 8 mths

| Needs | MNeeds Transactions

Last Name First Name Middle Name  Perm ID Grade Gender Birth Date

[Smith [John I 12098 12 v Male v 02/09/1994

Add @

Needs

| R | Add New MNeed |

Needs [ Hide Detail |

Program Code: 9130

1||Program Eligibility Participation -
7 Title | Instructional Services Detail | P
< Title | Support Services History Add

or Date

B ade it Date (it Reaso
- 09/09/2011 12 v v

Figure 69 - Student Needs, Needs Tab, Detailed Screen, Add button
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4. In the blank line that appears, edit the Enter Date so that it reflects the student’s
enrollment date. By default it enters today’s date. The date should be entered in
the format M/D/YYYY or it may be selected by clicking the Calendar L& button.

| '<:<) ':C:D ‘1)}) ‘ éj Save Undo

Student Needs

Student Name: Smith, John N. Jr. School Hope High School  Status: Active  Room Name: AUTO  Ags: 17 yrs 8 mths

Status: Ready | @ %ﬁf @
«

Needs | Meeds Transactions

Last Name First Name Middle Hame  Perm ID Grade Gender  Birtn Date
|Smith [John [ 12098 12 v Male v 02/09/1994
Add &

Needs

v Add New Need

Needs Hide Detail ‘ @
‘Program Code: 9130
| Program Eligibility Participation :

Title | Instructional Services | Detail |

Title | Support Services History Add | @
X | | \
o goiooiandd 12 w
| 11/7/2011 12 v

Figure 70 - Student Needs Screen, Needs Tab, Detailed Screen, Adding Re-Enrollment

5. Click the Save button at the top of the screen to delete the record, or click the Undo
button to cancel the operation without deleting the record.

If the student receives multiple programs, they must be re-enrolled in each program
by repeating the steps above.

Delete Needs Records

To completely remove a need/program record:

1. Find the student using either the Scroll or Find method.

2. Click in the box of the X column of the record to be deleted.

]| DB |5
Student Needs

Student Mame: Smith, John N. Jr. School: Hope High School  Status: Active  Room Name: AUTO  Age: 17 yrs 8 mths

Status: Ready | {-@_‘l %ﬁ’f@
(«

Needs | MNeeds Transactions

Last Name First Name Middle Name Perm ID Grade Gender Birth Date
|Smith [Jahn N [12098 12 v Male  ~ |02/09/1994
Add Q@

Needs

w Add New Need

Needs [ show Detail | Q)
% | | |
| Program Eligibility Participation Immigrant 09/08/2011 12
| Title | Instructional Services English (ESL) for LEP Students 09/08/2011 12
| Title | Support Services Health 09/08/2011 12

Figure 71 - Student Needs Screen, Needs Tab, Delete

3. Click the Save button at the top of the screen to delete the record, or click the Undo
button to cancel the operation without deleting the record.
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Menu Options

At the top of the Student Needs screen, a Menu button provides access to additional
information regarding the student’s records.

venuv]| (9 @ () | &35 |
Wiew audit Detail For Student Needsf
Figure 72 — Student Needs Screen, Menu Options

The option available under the Menu button is:

¢ View Audit Detail For Student Needs — the Audit Trail History screen lists all of the
changes made to the student’s records, what was changed, who changed it, and the
date and time the change was made. It is the same audit trail report available
through the Student screen. Since the Needs/Program information is stored in a
grid, it is not yet available for tracking via the audit detail report.

Audit Trail History («
Properties IMI (5]
1| StudentSOREnNnroliment FTE Update 1.00 099 CMT, CMT 10/18/2011 11:21:51
2 EffectiveDate Update 20111010 CMT, CMT 10/18/2011 11:21:51
<] Student MailAddressGU Update <Link= <Link= CMT, CMT 10/14/2011 11:26:00
| Student Firsilame Update John Louis CMT, CMT 10/14/2011 11:26:00
B HomeAddressGU Update <Link= <Link= CMT, CMT 10/14/2011 11:26:00
6 BirthDate Updaie 19940209 19940221 CMT, CMT 10/14/2011 11:26:00
I ScrollCompositeKey Update SMITH JOHM M SMITH JOHM M CMT, CMT 10/14/2011 11:26:00
8 LastName Updaie Smith Clark CMT, CMT 10/14/2011 11:26:00
9 LastNameGoesBy Update Curtiss, Larry R CMT, CMT 10/14/2011 11:26:00
11| StudentSOREnNroliment EffectiveDate Update 20110808 User, Admin  [10/13/2011 12:12:03
11 SrEnrUserDD01 Update 03659 User, Admin  [10/13/2011 12:12:03
12 ProgramCode Update 01 User, Admin  [10/13/2011 12:12:03
(5| Student LastName Update Clark Curtiss User, Admin  [10/13/2011 12:11:16
14 HomeLanguage Update 23 00 User, Admin  [10/13/2011 12:11:16
15 Suffix Update Jr. User, Admin  [10/13/2011 12:11:16
16 MiddleName Update M R User, Admin  [10/13/2011 12:11:16
17 Firsthame Update Louis Larry User, Admin  [10/13/2011 12:11:16
18 ScrollCompositeKey Update CLARK LOUIS 1 CLARK LOUIS N User, Admin  [10/13/2011 12:11:18
(14| Student LastNameGoesBy Update Curtiss, Larry R User, Admin  [10/13/2011 12:10:11

Figure 73 - Audit Trail History for Student Needs

The Print button at the top of the screen may be used to print the information on the
Student Needs screen.

]| @ @ ) ()] e | |

Figure 74 — Print Button

The Print button prints the information exactly as it is displayed on the screen, and does
not show the information available using the scroll bars.
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STUDENT PROGRAM SUMMARY

View Student Program Summary

The Student Program Summary screen lists the transactions for a student for all student
programs.

1. Navigate to the Student Program Summary screen found in the Synergy SIS>
Student Programs folder.

Find the student either the Scroll or Find method.

3. The Student Program Summary displays all student program transactions that have
been uploaded to the state for the student. This includes the transactions for
Childhood Program Participation, English Language Learners, Free and Reduced
Meals, Special Ed Student Transactions, Student Needs, and Student GATE.

| @@@ | g“fj Status: Heady| % %%‘E

Student Program Summary

Student Name: Smith, John N. Jr. schcol Hope High School  Status: Active  Room Name: AUTO  Age: 17 yrs 8 mths

_ Student Programs |

Last Name First Name Middle Name Perm ID Grade Gender Birth Date
Smith lJahn M [12008 12 v Male v 02/09/1934

Auto Generate Needs §As Of Date
10/21/2011 GoTonate ||

Childhood Program Participation Transaction Detail

hmﬁmmmhﬁmmﬁh

English Language Learners Transaction Detail

DISEOIHN Impairment

Figure 75 - Student Program Summary Screen

4. By default, the screen displays all of the transactions that have been created for the
school in focus, and all transactions for the year up to the current date. To list the
transactions uploaded up through a previous date (removing all transactions from
the screen that were uploaded after that date), enter the new date in the As Of Date
box in MM/DD/YYYY format. The date can also be selected by clicking on the
Calendar [ button. Then click on the Go To Date button to change the screen.

5. Values that are bolded are calculated values as opposed to manually entered
values. If an entire row is highlighted, it indicates there is an error in the transaction
and it has not been uploaded correctly.
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Chapter Four:
HEALTH INFORMATION

In this chapter, the following topics are covered:
» Add / Update Immunizations
» Add/ Update Health Screenings
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HEALTH OVERVIEW

The information used to create the MCIR Extract is stored in the Synergy SIS> Health>
Heath and Health Screen screens.

There are many fields available in the Health screens. This manual only covers the fields
needed for the MCIR Extract.

IMMUNIZATIONS
1. Navigate to the Heath screen found in the Synergy SIS> Health> folder.

2. Click the Immunizations tab.

el @@ 5] -] ]

Status: Ready ‘ & Eam@@

Health

(QiFT

Student Name: Smith, Johnny J. School Hope High School (273) Status: Active Homeroom: SEM  Age: 18 yrs 10 mths.

Murse’s Log | Health Conditions | Immunizations | _Medications Health History  Private
Last Name First Name Middle Name Perm ID Grade Gender  Birth Date Allow Tylenol
[Smith Jahnny " 937019 12 v |Male v 12/09/1993
Immunizations Show Detail | (| =~
a t 0 0
Polio Not Compliant (2 valid dosage(s))
DTP/DTaP/DT " Not Compliant (2 valid dosage(s))
Td - |Not Compliant (2 valid dosage(s))
MMR Not Compliant (1 valid dosage(s))
HIB Not Compliant (0 valid dosage(s))
-|HBV 2 DOSE Not Compliant (0 valid dosage(s))
HBV Not Compliant (1 valid dosage(s)) i
| Varicella n‘o Not Required (0 valid dosage(s))
*| varicella 13 + B  |Not Required (0 valid dosage(s))
HEP A If Mot Required (0 valid dosage(s))
ge Data [%)
Polio 02/20/1993 05/11/1993 03/08/1993 11/03/1994 07/03/1998
DTP/DTaPDT  |[02/20/1993 05/11/1393 08/06/1393 11/031994 07/03/1998 \ m
Ta 07/12/2004
MR 11/26/1994 07/03/1998
HiB

i':igure 76 -T—ieath"screen, Immunizations tab

3. Refer to the Synergy Student Information Administrator Guide for information on
adding and maintaining immunization information.

The information displayed in the Dosage Data section is used in the MCIR Extract.

If a student is exempt from immunization or immune to any of the diseases, do the
following:

1. Click on the immunization line number in the Immunizations section then click
Show Detail.
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[ens~] | @ QDB | 5| e || o | staus-Reary | @ B[
Health (GEFE

Student Name: Smith, Johnny J. School Hope High School (273) Status: Active Homeroom: SEM  Age: 18 yrs 10 mths

Nurse's Log Health Conditions | Immunizations | Medications Health History | Private

Last Name First Name Middle Name Perm D Grade Gender Birth Daie Allow Tylenol
Smith [Johnny Ja [937019 12 v |Male v [12/09/1993
Immunizations Hide Detail ||
e| Name Immunization Name: HIB  Status: Not Compliant (0 valid dosage(s)}
Polio
DTP/DTaP/DT Student Dosage |
Td Dosages ]
TMMR e|Date |Due B Override Complia 3 0 o 0 e
HIB 01/06/1994 ] Vaccination due by 4 week(s) old
£ ::: ZIDOSE 03/031994 r =
" 05/26/1994 r
i Varicella
< Varicella 13 + 05/26/1995 r
{|HEP A E: i Compliance Ovemrride and Comment (@]
Exempt Granted JExempt Exempt Expiratior mpliant
B v 0]
‘Comment [E5] G L4
Dosage Data [%]

Polio 02/20/1993 05/11/1993 08/08/1993 11/03/1994 07/03/1998

Figure 77 — Health screen, Immunizations, Exemption, Compliance Override and Comment area

Select an Exempt code from the dropdown list.
Check the Compliant box if applicable.
Exempt Granted and Exempt Expiration may be entered if applicable.

Click on the Save button near the top of the screen.

a > DN
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Chapter Four

HEALTH SCREENINGS

1. Navigate to the Heath Screen screen found in the Synergy SIS> Health> folder.

penuv]| @ Q@@ | 55| | soe | oo |
Health Screen
Student Name: Smith, Johnny J. School Hope High School (273) Status: Active Room Name: SEM
| Tuberculosis {_Vision I Hearing J Scaliosis Coeera o) Dental
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
|Smith WJohnny 1 | 1937019 12 v Male ~
Tuberculosis Skin Test
Type Date Given 1 Date Read 1 mm Induration 1 Impression 1
A v
Type Date Given 2 Date Read 2 mm Induration 2 Impression 2
o -
Waiver Waiver Date
N 5 J

Figure 78 - Heath Screen screen

2. Refer to the Synergy Student Information Administrator Guide for information on

adding and maintaining screening information.

If there is a record on the Vision, Hearing, and / or General Health tabs with a date within

the date range used in the MCIR Extract, the date will be included in the extract.
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Chapter Five:
DISCIPLINE

In this chapter, the following topics are covered:
» Add a Discipline Incident

» Add disposition information to a student involved in an incident
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DISCIPLINE OVERVIEW

The Synergy SIS menu (also known as the PAD tree) may include a Discipline folder and a
Discipline Incident folder. Michigan school districts should use the Discipline Incident
screens and reports. The Incidents screen allows a user to add a single incident that links
all students involved, list each student’s role, and indicates what schools were involved.

Discipline is reported to the state by incident number. Only the incidents that result in
suspension or expulsion for a student are reported. Be sure to include all students involved
in a single incident; DO NOT add separate incidents for each student.

There are two screens available in Discipline Incidents: the Incidents screen and the
Student Incident screen. Once an incident is added, it will appear in the Student Incident
screen for each of the student participants. Incident details can be modified using either of
the screens.

Discipline codes can be set up to create both the SID (School Infrastructure Database)
discipline report and for MSDS reporting. Refer to Chapter 2 of the Synergy SIS - State of
Michigan Data Reporting Administrator Guide for information on how to setup the discipline
and disposition codes.

There are many fields available in the Discipline Incidents screens. This manual only
covers the fields needed for state reporting.

ADD A DISCIPLINE INCIDENT

1. Navigate to the Incidents screen found in the Synergy SIS> Discipline Incident
folder.

2. Click the Add button at the top of this screen to create an incident.
@ | 5| rna | | | Stetus: Fin
Incident

Incident ID:  Incident Date:  Referred By:  Entered By:  Organization Mame:

1 Informationl Participants | “iolations = Docurnents
Date Time Incident ID - Referrer Last Mame  Referrer First Mame  Referral Date Staff Mame

I | | v
Description [ @ Private Description [ Q

Figure 79 - Incidents screen

3. Incidents can also be created from the Student Incident screen found in the
Synergy SIS> Discipline Incident folder. Click the Create New Incident button.

C Student Incidend
Studert Name: EMIfﬁ, John M. Jr. School Hope High School  Status: Active  Homeroom: AUTO

| Discipline | Discipline History

Last Mame First Mame rdiddle Mame ST Perm ID Grade Gender
Smith [Jahn [ |r. [12098 12 v Male v
Add Existing Incident |[ Create Mew Incident | ]

Figure 80 - Student Incident Screen
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4. The Incident Add screen is displayed. All fields highlighted in green are required.

Create the Incident

(€ Incidents: Incident Add: 114012011 - Wirid ows Internet Explarer

===
|g hittpiffedupoint. crtonline.com/Render.aspx | @|
Save Close
. ( =)
Incident Add Rl 45
Infor i | Participants |~ “iolations
Incident Date Incident Time  Referrer Last Mame  Referrer First Mame — Referral Date Staff Name
11/01/2011 10:15 A Smith Mary 11/02/2011 Jones, James R.
Description [§7] @ Private Description [§F @
Students were fighting in the hall. o
Gang Related Hate Related
Incident Cost  Incident Context Cade Incident Context Comment 3]
500.00 During Schoal Hrs v

Location Add |

X < |

| Hallway b @

Link Organizations D)

Organization Name

Find Organization{s)

Search Organizations (] | 4dd Organization(s) = > | Linked Organizations (]
Clarksville Elementary School 2011-R | << Remave Orgarizationts) | Lakewood Middle School 2011-R
Sunfield Elementary School 2011-R
West Elementary School 2011-R
wWoodland Elementary School 2011-R

Figure 81 - Incident Add Screen

1. Enter the date and time of the incident in the Incident Date and Incident Time
boxes. The date used in this field is the day of the incident that led to the
disciplinary action. The date should be entered in the format M/D/YYYY or may be

selected by clicking the Calendar button.

2. Enter the Referrer Last Name and Referrer First Name. This person does not

have to be a staff member.

3. Enter the Referral Date. The date should be entered in the format M/D/YYYY or

may be selected by clicking the Calendar button.

4. Select the name of the staff member who handled the disciplinary process from the

Staff Name drop-down menu.
5. Select the Incident Context Code from the drop-down menu

Enter any other pertinent information in the fields displayed.
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Add Participants
1. Click on the Participants tab.

2. Click on the Chooser button to select the students involved in the incident.
Save Close

Incident Add

Infarmation| Participants Violations

Incident Date ncident Time  Referrer Last Name Referrer First Name Referral Date Staff Name

szt 6| | | | i g P
Students Involved C Chooser )
+4 | Line| Student Name Gender Grade Incident Role Injuries Sustained Violation List School Of Enrollmer- |

Other Involved Persons

(= 19
TIT’T’i Gender Relation To School Incident Role Injuries Sustained

Figure 82 - Incident Add, Participants Tab
3. Use the Chooser screen to select all students involved in the incident.

4. Click the Add button on the Other Involved Persons line to add non-student

participants.
/& Incidents: Incident Add: 11/01/2011 - Windows Internet Explarer =3 iR ==
‘E‘ httpeffedupaint.cmtonline.com/Render.aspx ‘ @‘
Save Clase
Incident Add QR
Information Fanicipamsl Yiolations
Incident Date Incident Time Referrer Last Name — Referrer First Name  Referral Date Staff Name
11012011 [m15am | [Smith | Mary | [11m2r2011 Janes, James R v
Students Involved Ghooser | ()
: ent Name e ade ent Role : o — 00l O olime
Sinith, John M. Jr. h 12 Offender v r Hope High School
Clark, Jacob J b 08 Offender v I3 Lakewnod Middle School
tdiller, Ashiey bd F 12 Bystander or witness v r Hope High Schoaol
Jackson, John B ] 08 Bystander or witness e r Lakewood Middle School
Other Involved Persons Add

Name
74 | Line Gender < Relation To School Incident Role Injuries Sustained
. Last Name - First Name = | Middle Name

| | Smith hary Teacher Eystander or witness -

Figure 83 - Incident Add, Participants Tab, Adding

5. Select each person’s Incident Role from the drop-down menu. The incident role is
the role the person played in the incident.

6. Click in the Injuries Sustained box if the participant received injuries during the
incident.
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7. To delete a participant, click the box under the X column.

Save Close
Incident Add «

Information Parli[:ipamﬁl Violations

ncident Date Incident Time Referrer Last Name  Referrer First Name  Referral Date Staff Name

11/09/2011 | | | | | |

ems Involved Chooser |O

F|gure 84 - Incident Add, Participants Tab, Deleting

Add Violations
1. Click on the Violations tab

2. Choose the violation from the Category drop-down menu. Choose the primary and
most recent reason that led to the disciplinary action. Depending on the Category
selected, a Violation field may be displayed. If true, select a Violation, if
applicable, from the drop-down menu. This is the code that will be used for MSDS
reporting. Depending on the violation selected, a Detail field may be displayed. If
true, select a Detail code, if applicable, from the drop-down menu. The Detail field
is used to indicate Sexual Assault for MSDS reporting.

3. Click the Add To Violation List button. Multiple violation categories may be added
by repeating this step. The violations will be added to all participants that are
flagged as “Offender”.

& Incidents: Incident Add: 11/01/2011 - Windows Internet Explarer =n| =R
‘g http/fedupoint.cmtonline.com/Render.aspx | §|
Save Close:
o CFY
Incident Add Bl 488
Infarmation Panicipants' Violati l
Incident Date |ﬂE\dEnh ) ast Mame Referrer First Mame Referral Date Staff Name
110172011 [10:15AM | [Smith | Mary | 11022011 lJones, James R. v
Add violation Q|
o Category winlation Detail
Add To Violation List Physical Assaults v | Physical Assault winjury v b
Violation List n

e [Violation De 0 A onal Te Sexual Assault

Figure 85 - Incident Add, Violations Tab, Add Violation

4. For each violation added, an additional description of the violation may be added in
the Additional Text box.

Add violation (&
Category

[ addTovilation st || v

Vlnlatlun List [~

Line violation Description ,Addnmnalmﬁi | Notify Law Enforcement
(| Physical Assault wiinjury W [

Figure 86 - Incident Add, Violations Tab, Violation List section, Adding
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5. To delete a violation, click in the box under the X column.

Add violation (&
Categary

[ addTovioationLst || v

Viglation List €]

Figure 87 - Incident Screen, Incident Add Pop-up, Violations Tab, Vlolatlon List section, Deleting

Save the Incident

¢ Click the Save button at the top of this screen to save the incident. The incident is
now saved and an incident ID number has been generated by Synergy SIS.

ADD DISCIPLINE DISPOSITION INFORMATION

Once an incident is added, disposition information is added for each offender. This can be
accomplished on either the Incidents screen or the Student Incident screen.

Incidents Screen

1. Navigate to the Incidents screen found in the Synergy SIS> Discipline Incidents
folder.

2. Find the incident using either the Scroll or Find method. To use the scroll method,
enter the date prior to the incident date then click the scroll forward button until you
find the incident.

Click on the Participants tab.

Click on the line number of the Student you wish to screen then click the Show
Detail button.

B Y
Incidents »| 58
Incident ID: 80 Inci Date: 11/01/2011  Referred By: Smith, Mary  Ertered By: Jones, James R Organization Mame: Hope High School
Infurmatg Participants i Qlations Documents
Date Time Incident D Referrer Last Mame  Referrer First Mame  Referral Date Staff Narne
[11/m12011 [10:15 A JBD |Smith |hary |11/02/2011 |Jones, James R v

Participant Totals

Offender Additional victims Total Victims Bystander or Witness
|2 0 |3

Students Involved

|l Clark, Jacob J. Offender F F'hyswa\ Assault winjury Lakewood Middle School
= Jackson, John R. I o8 Brystander or witness r Lakewnood Middle School
. & Miller, Ashley . F 12 Bystander or witness b - Hiope High School
| Gl Smith, John k. Jr. | 12 Offender b r Physical Assault wiinjury Hope High School
Other Involved Persons Show Detail | ()

. Name
){ Line = Gender Relation To School Incident Role = | Injuries Sustained =
Last Name = First Name Middle Name =

1| Smith Ilary Teacher + ||| Bystander ar witness

Figure 88 - Incidents Screen, Part|C|pants Tab, Show Detall
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5. Click on the Add Wizard button of the Disposition line. You may have to scroll
down to see the button.

Incidents SIRE

Incident I 8Q  Incident Date: 1101/2011  Referred By: Smith, Mary  Entered By: Jones, James R, Crganization Mame: Hope High School

Infarrnation Participamsl Vialations = Documents

Date Titme Incident ID - Referrer Last Name  Referrer First Mame  Referral Date Staff Mame
11/01/2011 [lo1sam  [sa [Smith Mary 11022011 Jones, James R. v
Violation(s) associated with incident require that this incident be reported to police.
Participant Totals 0|
Students Involved | Hide Detail H Chooser |0
Clark, Jacohb J. | Student Incident Detail | Incident Detail | Incident Wiolations  Interventions  Additional Information . Enrollment Restrictions
Jackson, John R Incident IO Incident Date Entered By Referred By
[ Miller, Ashiey M. El | [11/01/2011 | [Jones, James R [Smith, Mary
Srnith, John M. Jr.
|F‘rint Discipline Report Q|
|Student Incident Information Q|
Disposition Information (]
Hours Days Demerits Hearing Office Disposition Hearing Office Disposition Date
Recalculate Demerits '
Disposition [ sdd WizarD| A | &
<[ Line| gl gl gl | gl = gl =
Other Involved Persons | Add ” Show Detail |O|
|

1 ] ! ] [
Figure 89 - Incidents Screen, Participants Tab, Show Detail, Student Incident Detail Tab, Add Wizard button

6. The Student Disposition screen is displayed. All fields highlighted in green are
required.

Save Close

Student Disposition

Infermation |
isposition Date | Staff Name
11/10/2011 & v
Disposition Description
Disposition Code Place Moved To Modification Authority Code
w | b w

Figure 90 - Student Disposition Screen, Adding

7. Enter the disposition date in the Disposition Date box in the Information section.
This is the date the consequence was assigned. The date should be entered in the
format M/D/YYYY or it may be selected by clicking the Calendar button.

8. Select the staff name from the Staff Name drop-down menu in the Information
section.

9. Select the Disposition Code from the drop-down menu. Choose the type of
disciplinary action taken as a consequence of the incident reported in the
Disciplinary Incident.
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10. The dispositions that are reported for MSDS are: Expulsion, Follow-up, In School
Suspension, and Out of School Suspension. When one of the MSDS dispositions is
chosen, a Sub Category 1 box appears. Select the sub category from the Sub

Category 1 drop-down box. This value will be used as a Consequence Type in
MSDS state reporting.

Disposition Description

Disposition Code Sub Category 1
Foliew Up RS

LY

C:"n"nsnt@lﬂ

isposition Review Date Completed R
[ O

Reassignment Days

(%)

Figure 91 - Student Disposition Screen, Disposition Description Section, Disposition Code

Student Disposition >

_ Information |

Disposition Date  Staff Mame
1141512011 v

Disposition Description

Disposition Code Sub Category 1 Place Moved To
Ot of School Suspension MMSDS-Out of School Suspension |4

£

wodification Authority Code

b v
Additional Text [§5] D comment [
tart Date End Date Disposition Review Date Completed Receives Support Services
E & &

Attendance Reason Cuc} Hours | Reassignment Days

Assigned Start Date Assigned End Date
Expulsion Modified Days Reduced Did Return
] ]

Figure 92 - Student Disposition Screen, Dates Section, Adding
11. The fields circled in red are used in MSDS state reporting.
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12. Enter the start date in the Start Date box. Enter the first day the student began
serving the consequence, not the date the consequence was assigned. The date

should be entered in the format M/D/YYYY or it may be selected by clicking the
Calendar button.

13. Enter the end date in the End Date box. Enter the last day the student ends serving
the consequence. The date should be entered in the format M/D/YYYY or it may be
selected by clicking the Calendar button.

14. Select an Attendance Reason Code from the drop-down menu. This code will be
used to create attendance records when the student will be absent.

15. Enter the number of days assigned for the consequence in the Reassignment
Days box. You may use 0.5 to indicate a half-day.

16. Click the Save button at the top of this screen to save the disposition information, or
click the Close button to close the incident without saving.

17. Repeat these steps for all dispositions including any follow-up.

ADD DISCIPLINE DISPOSITION INFORMATION USING

Student Incident Screen

1. Navigate to the Student Incident screen found in the Synergy SIS> Discipline
Incidents folder.

2. Find the incident in the Discipline Incidents grid. Click on the line number then click
Show Detail.

f V)
Student Incident 45
Student Mame: Smith, Jehn N. Jr.  School: Hope High School  Status: Active  Homeroom: AUTO
| Discipline| Discipling Histary
Last Mame First Name Middle Name  Suffix ~ Perm 1D Grade Gender
[Smith \John [ Jr. 12008 12 v |Male v
Add Existing Incident | Create Mew Incident |
Counts and Totals 0
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Tatal Demerits
Twa or More v v |5 o [100 o
Discipline Incidents c Show Detail [3
x
\ |
| 1141072011 10:00 A b || Offender v | |Que, suzy Drive by Shooting Barker, Bill Hope High School
| 110972011 10:00 A gh ||Offender v Clue, Buzy Handgun Barker, Bil Hope High Schoal
i 11401/2011 10:15 AM || Offender v | | Smith, Mary Physical Assaultwiinjury  |[Jones, James R, Hope High Schoal
[ 08/08/2011 1:55 P i ||Offender v | |Wieber, Dean Sexual Assault Poole, Michelle Hope High Schoal
| 090852011 11:15 Am g8 || Offender v Barker, Bill Truancy Poole, Michelle Hope High School

Figure 93 - Student Incident Screen

3. Click on the Add Wizard button in the Disposition section on the Student Incident
Detail tab. You may have to scroll down to see the Disposition section.
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A EE)
Student Incident P45
Student Mame: Smith, John N. Jr. School: Hope High School  Status: Active  Homeroom: AUTO
| Discipline | Discipline History
Last Name First Mame Middle Marme  Suffic  Perm D Grade Gender
Smith \John N |r 12098 12 v Male v
Add Existing Incident | Create Mew Incident |
|Cc|un15 and Totals 0|
Discipline Incidents | Hide Detail |O
| Student Incident Detail | Incident Detail  Incident “iolations | Interventions | Additional Information  Enrollment Restrictions
11/10/2011 @ Incident ID Incident Date Entered By Referred By
T UTE D] [ [11/01/2011] [Jones, James R.| |Smith, Mary|
‘ 110172011 Vielation(s) associated with incident require that this incident be reported to police.
09082011 |F‘rim Discipline Report Q|
059/08/2011 F |Student Incident Information 0|
Disposition Information Q)
Hours Days Demerits Hearing Office Disposition Hearing Office Disposition Date
Recalculate Demerits b
S
Disposition Add Wizard Add D
[ Line| g g gl \ gl = gl g

Figure 94 - Student Incident Screen, Disposition, Add Wizard

4. Follow steps 6 and following above (in the previous section) to add dispositions.

Serious Bodily Injury

If the incident involved physical violence with injury and the injury inflicted meets the
definition of Serious Bodily Injury per the United States Code, paragraph (3), of subsection

(h) of section 1365 of title 18, do the following:
1. Find the injured student in the Student Incident screen.
2. Click on the incident in the Discipline Incidents grid and click Show Detail.
3. Click on the Additional Information tab.
4. Check the Serious Bodily Injury box.

Student Incident FLJ%

Student MName: Clark, Jacob J. Schoot Lakewood Middle School  Stalus: Active  Homeroom: 307

Discipline | Discipline History

Last Name First Name Middle Name  Suffix  Perm ID Grarde Gender
|Clark [Jacab [Joseph 12062 08 v [Male v
Add Existing Incident | Create MNew Incident ‘
Counts and Totals (&
Resolved Race/Ethnicity Instructional Setting Total Incidents Total Hours Total Days Total Demerits
White v v i o [oo o
Discipline Incidents | Hide Detail |O
| Student Incident Detail ~ Incident Detail  Incident Violations — Interventions dditional Information [l Enrollment Restrictions
0172011 Incident 1D Incident Date Entered By Referred By E
[so | 1170172011 | [Jones, James R.| [Smith, Mary
Violation(s) associated with incident require that this incident be reported to police.
Injury Information  ge— @
V] Injuries Sustained §~ Serious Bodily Injury
Injury Description [&] ()
Comments (%]

Figure 95 - Student Incident Screen, Serious Bodily Injury
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Chapter Six:
REPORTS & EXTRACTS

In this chapter, the following topics are covered:
» Available reports and extracts
» MSDS Collections
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AVAILABLE REPORTS AND EXTRACTS

There are three types of reports available throughout Synergy SIS — individual, list, and
summary. Individual reports print out information about a single student on a page, but can
be printed for multiple students at one time. List reports generate lists of multiple students,
generally one student’s information per line. Summary reports summarize student data into
statistics and numbers.

Extracts pull information out into a data file that can be used in another program.

., Reference: This chapter covers only the customizations specific to
N each of the reports used in the State of Michigan Data Reporting. The
additional options available on the other tabs are explained in the

manual titled Synergy SIS — Queries & Reports Guide.

Reports related to state reporting can be found in the following folders:

Synergy SIS> Attendance
Synergy SIS> Discipline Incident
Synergy SIS> MI

Synergy SIS> Student

Synergy SIS> Student Programs

MSDS COLLECTIONS

The MSDS collection screens can be found in the Synergy SIS> MI> Extracts folder.
MSDS collection prompt screens are all very similar. There is a tab for entering report run
parameters, a tab to show the run history, and an "about" tab that contains information
about the extract.
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Parameters Tab

Pdrdmetersl History = About

Date Parameters Q)
Start Date: End Date:
Run Parameters Q|
Submitting Entity Code Submitting Entity Type Code Operating ISD/ESA Number

v v
Selection Parameters Q|

If no Organizations to Process are selected, the program will use the current focus

Organizations To Process Chooser \0

2% [ Line|

Clear Organizatiens To Process List ‘

Students To Process Chooser | @

4 [ Line| | \

Clear Students To Process List |

Figure 96 - MSDS Collection Parameters Tab
The parameters tab will look similar to the screen shot above.

If Organizations to Process is displayed, you have the option to select individual schools
to include on the report. Click on the Chooser button to select organizations (schools). If
no Organizations to Process are selected, all schools will be included on the report or the
current focus school only will be included (see about tab for more information).

If Students to Process is displayed, you have the option to select individual students to
include on the report. Click on the Chooser button to select student(s). Depending on the

extract, it may only include students in the selected organizations or it may ignore selected
organizations if students are selected (see the about tab for more information).

History Tab

General Collection

General Collection [ History | About

Save History Changes | Refresh | Clear Report History

History Show Detail |O
P4

| 06/21/2012 02:48 PM|06/21/2012 02:20 PM a ™

| 06/21/2012 11:33 AM|06/21/2012 11:33 AM a ™

| 06/21/2012 11:23 AM|06/21/2012 11:23 AM 2 -

<]

HS only

| 06/21/2012 11:18 AM|06/21/2012 11:18 AM a

Save History Changes Refresh Clear Report History |

Figure 97 - MSDS Collection History Tab
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Each time the collection is run, an entry is written in the current user's the history. The user
can add text in the Label column to describe the report. After entering a label(s) or
checking the 'Pinned' check box, click on one of the Save History Changes button found
above and below the grid.

Click on a line and click on the Show Detail button to view the run parameters and to
access the reports and/or files produced.

It is recommended that you regularly clean up the report history. The reports are stored in
the database along with the history entries. Not deleting the history entries regularly will
cause the database to grow exponentially. Individual history entries can be deleted by
checking the box on the left then clicking on one of the Save History Changes buttons. All
history entries except those with the Pinned box checked (and previously saved) can be
deleted by clicking on one of the Clear Report History buttons.

About Tab

FParameters = History Ahoutl

Yersion: MISRC.11.11.1

Description: General Collection Extract

This prograrm creates a file of all students in the selected organization(s).

If no Organizations to Process are selected, the current focus organization is used. Use Organizations to Process to select inidividual
schools only. DO NOT use Organizations to Process to select groups of schoals such as the entire school district or all elementary
schools; use focus to select a group of schoals.

You may select individual students by adding therm to the Students to Process list.

Figure 98 - MSDS Collection About Tab

The About tab contains information about the report / extract. You will find the version
number along with a short and long description. There may be instructions on how to
submit the report.
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Early Childhood Collection (Fall, Spring, EOP)

To create the extract file for uploading to CEPI:

1. Navigate to the Early Childhood Collection screen found in the Synergy SIS> MI>
Extracts folder. See the About tab for information about running this extract.

Generate Extract Status: Ready ‘ @ % @@
Early Childhood Collection F /BB S

_Parametersl History = About

Date Parameters Q@
Start Date: End Date

11/01/2011 01/31/2012

Run Parameters (@]
Reporting Period

Spring b

Submitting Entity Code Submitting Entity Type code Operating ISD/ESA Number
12345-TEST District + | |D-District v 12

Fiscal Entity Code Fiscal Entity Type Code

59080-Tri-County Schools | | A-Agreement Nurmber b

Selection Parameters (@]
If no Organizations to Process are selected, the program will use the current focus

m

Organizations To Process Chooser |O

[ Line| |

Clear Organizations To Process List |

Students To Process Chooser | (%]

< [ Line \ | \

Clear Students To Process List |

Figure 99 - MSDS Early Childhood Collection Screen
Enter the reporting period Start Date and End Date.
Select a Reporting Period from the drop-down menu.

Select a Submitting Entity from the drop-down menu, select Submitting Entity
Type Code, and enter Operating ISD/ESA Number.

5. Select a Fiscal Entity from the drop-down menu and select Fiscal Entity Type
Code. If the Fiscal Entity and Fiscal Entity Type code is not entered on the Early
Childhood record, the ones displayed here will be used.

6. If no Organizations to Process and no Students to Process are selected, the
extract includes all students that have Early Childhood Program entries that fall
within the date range entered.

7. Click on the Generate Extract button near the top of the screen to process the
request.
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8. When the request has finished processing, the Job Result window is displayed:

‘& Early Childhood Collection: 2011: Job Result - Windows Internet Explorer

Clase
Job Result

| Results |
Job Detail
== Job 1D Description
w52 | |Early Childhood [Early Childhood Callection Extract

NOTE: If this window s ciosed, you can review the resulis In the view, Job Quele Viewer,

Job Result Files - Click icon to open the result file

Early Childhood Collection Extract

Early Childhood Collection - Fall 2011 ML

Early Childhood Collection - Fall 2011 XML - Error Report

Early Childhood Collection - Fall 2011 XML - Process Log

Figure 100 - Early Childhood Collection Results
9. The first result file should be ignored.

10. Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file hame and the location

where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

11. The Error Report lists any errors found during processing. These errors may need
to be correct and the extract rerun if necessary.

12. The Process Log lists the students included in the extract.
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Early Roster

The Early Roster Collection is made up of three screens. Use Early Roster Build to create
records in a work file. Use Early Roster Maintenance to maintain the records in the work
file. Use Early Roster Collection to create the extract file to send to the state.

Early Roster Build

To create the work file:

1. Navigate to the Early Roster Build screen found in the Synergy SIS> MI>
Extracts folder. See the About tab for information about running this extract.

Build Warkfile Status: Ready | =] % [
5 =~ EEE I ]
Early Roster Build ClE Jae
_ Par | History = About
Date Parameters (&
Start Date: End Date:
08/01/2010 09/30/2010
Run Parameters &
Clear Early Roster work file

Grades to Include: Jeld)

I PS I Pre K o1 02
03 04 ™05 I"o6 I or
o8 09 10 I 11 | 12

12+ UNG-Elem |~ UNG-Sec I IEP

OEAA Assessment(s)
Test Test Type Group Code Research Code 1 Research Code 2
Math 3 s v v
Reading I 3 3 3
Writing 3 I 3 I
Science I 3 3 3
Social 3 I 3 I
Studies
ELA v ~ v v
Selection Parameters (]
If no Organizations to Process are selected, all schools will be included.
If students are selected. Organizations to Process are ignored.
Organizations To Process | Chooser | (]
772 [ | |

Clear Organizations To Process List ‘
Students To Process Chooser ‘ (%]
[ | | |

Clear Students To Process List ‘

Figure 101 - Early Roster Build
Select Start Date and End Date to select enrollment records.

If you would like to clear out any existing records in the work file, check the Clear
Early Roster work file box.

4. Select Grade(s) to include. Normally, this is run once for each grade in each
building.
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5. If the selected grade(s) are scheduled for assessments in the coming school year,
indicate the test information. Test Type is required. The Group Code and
Research Codes are optional.

6. Select Organizations To Process. Normally, this is run once for each grade in
each building.

7. Students To Process is optional. If students are selected, Organizations To
Process are ignored, however, the student must be in one of the selected grades to
be included.

8. Click on the Build Extract button near the top of the screen to create the work file
records based on the selection criteria entered.

9. This is normally run once for each grade in each building. Change selection criteria,
uncheck the Clear work file button, and click on the Build Extract button to
continue adding records to the work file.

Early Roster Maintenance

Once Early Roster records are created, they can be viewed in the Early Roster
Maintenance Screen.

1. Navigate to the Early Roster Maintenance screen found in the Synergy SIS> MI>
Extracts folder.

4 4 Status: Ready | =] Eﬂj [
Early Roster Maintenance PR 4@
| in work file |_About
Start Date Start Time: End Date End Time Organization Name 4 Grade
L ] 4
Early Roster Records Show Detail |
* s s s s S s s g s S
» 86101 02 Sk | MEAP MEAP_Access ?‘;'_JISAECESS MI Access (SI) Ml Access (P) | MEAP Saloarz0n2
- 86101 02 ekl MI Access (P) e
[ 86101 02 E‘aal:‘éme . | MEAP MEAP_Access ?‘::'If‘““ess Mi Access (SI) |MI Access (P)  |MEAP ?;{gg‘%ng
[ 86101 02 Efg‘e‘me | M Access (s1) ?éfgifﬁg”
[ 86102 04 i‘;g;h . |MEAP_Access |MI Access (Fl) ?‘glf‘“ess MI Access (P) |MEAP MEAP_Access ?g{ggigng
- 86102 04 i‘gg;h M Mi Access (P) gé{}g‘%? ?
u 86102 04 (?Iark‘ RUN [\EAP Access |MI Access (FI) ?‘glf‘“ess MI Access (P) [MEAP MEAP_Access ?g{gggng
™ 86102 04 [CHETE (T Mi Access (P) i
u 86103 04 gﬂ%ﬁy ¢ MEAP_Access |MI Access (FI) ?‘glf‘m“ MI Access (P) [MEAP MEAP_Access| o oo/2012
I 86103 04 gfr:)ﬁny c MI Access (P) ggﬂg‘%? ?
[ 86252 09 g_am. Gerald y access (si) 33{53?531 2

Figure 102 - Early Roster Maintenance

2. Users have the option of filtering the work records by Add Date, Organization,
and/or Grade.

3. If records were added in error, they can be deleted either en masse or individually.
They will then have to be recreated with the Early Roster Build screen.
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Early Roster Collection

After all records are created in the work file, those records are used to create the Early
Roster extract file that can be sent to the state.

1. Navigate to the Early Roster Collection screen found in the Synergy SIS> MI>
Extracts folder. See the About tab for information about running this extract.

Generate Extract Status: Ready | @ % ‘
Early Roster Collection CER v
Par | History = About
Run Parameters (&1
Extract Type

Direct Certification %

Grades to Include: Tjesld

I"Ps I Pre K o1 I o2
03 I 04 ™05 o6 I” o7
o8 " o9 ™10 11 "2
™ 12+~ UNG-Elem " UNG-Sec I IEP

Submitting Entity Code Submitting Entity Type Operating ISD/ESA Number
86010 ~ | D-District | 86

Selection Parameters (@]

If no Organizations to Process are selected, all schools will be included.

Organizations To Process Chooser | (@]

([ Line ]

Clear Organizations To Process List |

Students To Process Chooser | (@
[ une | | |

Clear Students To Process List |

Figure 103 - Early Roster Collection

2. Select an Extract Type. This screen can be used to create both the Direct
Certification extract and the Early Roster extract.

3. Grades can be selected to send only those grades. Leave all boxes unchecked to
send all records in the work file.

4. Select a Submitting Entity Code, Submitting Entity Type, and enter the
Operating ISD/ESA Number.

5. Organizations To Process may be selected to send only students in those
buildings. Leave blank to send all records in the work file.

6. Students To Process may be selected to send only those students. Leave blank to
send all records in the work file.

7. Click on the Generate Extract button near the top of the screen to process the
request.
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8. When the request has finished processing, the Job Result window is displayed:

Close Status: Ready |z
Job Result
Resuls |
Job Detail @

=== Job ID Description
|Earl3.r Roster Ex |Earl3.r Roster Collection

NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file

1 ;= Early Roster Collection
—_

2 = Early Roster - XML file
=

3 Early Roster - Error Report

4 Early Roster - Process Log

Figure 104 - Early Roster Results
9. The first result file should be ignored.

10. Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file nhame and the location
where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

11. The Error Report lists any errors found during processing. These errors may need
to be corrected and the report rerun if necessary.

12. The Process Log lists the students included in the extract by school, grade, and
name.
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General Collection (Fall, Spring, EQY)

To create the extract file for uploading to CEPI:

1. Navigate to the General Collection screen found in the Synergy SIS> MI>
Extracts folder. See the About tab for information about running this extract.

Generate Extract

General Collection

| Par | History = About

Date Parameters

Prior Count Date Count Date (or last day of SCI’]OOl}
06/14/2010 10/06/2010

Run Parameters

Reporting Period
Fall v

Grades to Include: e

Pre ™ PS [ Early Childhood/Early On ™ K o1
02 o3 I" 04 I~ 05 06
o7 08 " 09 10 11
12 I 12+ [ UNG-Elem I UNG-Sec | |EP / Special Ed
™ Adult Ed

V| Include Students with 0.00 FTE on Audit Report

Submitting Entity Code Submitting Entity Type Code Operating ISD/ESA Number
Saginaw Township Community Schools * | |D-District w| 73

Selection Parameters

If no Organizations to Process are selected. the program will use the current focus.

Organizations To Process Chooser | (@ ]

54 [ Line \

Clear Organizations To Process List ‘

Students To Process Chooser | D
[ ine| | | ]

Clear Students To Process List |

Figure 105 - MSDS General Collection Screen
Enter the Prior Count Date and the Count Date.
Select a Reporting Period from the drop-down menu.

Indicate Grades to Include. If none are selected, all grades are included.

a > w0

Some auditors want all students listed on the Audit Report even if the FTE is 0.00,
some only want students with an FTE. If your auditor wants all students listed, check
the Include Students with 0.00 FTE on Audit Report check box.

6. Select a Submitting Entity from the drop-down menu, select Submitting Entity
Type Code and enter the Operating ISD/ESA Number.

7. If no Organizations to Process are selected, the extract uses the current focus.
If the focus is the High School,, only students in the high school will be included on
the extract. To include all students in all schools, either change the focus to the
district or use the Chooser to select all schools.
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10.

11.
12.

13.

14.
15.

If no Students to Process are selected, the extract includes all students in the
selected organization(s).

Click on the Generate Extract button near the top of the screen to process the
request.

When the request has finished processing, the Job Result window is displayed:

Job Result

I Results |
Job Detail
== Job ID Description

s 1

L. |Genera| Collect |Genera| Collection Extract

NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file

General Collection Extract

el slll)

General Collection - Fall 2010 - XML

General Collection - Fall 2010 Audit Report

General Collection - Fall 2010 Process Log

Al

General Collection - Fall 2010 Warnings-Errors Report

Figure 106 - General Collection Results
The first result file should be ignored.

Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file name and the location
where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

The Error Report lists any errors found during processing. These errors may need
to be corrected and the extract rerun if necessary.

The Process Log lists all students processed in school ID and name sequence.

The Audit Log lists the students included in the extract by school, grade, and name.
It shows General and Special Ed FTEs and totals by grade and by school.
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MCIR Extract

To create the extract file for uploading to the state:
1.

Navigate to the MCIR Extract screen found in the Synergy SIS> MI> Extracts

folder. See the About tab for information about running this extract.

Generate Extract

MCIR Extract

About

| Par | History

Options

District Code Reporting Period

73010-Saginaw. School District of the Cit' ¥ | [November b

Grade(s) to Include T

v]Include New Students:
District Enter Date date range:
From Date To Date:

08/11/2010 BB 08/11/2010

Pre I~ PS I Early Childhood/Early On I~ K ™ o1
02 03 I o4 I~ 05 ™ 06
o7 o8 I 09 ™10 11
[ 12 12+ UNG-Elem ™ UNG-Sec ™ IEP / Special Ed
[~ Adult Ed
Students must be enrolled Dyi
10/15/2010

Grade(s) fo Exclude (New Students only): (e[

Pre I~ PS | Early Childhood/Early On [ K I o1
o2 03 I o4 ™05 06
ror ros I 09 ™10 ™11
12 ™12+ T UNG-Elem 7 UNG-Sec [ |IEP / Special Ed
[ Adult Ed

Date Parameters

Dates used to select screenings:
Start Date: End Date:

Selection Parameters

If no Organizations To Process are selected, ALL organizations are includ

ed.

Organizations To Process Chooser

&

<[ tine]

Clear Organizations Ta Process List |

Students To Process

Chooser |O

4 [ Ling| | |

Clear Students To Process List |

Figure 107 - MCIR Extract Screen

Select the District Code to be used in the

Select the Reporting Period. The year w
and the report period selected.

Grade selection is ignored.

extract file.

ill be calculated based on the focus year

Indicate the Grades to Include. NOTE: If Students to Process is selected, the
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10.

11.

12.

13.
14.
15.

16.

Enter the Students must be enrolled by Dates, students in the selected grade(s)
that are enrolled on or before this date will be included.

Check the Include New Students checkbox to include new students. A student will
be considered 'new' if the Original District Enter Date falls within the District Enter
Date date range.

Indicate the Grades to Exclude. This selection is tied to New Students. Use the
Grades to Exclude field to exclude the selected grades even if a student's Original
District Enter Date falls within the date range.

Enter the Dates used to select screenings. These dates are used to select Health
Screen records for Last Physical Date, Vision Screening, and Hearing Screening.
Leave blank if this information is not kept on file or to not report it.

If no Organizations to Process are selected, the extract will use all organizations.

If no Students to Process are selected, the extract includes all students in the
selected organization(s).

Click on the Generate Extract button near the top of the screen to process the
request.

When the request has finished processing, the Job Result window is displayed:
| Job Result
1_ Resultsl
Job Detail
== Job ID Description
25 | [MCIR Extract  [MCIR Extract

NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file

MCIR Extract

MCIR Extract Error Report

MCIR Extract File

|| - MCIR Extract Process Log

Figure 108 - MCIR Extract Results
The first result file should be ignored.
The Error Report lists any errors found.

Click on the MCIR Extract File to open the file that needs to be sent to the state.
On the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file name and the location
where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

The Process Log lists the students included in the extract by school, grade, and
name.
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Request For UIC

To create the extract file for uploading to CEPI:

1. Navigate to the Request For UIC screen found in the Synergy SIS> MI> Extracts
folder. See the About tab for information about running this extract.

Generate Extract
Request For UIC

Par: | History = About

Date Parameters
Start Date: End Date:
08/31/2010 10/06/2010
Run P;

Include Active

Include Inactive

Submitting Entity Code Submitting Entity Type Code Operating ISD/ESA Number
Saginaw Township Community Schools % | D-District v 73

Selection Parameters
If no Organizations to Process are selected, the program will use the current focus.

Organizations To Process ‘ Chooser ‘O

5[ Line| |

Clear Organizations To Process List ‘

Students To Process Chooser ‘ (%] |
[ Line| | |

Clear Students To Process List ‘

Figure 109 - Request for UIC Screen

2. If Start and End Dates are entered, only students with current enroliments that fall
within the date range will be included.

3. Check the Include Active checkbox to include active students. Check the Include
Inactive to include inactive students.

4. Select a Submitting Entity from the drop-down menu, select Submitting Entity Type
Code, and enter Operating ISD/ESA Number.

5. If no Organizations to Process are selected, the extract uses the current focus. If
the current focus is the High School, only students in the high school will be
included on the extract. To include all students in all schools, either change the
focus to the district or use the Chooser to select all schools.

6. If no Students to Process are selected, the extract includes all students in the
selected organization(s).

7. Click on the Generate Extract button near the top of the screen to process the
request.
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8. When the request has finished processing, the Job Result window is displayed:

1€ Request For LIC: Job Result - Windows Internet Explarer

| W httpy/fedupoint.cmtanline.com/Renderaspx

Close
Job Result

Il Resultsl

Job Detail

Job 1D Description

‘.:,; |Request for UIC |Request for UIC Extract

T

NOTE: If this window s closed, you cah review the results in the view, Job Quele Viewer.

Job Result Files - Click icon to open the result file

Request for UIC Extract

Request For UIC - XL

Request For UIC Process Log

Figure 110 - Request for UIC Results
9. The first result file should be ignored.

10. Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file name and the location

where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

11. The Process Log lists the students included in the extract by name.
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Student Record Maintenance Collection

To create the extract file for uploading to CEPI:

1. Navigate to the Student Record Maintenance Collection screen found in the
Synergy SIS> MI> Extracts folder. See the About tab for information about running

this extract.

Generate Extract Status: Ready Ef;j L=fhn B@
. . P
Student Record Maintenance Collection [«
. Par | History = About
Date Parameters (&
Start Date End Date: As of Date
10/06/2011 01/25/2012 01/25/2012
Run Parameters @
Record Selection
Selected Students v
Submitting Entity Code Submitting Entity Type Operating ISD/ESA Number
12345 | |D-District |12
Selection Parameters QD

It no Organizations to Process are selected, the program will use the current foCus.

Organizations To Process

Chooser |O

[ Line|

Clear Crganizations To Process List

Students To Process

Chooser ‘Q

o[ Line| |

Clear Students To Process List

Figure 111 — Student Record Maintenance Collection Screen

Start Date, End Date, and As Of Date are required.

Select a value for Record Selection.

indicate at least one student in Students to Process.

If Selected Students is selected, you must

Select the Submitting Entity Code, Submitting Entity Type Code, and Operating I1SD.

If no Organizations to Process are selected, the extract uses the current focus. If
the current focus is the High School, only students in the high school will be
included on the extract. To include all students in all schools, either change the
focus to the district or use the Chooser to select all schools.

If no Students to Process are selected, the extract includes all students in the
selected organization(s).

Click on the Generate Extract button near the top of the screen to process the
request.
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8. When the request has finished processing, the Job Result window is displayed:

@ Student Record Maintenance Collection: Job Result - Windaows Internet Explorer

| @ http://edupoint.cmtonline.cam/Render.aspx

Close
Job Result

1l Resultsl
Job Detail
Job 1D Description
',;; |Student Fecord |Student Record Maintenance Extract

NOTE I this window s closed, you can review the resulis In the view, Job Quele Viewer

Job Result Files - Click icon to open the result file

Student Record Maintenance Extract

Student Record Maintenance - XhL file

Student Record Maintenance Error Report

Student Record Maintenance Process Log

Figure 112 — Student Record Maintenance Results
9. The first result file should be ignored.
10. Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file name and the location

where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

11. The Error Report lists any student with an error that needs to be corrected.
12. The Process Log lists the students included in the extract by name.

Copyright© 2012 Edupoint Educational Systems, LLC



Chapter Five State of Michigan Data Reporting User Guide

Teacher Student Data Link Collection

To create the extract file for uploading to CEPI:

1. Navigate to the Teacher Student Data Link Collection screen found in the
Synergy SIS> MI> Extracts folder. See the About tab for information about
running this extract.

Generate Extract

Teacher Student Data Link

| Par | History | About

Date Parameters

Start Date: End Date:
08/31/2010 06/03/2011

Run Parameters

Submitting Entity Code Submitting Entity Type Operating ISD/ESA Number
73040-Saginaw Township Community Schools + | |D-District v| 73

Selection Parameters

If no Organizations to Process are selected, all schools will be included.
If students are selected, Organizations to Process are ignored.

Organizations To Process [ chooser |@

<[ ne |

Clear Organizations To Process List |

Students To Process Chooser | @
[ Line] | | |

Clear Students To Process List |

Figure 113 — Teacher Student Data Link Collection Screen
Start Date and End Date are required for selecting courses.

Select the Submitting Entity Code, Submitting Entity Type Code, and Operating
ISD.

4. If no Organizations to Process are selected, the extract uses the current focus. If
the current focus is the High School, only students in the high school are included
on the extract. To include all students in all schools, either change the focus to the
district or use the Chooser to select all schools.

5. If no Students to Process are selected, the extract includes all students in the
selected organization(s).

6. Click on the Generate Extract button near the top of the screen to process the
request.
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7. When the request has finished processing, the Job Result window is displayed:

(& Teacher Student Data Link: Job Result - Windows Intemet Explorer

|[E=5[Hcl )
[@ hitpredupaint cmtonline com/Renderasps [&]
Close Status: Ready E @
Job Result
Resultsl
Job Detail (6]
Joh ID Description
+¢ |[TSDL Extract  [Teacher Student Data Link
NOTE: IF this windiow s closed, you can review the resulls In the view, Job Queve Viewer.
Job Result Files - Click icon to open the result file

‘ Q

Teacher Student Data Link

Teacher Student Data Link Error Report

Teacher Student Data Link Process Log

Teacher Student Data Link - XML file

Figure 114 — Teacher Student Data Link Results
8. The first result file should be ignored.

9. Click on the XML result file to open the file that needs to be sent to the state. On
the window that opens, click on File, Save As, then save in a folder of your
choosing with a descriptive name. Make a note of the file name and the location

where the file is saved. This information will be needed when the file is uploaded to
the CEPI website.

10. The Error Report lists any student with an error that needs to be corrected.

11. The Process Log lists the students included in the extract by school code, grade,
and name.
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IMPORTS
Import Direct Certification data

The State of Michigan provides a 'Direct Certification' file that can be uploaded to the Free /
Reduced Meals screen. This import will upload a file in csv format with 15 columns where
Student ID is in column M.

1. Navigate to the Import FRM Data screen found in the Synergy SIS> MI> Import
folder. See the About tab for information about running this import.

Import FRM Data [SEFEE
Imporll About
Instructions (]

Click on the Add button below to upload the import file

Once the file is uploaded, fill in Import Options then click on the Process button to import Direct Certification data. If an uploaded file has been processed, you will see Date
Updated, Record Created, and Records Updated filled in on that line

Options (®]
Effective Date

Delimiter Type Header Rows  Debugging Enabled

Comma | 4 v

Debug Log Types Q

Delete Documents ﬁ
Import Files | [T )

Figure 115 — Impbrt FRM Data Screen

2. Upload the file from the state: Click on the Add button. In the pop-up window
browse to the file then click the Upload button. NOTE: You may have to scroll
down to see the Upload button.

The uploaded file will be added to the top of the list.

After the file is uploaded, enter an Effective Date. This date will be used as the
Enter Date on the FRM records.

Delimiter Type should be ‘Comma’.
Header Rows should be 4.

Click on the Process button for the file just uploaded. Once the file has been
processed, the Date Updated, Records Created, and Records Updated are
populated. NOTE: A file can be processed only once.

Click on the icon in the Doc column to view the uploaded file. Click on the icon in the
Process Log column to view the results of the update. If Debugging Enabled was
checked, click on the icon in the Debug Log column to view debugging information. This is
generally used when there is a problem with the update.
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Import SPED

Many districts use third-party Special Education software. To avoid duplicate data entry,
the date from the third-party software can be imported into Synergy. The file must be in the
MSDS General Collection xml format.

1. Navigate to the Import SPED Data screen found in the Synergy SIS> MI> Import
folder. See the About tab for information about running this import.

Import SPED Data SEFE.E

Import SPED Data | History  About

Click on the Add button below to upload the import file

Once the file is uploaded, fill in Import Options then click on the Process button to import SPED data. If an uploaded file has been processed, you will see Date Processed, Recs
Upd, and Effective Date filled in on that line

Import Options O‘
Effective Date ¥|Update Enroliment Gen Ed FTE Program Code Q
¥|Update Enrollment Program Code Default|Regular Education | Reg & SE.Regular and Special ¥ | Spec Ed Special Education ‘
Flag as Histol :
Makthn— 'Y  [¥]Update Enroliment Instructional Setting Instructional Setting Q
G — ] piils Sl T Default|Regular E¢ v Spec EdSpecial Ed v ‘
7] Update Spec Ed Indicator (Student) I

Uploaded Files | [

& 1 1
| ~|Flag ~

2 2 o) 2
= = = =

Figure 116 — Import SPED Data Screen

o] B

2. Upload the file: Click on the Add button. In the pop-up window browse to the file
then click the Upload button.

NOTE: It may be necessary to scroll down to see the Upload button.
The uploaded file is added to the top of the list.

3. After the file is uploaded, enter an Effective Date. Use the Count Date as the
Effective Date when uploading information for a General Collection.

4. To flag the imported records as ‘history', check the Flag as History check box.
Normally, the records are flagged as history when the data is uploaded for a
General Collection.

NOTE: The General Collection will include only history records. All non-history
records are ignored.

Select the Match On option: UIC or Student ID.

Select the Update Enrollment Gen Ed FTE check box to update the student's
general education FTE with the value in the uploaded file.

7. Select the Update Enrollment Program Code check box to update the program
code on the student's current enrollment record. If the student has both a general
education FTE and a special education FTE, the program code is changed to the
value defined to the right for 'Reg & SE'. If a student has only a special education
FTE, the program code is changed to the value defined to the right for 'Spec Ed'.

8. Select the Update Enrollment Instructional Setting check box to update the
instructional setting code on the student's current enroliment record. If the student
has a special education FTE, the code is changed to the value defined to the right
for 'Spec Ed'. Instructional Setting is displayed on the Student Discipline screen.
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9. Select the Update Student Notifications check box to create a student notification
records for SPED if the student has a special education FTE. If the student has a
SPED natification record, the special education icon is displayed on the Student
screen.

10. Select the Update Spec Ed Indicator (Student) check box to change the special
education indicator field to Yes if the student has a special education FTE. The
special education indicator is displayed in the Additional Information - Student
section on the Other Info tab on the Student screen.

11. If the Update Enrollment Program Code box is checked, select values for Default
Program Code, Reg & SE Program Code, and Spec Ed Program Code.

12.If the Update Enrollment Instructional Setting box is checked, select values for
Default Instructional Setting and Spec Ed Instructional Setting.

13. Click on the Process button for the file just uploaded. After the file is processed,
the Process Date/Time, Stu Upd (number of students updated), Stu Errs (number
of students not found in Synergy), Effective Date, and Hist Flag are populated.

NOTE: A file can be processed multiple times.

14. When the request has finished processing, the Job Result window is displayed:

| Job Result
’__ Resultsl
Job Detail
——JOD ID Description
15 | [import SPED D [import SPED Data

NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file

M,

Import SPED Data
I

Import SPED Error Report
I

Import SPED Process Log

Figure 117 — Import SPED Data Results
15. The first result file should be ignored.

16. The Error Report lists any students that were on the imported file but no match was
found in Synergy.

17. The Process Log lists the students that were updated with information on what data
was imported.
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NOTES:

If SPED records are imported with the History Flag UNCHECKED, the records are
considered “temporary” records. The next time a SPED import is run, all records with the
History Flag UNchecked are removed.

If SPED records are imported with the History Flag CHECKED, the records are considered
“history” or “permanent” records. The records are not removed when a subsequent SPED
import is run UNLESS the effective date on the “history” record matches the effective date
entered on the import screen.

For example, SPED records were imported on 8/20/2012 (with an effective date of
8/20/2012) with the history flag UNchecked. On 8/27/2012 another file is created from the
special education software and the records are imported with an effective date of 8/27/2012
and the history flag UNchecked. The 8/20/2012 records are removed and the 8/27/2012
records become the most recent SPED information. Continue to import SPED data weekly
using the current date as the effective date and leaving the history flag UNchecked to
always see only the most recent SPED data.

When using the “count” day, a file is created from the special education software with the
information for the current General Collection reporting period. When this file is imported,
use the “count” day date and check the History Flag box. Again, continue to import SPED
data weekly using the current date as the effective date and leaving the history flag
unchecked. The “history” records stay in the file and are used in the General Collection.
The records imported weekly are also available as the current SPED data.

It may happen that changes had to be made to the information for the General Collection.
After making the changes in the special education software, export the “count” day
information again. When the data is imported into Synergy, use the “count” day date as the
effective date and check the History Flag box. The records with "count day" data are
removed from the file along with any "temporary" records. The new "count" day records are
added to the file.

Because prior information is cleared before the data is imported, the uploaded file should
always include all special education data (and Early On data if applicable). If a file with only
partial data is imported, only the partial data will available in Synergy.

The following data is updated only when the History Flag is checked: Initial IEP, Initial IFSP,
and Part C Transition.
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Update UIC

After sending a Request For UIC, the state will send back a file with the student UICs. To
update the student UICs in Synergy:

1. Navigate to the Update UIC screen found in the Synergy SIS> MI> Extracts folder.

status: Readty | 2 [ %@
Update UIC
_ Update UIC |
Version: 1.0

Descriptien: Update UIC

This program allows the user to upload an XML file received from the state and then allows the user to update the student UICs.

Click on the Add button below. You will be prompted to select the XML file to upload. After selecting the file, click on the Upload button. A record will be added to the list with the
newest record at the top.

To update student UICs click on the Update button on a line. The screen will be updated with the date and time and the number of student records updated.

Uploaded Files

Add
x = = = = view | |
I 02/08/2012 12:12:00|cmt Update_UIC2 XML | Update_UIC2 XML

WView ||| Updats | 02/08/2012 12:18:00 2
I 02/08/2012 12:09:00| adrmin Uptdate_UIC XML | Update_UIC XML View ||| Updats

Figure 118 - Update UIC Screen
2. The file from the state needs to be uploaded first. Click on the Add button and,
when prompted, enter the location of the file from the state.

& Upload File - Windows Internet Explorer = <

|ﬁf’ http:ffedupaint.crtonline. comfUploadimage.aspe | & |

Attach document

Steps To Upload Image:

1) Click Browse and select the file you wish to upload
2] Click Upload

@ Internet | Protected Mode: Off fa v H1l4w -
Figure 119 — Upload file

3. Click on the Browse button and navigate to the uploaded file. Click on the Upload
button. NOTE: The window may have to be expanded to see the Upload button.

4. You will get an Upload Successfull message. Click OK. The uploaded file will
appear at the top of the grid.

5. Click on the Update button on the line to update the student UICs. The Update

Date and Update Count columns are populated with the current date and the
number of students updated.
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REPORTS AND MISCELLANEOUS
Daily Attendance Percent Report

The Daily Attendance Percent Report prints one page per school listing the dates selected
with the number of students enrolled, number of students absent, number of students in
attendance, and the calculated attendance percentage. If multiple schools are selected, a
total page is printed combining all schools selected.

This program includes attendance codes that are flagged as 'Report to State'. If a student
has an attendance code that is not flagged as 'Report to State’, that student is considered
present.

1. Navigate to the Daily Attendance Percent Report screen found in the Synergy
SIS> MI> Reports folder. See the About tab for information about running this
import.

Generate Report
Daily Attendance Percent Report

P: | History = About

Date Parameters

Start Date: End Date:
09/13/2010 09/17/2010
Grade Selection

Grades to Include: [T

I Pre I~ PS I Early Childhood/Early On ™ K 01
02 03 I'o4 05 I~ 06
|07 08 I 09 ™10 | 11
12 I~ 12+ ™ UNG-Elem ™ UNG-Sec ™ IEP / Special Ed

Adult Ed

Selection Parameters
Organizations to Process are required.

Organizations To Process Chooser ‘ (& ]

54 [ Line]

Clear Oraanizations To Process List |

Students To Process Chooser ‘ @ |
[ e | \

Clear Students To Process List |

Figure 120 — Daily Attendance Percent Report Screen
Enter a Start Date and End Date to select days to report.
Grades to Include may be selected. If none are selected, all grades are included.

Organizations to Process are required. Select one or more buildings to include on
the report.

5. If no Students to Process are selected, the extract includes all students in the
selected organization(s). Generally, this would be used for testing purposes only.

6. Click on the Generate Report button near the top of the screen to process the
request.

Copyright© 2012 Edupoint Educational Systems, LLC



Chapter Five State of Michigan Data Reporting User Guide

7. When the request has finished processing, the Job Result window is displayed:

| Job Result
|
I Results |
Job Detail
"= Job ID Description
'?..;55 |Dly Atnd |Dai|1,.l Attendance Percent Report
NOTE: If this window s closed, you can review the results in the view, Job Queue Viewer.
Job Result Files - Click icon to open the result file
B
Daily Attendance Percent Report
B
Daily Attendance Error Report
B
Daily Attendance Process Log
B
Daily Attendance Percent Report by School
B
Daily Attendance Percent Report Summary

Figure 121 — Daily Attendance Percent Report Results
The first result file should be ignored.
The Error Report lists any errors found.

10. The Process Log lists the students that were included by school, grade, and name
with the student's attendance totals.

11. The Daily Attendance Percent Report by School lists one school per page with
the attendance data.

12. If multiple schools were selected, the Daily Attendance Percent Report Summary
is created. This is the combined totals for all schools selected.

Ten 30 Day Rule Reset

For each General Collection students who were absent on count day and returned to class
within the requirements of the 10/30 Day Rule must be reported. Use this process to clear
out the data from the previous submission and set it for the current submission.

This program gathers attendance information based on attendance codes that are flagged
as 'Report to State'. If a student has an attendance code that is not flagged as 'Report to
State’, the student is considered present.

A student is considered present s/he is in attendance for any part of the day in schools with
Daily attendance. A student is considered absent s/he is absent for any part of the day in
schools with Period attendance.
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a b~ D

Navigate to the Ten 30 Day Rule Reset screen found in the Synergy SIS> M
folder. See the About tab for information about running this import.

Process

Ten 30 Day Rule Reset

Par: ters | History = About

Data Parameters

Count Date

09/14/2010

Options

Clear 'Absent on Count Day'

Clear '10/30 Day Rule'

Update 'Absent on Count Day'

Default '10/30 Day Rule' to 'true’ for students absent on count day.

Selection Parameters

If no Organizations to Process are selected. current focus is used.

Organizations To Process Chooser | (]

54 [ Line| |

Clear Organizations To Process List |

Students To Process

Chooser |Q

%< [ Line | |

Clear Students To Process List |

Figure 122 — Daily Attendance Percent Report Screen

Enter the Count Date used to gather absence information.

Grades to Include may be selected. If none are selected, all grades are included.

If no Organizations to Process are selected, the current focus is used.

If no Students to Process are selected, the extract includes all students in the
selected organizations. Generally, this would be used for testing purposes only.

Click on the Process button near the top of the screen to process the request.

When the request has finished processing, the Job Result window is displayed:

Job Result

| _ Results |

Job Detail

== Job ID Description
'-’-;\;' |Ten 30 Day Rul |Ten 30 Day Rule Reset

NOTE: If this window is closed, you can review the results in the view, Job Queue Viewer.

Job Result Files - Click icon to open the result file

i

Ten 30 Day Rule Reset

Count Day Absences CSV File

Count Day Absent Report

Ten 30 Day Rule Reset - Process Log

|
o )

Figure 123 — Ten 30 Day Rule Reset Results
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8. The first result file should be ignored.
9. The Count Day Absences CSV File can be saved then opened in Excel.

10. The Count Day Absent Report lists the students who were absent on count day. If
a student is in a school with Daily Attendance, the report shows the days scheduled
and days absent. If a student is in a school with Period Attendance, the report
shows the periods scheduled and periods absent.

11. The Process Log lists the students that were included by school, grade, and name
with the student's attendance totals.
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Chapter Seven:
MSDS FIELD LOCATIONS

In this chapter, the following topic is covered:

» Location of the information used for state reporting in Synergy
SIS
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MSDS FIELD LOCATIONS IN Synergy SIS

The table below shows where the information uploaded to the State of Michigan is stored in
Synergy SIS. Information is uploaded via a collection. Each collection contains
components — groups of related characteristics. A characteristic is one piece of
information or one field. If the information is not stored in a field but is calculated based on
the values in other fields, there is a Y in the Calc column. The elements are listed by
component name in the order in which they appear within the component.

MSDS Characteristic Name ‘ Synergy SIS Screen - Tab / Section ‘ Field ‘ Calc
Adult Education

AdultEdFunding Student.MI - MSDS-Adult Ed/ Adult Education Participant Funding
AdultEdCountPeriod Student.MI - MSDS-Adult Ed/ Adult Education Y
AdultFTE Student.MI - MSDS-Adult Ed/ Adult Education FTE

AdultFTEProgramCode Student.MI - MSDS-Adult Ed/ Adult Education Program

DiplomaStatus Student.MI - MSDS-Adult Ed/ Adult Education Diploma GED Status
Attendance

DaysAttended Attendance Y
TotalPossibleAttendance Attendance Y

Discipline

IncidentID Incidents - Information Incident ID
DateOfIncident Incident Add - Information Incident Date
IncidentType Incident Add - Violations / Add violations Violation

SeriousBodilyInjury

Incidents - Participants (Show Detail) / Students
Involved - Additional Information

Serious Bodily Injury

SexualAssault

Incident Add - Violations / Add violations

Detail

InitialConsequenceType

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Disposition Code
(Sub Category 1)

InitialDays

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Reassignment Days

InitialStartDate

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Start Date

SecondaryConsequenceType

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Disposition Code
(Sub Category 1)

SecondaryDays

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Reassignment Days

SecondaryStartDate

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Start Date

OtherConsequenceType

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Disposition Code
(Sub Category 1)
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MSDS Characteristic Name
OtherDays

Synergy SIS Screen - Tab / Section

Student Incident - Discipline / Discipline Incidents
(Show Detail)
Student Incident Detail / Disposition Information

Field
Reassignment Days

Calc

OtherStartDate Student Incident - Discipline / Discipline Incidents Start Date
(Show Detail)
Student Incident Detail / Disposition Information

FollowUp Student Incident - Discipline / Discipline Incidents Disposition Code

(Show Detail)
Student Incident Detail / Disposition Information

(FollowUp-Sub Category
1)

Early Childhood Programs

FiscalEntityTypeCode Student.MI - MSDS / Early Childhood Programs Fiscal EntityTypeCode
FiscalEntityCode Student.MI - MSDS / Early Childhood Programs ProgramCTDS
SchoolFacilityNumber Organization - School / Other Information State School Code
ECProgram Student.MI - MSDS / Early Childhood Programs Program
ECProgramStartDate Student.MI - MSDS / Early Childhood Programs Enter Date

ECDeliveryMethod

Student.MI - MSDS / Early Childhood Programs

Delivery Method

ECDeliverySchedule

Student.MI - MSDS / Early Childhood Programs

Delivery Schedule

ECProgramEndDate

Student.MI - MSDS / Early Childhood Programs

Exit Date

ECProgramExitReason

Student.MI - MSDS / Early Childhood Programs

Exit Reason

Early Childhood Special Ed Assessment

AssessmentTool

Student.MI - MSDS-SPED / Early Childhood SpEd
Assessment

Assessment Tool

OtherToolComments

Student.MI - MSDS-SPED / Early Childhood SpEd
Assessment

Other Tool Comments

EntryAssessmentDate Student.MI - MSDS-SPED / Early Childhood SpEd Entry Assessment Date
Assessment

ExitAssessmentDate Student.MI - MSDS-SPED / Early Childhood SpEd Exit Assessment Date
Assessment

OutcomelA Student.MI - MSDS-SPED / Early Childhood SpEd Positive Social-
Assessment Emotional Skills (Enter)

OutcomelB Student.MI - MSDS-SPED / Early Childhood SpEd Improvement in la
Assessment

OutcomelC Student.MI - MSDS-SPED / Early Childhood SpEd Positive Social-
Assessment Emotional Skills (Exit)

Outcome2A Student.MI - MSDS-SPED / Early Childhood SpEd Using Knowledge and
Assessment Skills (Enter)

Outcome2B Student.MI - MSDS-SPED / Early Childhood SpEd Improvement in 2a
Assessment

Outcome2C Student.MI - MSDS-SPED / Early Childhood SpEd Using Knowledge and
Assessment Skills (Exit)

Outcome3A Student.MI - MSDS-SPED / Early Childhood SpEd Take Appropriate Action
Assessment (Enter)

Outcome3B Student.MI - MSDS-SPED / Early Childhood SpEd Improvement in 3a
Assessment

Outcome3C Student.MI - MSDS-SPED / Early Childhood SpEd Take Appropriate Action

Assessment

(Exit)
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MSDS Characteristic Name | Synergy SIS Screen - Tab / Section Field Calc
Enrollment
EnrollmentDate Student.MI - Other Info / Other Information Original District Enter
Date
EnrollmentType Not reported at this time
ExitStatus Student.MI - Enrollment / Enrollment Activity Leave Code
Student.MI - Enrollment / Summer Withdrawal Summer Withdrawal
Code
Student.MI - Other Info / Graduation Information Graduation Status
ExitDate Student.MI - Enrollment / Enrollment Activity LeaveDate
Student.MI - Enrollment / Summer Withdrawal Summer Withdrawal
Date
Student.MI - Other Info / Graduation Information Graduation Date
ExitType Not reported at this time
General Ed FTE
GeneralEdFTE Student.MI -Enroliment / Enrollment Activity Gen Ed FTE
Homeless Demographics
Homeless Student.MI - Other Info / Other Information Homeless
UnaccompaniedYouth Student.MI - Other Info / Other Information Family Code
Initial IEP
DateOfParentalConsent Student.MI - MSDS-SPED / Initial IEP Date Of Parental
Consent
TimelinessOfinitiallEP Student.MI - MSDS-SPED / Initial IEP Timeliness
ResultOfInitiallEP Student.MI - MSDS-SPED / Initial IEP Result
DaysBeyondTimeline Student.MI - MSDS-SPED / Initial IEP Days Beyond Timeline
LEP
FundingParticipation English Language Learners - ELL History / ELL LEP Funding
History Participation
LEPInstructionalProgram English Language Learners - ELL History / ELL Program
History
PrimaryLanguage (Home English Language Learners - ELL / Languages Spoken to Student at
Language) Home
LEPEXxitReason English Language Learners - ELL History / ELL Exit Reason
History
LEPEXxitDate English Language Learners - ELL History / ELL Exit Date
History
LEPReEntryDate English Language Learners - ELL History / ELL Date Y
History
Membership
DateOfCount enter on prompt screen
StudentResidency Student.MI - Enrollment / Enrollment Activity Student Residency

(SREnrUserDDO02)

Ten30DayRule

Student.MI - MSDS / Other

Ten/30 Day Rule

Migrant Curriculum Courses

SubjectAreaCode

To be determined

CourseldentifierCode

To be determined

LocalCourseld

To be determined

LocalCourseTitle

To be determined
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MSDS Characteristic Name | Synergy SIS Screen - Tab / Section Field Calc
CourseType To be determined

AcademicYear To be determined

CourseSection To be determined

TermType To be determined

ClockHours To be determined

GradetoDate To be determined

CreditsGranted To be determined

FinalGrade To be determined

OEAA Assessment

MathTestType Enter on prompt screen

MathGroupCode Enter on prompt screen

MathResearchCodel Enter on prompt screen

MathResearchCode2 Enter on prompt screen

ReadingTestType Enter on prompt screen

ReadingGroupCode Enter on prompt screen

ReadingResearchCodel Enter on prompt screen

ReadingResearchCode2 Enter on prompt screen

WritingTestType Enter on prompt screen

WritingGroupCode Enter on prompt screen

WritingResearchCodel Enter on prompt screen

WritingResearchCode2 Enter on prompt screen

ScienceTestType Enter on prompt screen

ScienceGroupCode Enter on prompt screen

ScienceResearchCodel Enter on prompt screen

ScienceResearchCode2 Enter on prompt screen

SocialStudiesTestType Enter on prompt screen

SocialStudiesGroupCode Enter on prompt screen

SocialStudiesResearchCodel | Enter on prompt screen

SocialStudiesResearchCode2 | Enter on prompt screen

ELATestType Enter on prompt screen

ELAGroupCode Enter on prompt screen

ELAResearchCodel Enter on prompt screen

ELAResearchCode2 Enter on prompt screen

Personal Core

uic Student.MI - Demographics / Student Information uic
LastName Student.MI - Demographics Last Name
FirstName Student.MI - Demographics First Name
MiddleName Student.MI - Demographics Middle Name
Suffix Student.MI - Demographics Suffix
DateOfBirth Student.MI - Demographics / Student Information Birth Date

MultipleBirthOrder

Student.MI - Demographics / Student Information
Student.MI - MSDS / Other

Multiple Birth Order

Gender

Student.MI - Demographics

Gender

Personal Curriculum
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MSDS Characteristic Name

Synergy SIS Screen - Tab / Section

Field

Calc

PersonalCurriculumCredit
Modification

Student.MI - MSDS / Student Waivers

Waived Subject Area

PersonalCurriculumType

Student.MI - MSDS / Student Waivers

Waiver Type

Personal Demographics

ResidentLEANumber Student.MI - Enrollment / Enrollment Activity District of Residence
StudentResidentCounty Student.MI - Demographics / Home Address Resident County
CountryOfBirth Student.MI - Demographics / Student Information Birth Country
YearOfEntry Student.MI - Other Info / Other Information US School Entry Date
StreetAddress Student.MI - Demographics / Home Address Address _
StreetAddress2 Not needed

PersonalDemographicsCity Student.MI - Demographics / Home Address City

State Student.MI - Demographics / Home Address State

ZipCode Student.MI - Demographics / Home Address ZIP Code

Ethnicity Student.MI - Demographics / Race and Ethnicity Race

Phone Student.MI - Demographics / Phone Numbers Phone

Program Participation

ProgramEligibility
Participation

Student Needs - Needs / Needs

Need Program Code

School Demographics

OperatinglISDESANumber

Enter on prompt screen

Submitting Entity Code

OperatingDistrictNumber

Enter on prompt screen

District Number

SchoolFacilityNumber

Organization - School / Other Information

State School Code

StudentldNumber Student.MI - Demographics Perm ID (SISNumber)

GradeOrSetting Student.MI - Enrollment / Enrollment Activity Grade

S2E2Code Student.MI - Enrollment / Enrollment Activity S2E2 Code
(SREnrUserDDO01)

SNE

SupplementalNutrition Free and Reduced Meals - FRM FRM Code

Eligibility

Special Education

PrimaryDisability

Student.MI - MSDS-SPED / Special Education

Primary Disability

SecondaryDisability

Student.MI - MSDS-SPED / Special Education

Secondary Disability

IEPDate Student.MI - MSDS-SPED / Special Education IEP Date
ProgramServiceCode Student.MI - MSDS-SPED / Special Education Program Service
SupportServices Student.MI - MSDS-SPED / Special Education Support Service

PrimaryEducationalSetting

Student.MI - MSDS-SPED / Special Education

Primary Education
Setting

SpecEdExitReason

Student.MI - MSDS-SPED / Special Education

Exit Reason

SpecEdExitDate

Student.MI - MSDS-SPED / Special Education

Exit Date

PlacedByAnotherDistIEP

Student.MI - MSDS-SPED / Special Education

Placed by Another Dist
IEP

Section52FTE

Student.MI - MSDS-SPED / Special Education

Section 52 FTE

Section53FTE

Student.MI - MSDS-SPED / Special Education

Section 53 FTE

Student Record Maintenance

AsOfDate

Entered on prompt screen

Submitting Entity
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MSDS Characteristic Name
SubmittingEntityCode

Synergy SIS Screen - Tab / Section
Entered on prompt screen

Field
Submitting Entity Code

Calc

SubmittingEntityTypeCode

Entered on prompt screen

Submitting Entity Type
Code

Student Course Component

Get courses from Student Classes

SubjectAreaCode

District Course MI - Description / Subject Area
National Course Classification (SCEDSubjectArea)
CourseldentifierCode District Course MI - Description / Course Code
National Course Classification (SCEDCourseCode)
LocalCourseld Student Grade - Student Grades Course ID
LocalCourseTitle District Course MI - Course Course Title
CourseSectionID Student Grade - Student Grades SectionlD
CourseType District Course MI - Description / Course Level
National Course Classification (SCEDCourselLevel)
AcademicYear Focus Year School Year

CreditsGranted

Section - Current Students / Restrictions

Credit (if passing grade)

CourseGrade

Student Grade - Student Grades

Uses the mark with the highest "Mark Order" defined
in Grading Setup - Grade Period/Mark Definition /
Grade Period

Mark

CompletionStatus

Pulled from K12.CourseHistorylnfo.Mark lookup table
based on Mark.

Completion Status

PIC

Staff - General / Staff Info

State ID

VirtualDelivery

District Course MI - Course / Course Info -OR-
Section - Current Students / Section Info

DistanceLearningCourse
DistanceLearning

MentorTeacher

Section - Current Students / Section Info

Instructional Strategy

Title | Service

TASInstructionalServices

Student Needs - Needs / Needs

Need Program Code

TASSupportServices

Student Needs - Needs / Need

Need Program Code
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About Tab, 84

Accelerated, 10

Address, 19

Adult Education, 10, 39

Advanced, 10

Assessment Tool, 34

Attendance, 10, 11, 81, 84

Audit Detail, 52, 56, 66

Audit Log, 94

Birth Date, 17

Caution, 7, 23, 28

CEPI, 10, 16, 17, 87, 88, 92, 93, 94, 95, 96,
97, 98, 99, 100, 101, 102, 103

Characteristic, 114

Childhood Assessments, 48

Childhood Program, 10, 28, 29, 30, 48

City, 19

Collection, 10, 84, 87, 91, 93, 99, 101, 114

Component, 10, 11, 114

Consent, 36, 40

Consequence Type, 80

Count Date, 93

Country, 17

County, 19

Course, 11

Date of Birth, 17

Date of Incident, 75

Date of Parental Consent, 36, 40

Days (disposition), 81

Days (IEP), 36

Delivery Method, 29

Delivery Schedule, 29

Direct Certification, 91

Discipline, 10, 74, 84

Discipline Incident, 74

Disposition, 78, 81

District of Residence, 23

Early Childhood, 10, 28, 29, 30, 87

Early Childhood Special Ed Assessments, 33,
43, 45

Early On, 41

Early Roster, 10, 89, 90, 91

Effective Date, 23, 49

ELL, 11, 48, 50, 51, 52, 57, See also English
Language Learners

INDEX

End Date, 81, 87

English Language Learners, 48, 67, See also
ELL

Enrollment, 10, 11, 23, 26

Enrollment Date, 21

Enter Date, 29, 53, 60, 61

Entry Assessment Date, 33, 43

Error Report, 88, 92, 94, 100, 102, 105, 109

Ethnicity, 18

Exit Date, 22, 24, 25, 27, 29, 38, 42, 50, 54,
62

Exit Reason, 30, 38, 42, 50, 62

Exit Status, 22, 25, 27

Extract, 84

First Name, 16, 17

Fiscal Entity, 29, 87

Fiscal Entity Type Code, 29, 87

Focus, 25, 58, 67, 85

Follow Up, 81

Free and Reduced Meals, 53, 55, 56, 57, 67,
See also FRM

FRM, 53, 55, See also Free and Reduced
Meals

FTE, 10, 23, 38

Funding, 49

GATE, 58, 59, 67, See also Gifted and
Talented Education

Gender, 16

General Collection, 10, 93

Gifted and Talented Education. See also GATE

Grade, 16

Graduation Date, 22

Graduation Status, 22

Hispanic, 18

History Tab, 84

Homeless, 10, 21

IEP, 35, 36, 37, 40

IFSP, 41

Inactivate, 24

Incident, 70, 74, 76

Incident Date, 75

Initial IEP, 10, 35, 40

Language, 17, 49

Last Name, 16

Leave Code, 25
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Index

Leave Date, 25

LEP, 48, 49, 50, See also Limited English
Proficiency

Mass Update, 50, 54, 57, 63

Mass Update Student Programs, 12

MDE, 16

Membership, 11

Middle Name, 16

Migrant Curriculum, 11

MSDS, 10, 11, 12, 16, 28, 29, 30, 31, 33, 35,
37, 39, 40, 41, 48, 55, 59, 74, 77, 84

MSDS Collection Details Manual, 12, 24

MSDS-Early On tab, 43, 45

Multiple Birth Order, 17, 31

Navigation Tree, 13

Needs, 10, 56, 58, 59, 60, 61, 63, 66, 67

No show, 26

Note, 7, 13, 59, 63

OEAA, 10

Operating ISD/ESA Number, 87

Organizations to Process, 85

PAD, 13

Parameters Tab, 84

Parental, 36, 40

PDF, 11

Perm ID, 16

Personal Core, 10

Personal Curriculum, 10, 31, 32

Personal Demographics, 10

Phone Number, 20

Primary Disability, 37

Primary Education Setting, 38, 42

Primary Language, 49

Primary Service, 41

Primary Service Setting, 41

Print, 52, 56, 66

Process Log, 88, 92, 96, 98, 100, 102, 105,
109, 111

Program, 49

Program Code, 29, 60, 61

Program Eligibility Participation, 59

Program Participation, 10, 11, 12, 57, 59, 67

Program Service Code, 38

Program Summary, 12, 67

Race, 18

Reason for Attendance, 23

Record Selection, 99

Reference, 7, 12, 50, 54, 62, 84

Reporting Period, 87, 93

Request For UIC, 10, 95, 97

Result, 36, 40

S2E2, 24

School Demographics, 10

Section 52, 38

Section 53, 38

Serious Bodily Injury, 82

Service Coordinating Agency Type, 41

Sexual Assault, 77

SID, 74

SNE. See also Supplemental Nutrition
Eligibility

Special Education, 10, 33, 37, 38, 40, 41, 59

SPED, 33, 40

Start Date, 81, 87

State, 19

Student Needs, 12

Student Program Summary, 67

Student Programs, 11, 12, 48, 50, 51, 53, 55,
57,59, 60, 67, 84

Student Record Maintenance, 10, 99

Student View, 16, 28, 30

Student Waivers, 31

Students to Process, 85

Submitting Entity, 10, 87

Submitting Entity Type Code, 87

Suffix, 16

Summary, 67

Summer Withdrawal, 26

Summer Withdrawal Code, 24

Summer Withdrawal Date, 24

Supplemental Nutrition Eligibility. See also
SNE

Support Service Code, 38

Synergy SIS — State of Michigan Data
Reporting Administrator Guide, 12, 50, 54,
55, 62, 74

Teacher Student Data Link, 10, 101

Ten 30 Day Rule, 31

Timeliness, 36, 40

Tip, 7, 50, 54, 63

Title I, 11, 12, 59, 60

Transfer, 24, 26

UlIC, 16, 17, 31, 107

Unaccompanied Youth, 21

Update UIC, 107

Violations, 77

Waived Subject Area, 32

Waiver Date, 32

Waiver Type, 32

Withdrawal, 24, 26

XML, 12, 88, 92, 94, 98, 100, 102

Year of Entry, 22
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