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Chapter One: 
INTRODUCTION TO 

SYNERGY SIS 

In this chapter, the following topics are covered: 

► Synergy SIS Overview 

► Connecting to Synergy SIS 

► Parts of the Synergy SIS screen 

► Navigation Options 

► Keyboard shortcuts 

► Managing Your Synergy SIS account 
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THIS GUIDE 

Most of the modules within Synergy SIS are covered by two different guides. The administrator 
guide explains how to setup and configure the module, and the user guide explains how to look 
up and enter the data.  

This user guide covers the following folders or modules within Synergy SIS: 

 The Student folder, where student demographic and enrollment information is 
recorded.  

 The Parent folder, where the student’s parent and guardian demographic information 
is entered. 

The setup and configuration of these modules is explained in the companion guide, Synergy SIS 
– Student Information Administrator Guide. 

In addition, this particular user guide covers the User Preferences folder and navigation options. 

A few of the screens included in the Student folder are covered in other guides. The Student 
Conference screen is outlined in the Synergy SIS – Discipline & Conference User Guide, and the 
StudentVUE and PVUE Updates screens are explained in the Synergy SIS – ParentVUE & 
StudentVUE Administrator Guide. The Student Groups, Student Ad Hoc Group, Groups, and 
Mass Assign Student Groups screens are covered in the Synergy SIS – Student Groups User 
Guide. The Student Workflow is explained in the Synergy SIS – Student Workflow Guide 

The Synergy SIS – State Data Reporting Administrator Guide covers much of the setup needed 
for the Student module, as the enrollment setup must be compliant with state regulations. There 
is a separate State Data Reporting Administrator Guide for each U.S. state because of the 
different data requirements. 

Bold Text indicates a button or menu to click, or text to type on the screen. 

NOTE: Before accessing Synergy SIS, the following changes should be made to the web browser 
(Internet Explorer, Firefox, etc.) so that Synergy SIS works correctly. Please check the following: 

 The Google toolbar, Yahoo toolbar, or any other extra toolbar prevents Synergy SIS from 
working correctly. If any of these extra toolbars are installed, please uninstall them. 

 The pop-up blocker will block certain Synergy SIS screens. Please either turn off the pop-
up blocker, or set it to allow pop-ups for Synergy SIS. 
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OVERVIEW  

What is Synergy SIS? 

Synergy SIS belongs to a category of software called student information systems, or SIS. 
Student information systems are used by schools to record essential student information such as 
a student’s name and address, grades, and classes.  

Why is Synergy SIS special? 

Synergy SIS uses a web-based interface as opposed to other systems that have a Windows-
based interface. A web-based interface means the software is accessed using a web browser like 
Internet Explorer. A Windows-based interface is a separate program installed on a Windows-
based computer. 

Is the information as secure? 

Just because a web browser is used to access the software does not mean the software or 
information contained within it is available on the Internet! Any program can use a web interface. 
Each district can choose whether to make Synergy SIS available on the Internet or only from the 
internal district network. 
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CONNECTING TO SYNERGY SIS 

1. Open a new browser window. 

2. Type the web address of the Synergy SIS web server, provided by the district system 
administrator, to access the Synergy SIS system.  

Figure 1-1 Synergy SIS Web Address 

3. Press ENTER or click Go. The Synergy SIS logon screen will appear. 

4. Enter Login Name, and Password.  

5. Click Login or press ENTER on the keyboard. 

Figure 1-2 Synergy Logon Screen  

The Synergy SIS Home Page displays district or school announcements. The district system 
administrator can customize this page to display task lists and dashboard widgets. 

Figure 1-3 Synergy SIS Home Page 
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PARTS OF THE SYNERGY SIS SCREEN 

The six main areas of the Synergy SIS screen are: 

 Title Bar - The Title Bar shows the current focus, contains the Navigation icons, Quick 
Launch, and lists links for locking the screen, signing out, contacting support, and 
searching online help. 

 Action Bar - This contains links and buttons for performing activities such as Save or 
Add relating to the current screen. 

 Title Area - The Tile Area displays the title information about the current screen and 
the icon for the Quick Nav Bar. 

 Content Area - This contains the current screen where records can be displayed and 
edited. 

 Toolbars - This shows one or more groups of icons setup by the Synergy SIS system 
administrator representing shortcuts to frequently used areas in Synergy SIS. Each 
user can create custom toolbar groups, also.  

 Navigation Tree - Also known as the PAD tree, contains a tree structure that shows 
all of the screens and reports that can be accessed. 

  

Figure 1-4 Parts of Synergy SIS Screen 
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TITLE BAR 

The Title Bar contains the Navigation Controls, the About button, the Support Links, and the 
Focus Area. 

Figure 1-5 Title Bar 

The Navigation Controls 

The Navigation Controls are located at the top left-hand corner of the page. The controls are: 

  Toolbars Icon – By default, the Toolbars are turned on. To turn them off, click on 
the Toolbars icon. To turn them back on, click on the icon again. 

  Navigation Tree Icon – By default, the Navigation Tree is turned off. To turn it on, 
click on the Navigation Tree icon. To turn it off, click on the icon again. 

  Home Icon – To return to the Home page at any time from any screen, click the 
Home icon. 

  Quick Launch Bar – The Quick Launch bar is turned on and off 
for each user in the User screen by the system administrator. It provides a quick way 
to “launch” a screen by simply typing the name of the screen in the box. 

The About Button 

Clicking on the Synergy logo will bring up a small screen that provides the product version 
information. 

The Support Links 

The Support Links are located in the top right-hand corner of the page. The links are: 

 Lock – Clicking the link labeled Lock locks the Synergy SIS screen. The password 
must be re-entered to access the screen, similar to the screen lock in Windows. This 
is helpful when the user needs to leave their desk momentarily and does not want to 
lose their work, but the information needs to be secured. 

 Sign Out – Clicking on this link logs the user out of Synergy SIS and returns to the 
Login page. 

 Support – This links to a page with information about how to receive support for the 
Synergy SIS system. This page can be customized for each district. 

 Help – This links to the online help system. The online help can be customized for 
each district, and it is a separate installation. 

The Focus 

Each Synergy SIS user is setup to look at records for a specific school and year by default. The 
combination of school and year is called the Focus. The focus sets whether inactive students or 
active students are displayed, also. The user’s current focus is listed at the top right-hand corner 
of the Screen. Sometimes the user may want to change their focus, either to switch to a different 
year or to a different school. There are two ways to change the focus.   
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Method 1 

6. Click on the focus area. The Select Focus screen opens. 

Figure 1-6 Focus Area 

7. To change to a different school year, select the year from the Focus Year drop-down list. 

8. To change to a different school, click on the school in the Select Focus Organization 
section. The focus may be set to the district or other organizational grouping; however, 
student information may only be edited when focused at a school. Information may be 
screened at the district or other organization group level, but it cannot be changed. 

Figure 1-7 Select Focus Screen 

9. To change the group of students displayed, select the group from the Show Inactive 
Students drop-down list.  

10. Click Save or click Undo to revert to the original focus. 

Method 2 

Figure 1-8 Quick Focus  

1. Click Quick Focus . The Quick Focus selection slides open. The same selections are 
available on the Quick Focus as on the Select Focus screen.  

Figure 1-9 Quick Focus Screen 

2. Use the drop-downs to make selection changes. 

3. Click  when finished. Quick Focus slides closed.  

4. If no changes were made, click . Quick Focus slides closed. 
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ACTION BAR 

The Action Bar contains icons, buttons, and indicators for various functions specific to a screen 
currently displayed.  

Figure 1-10 Action Bar 

1. Menu – The menu contains a drop-down list of actions for the screen, reports, and the 
audit report for the current screen. 

2. Previous – This scrolls to the previous record in the screen. Records are sorted in 
alphabetical order by the first field in the screen, so Previous scrolls through the records in 
descending order by this field. 

3. Switch to Find Mode – This switches the screen to find records instead of screening or 
editing the records. The fields in the screen will become yellow in Find Mode. 

4. Next – Next scrolls to the next record in the screen. Records are sorted in alphabetical 
order by the first field in the screen, so Next scrolls through the records in ascending order 
by this field. 

5. Print – This prints the current screen as shown on the screen.  

6. Save/Find/Edit – These buttons change as the screen is set in different modes. In Inquiry 
mode, an Edit button switches the screen so that the record can be changed. In Find 
mode, it is a Find button that searches for records that match the information entered in 
the screen. In Edit mode, it is a Save button to save any changes made to the record in 
the screen.  

7. Undo – Undo reverses any changes made to the data in the record in the screen. 

8. Add – This opens a screen for adding records to the current screen.  

9. Delete – This deletes the current record from the screen. Deletions cannot be reversed.  

10. Notification – An icon displays here to alert users when a student record has a special 
notification attached to it, such as a medical condition. 

11. Form Status – This lists the current status of the screen. Ready (Update Mode) means 
the record can be edited, Ready (Inquiry Mode) means the record can be screened but 
not changed, and Find means the screen is in Find mode where the screen can be used 
to search for records.  

12. Refresh – This refreshes the data in current screen.  

13. Detach – This opens the screen in a separate browser window. In a detached screen, all 
of the normal functions in the screen still work such as entering information in fields. An 
unlimited number of detached screens may be opened. 

14. About – This shows information about the screen. 

15. Context Sensitive Help – This opens a window with help for the current screen 
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TITLE AREA  

The Title Area contains the name of the current screen, the Filter, the button to expand and close 
the Quick Nav Bar, and the Quick Nav Bar itself.  

Figure 1-11 Title Area 

 Filter – The Filter icon is a funnel to the left of the title of the screen. The filter uses a 
custom query to filter the records displayed in the screen. For more information about 
creating and using filters, please refer to the Synergy SIS – Query & Reports Guide. 

 Screen Name – The name of the screen is always displayed in the title area of each 
screen. The Screen Name can be used in the Quick Launch bar to navigate, quickly, 
to a particular screen. 

 Quick Nav – The Quick Nav bar stores icons for screens selected by the user as 

shortcuts. The icons in the Quick Nav can be displayed or hidden by clicking the  or 

. To expand the QuickNav Bar, click . The shortcut icons display and the button 

changes to . To collapse the QuickNav Bar, click . The icons are hidden and the 

button changes back to . For more information see: QuickNavBar. 

The Content Area displays the records available for the screen. At the top of most content areas, 
a line of general information about the record selected is displayed. Content areas may display 
one or more tabs of information. The information in each tab must be saved before proceeding to 
another tab. 

Figure 1-12 Content Area 
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When the Content Area is in Find mode, the fields are yellow. Information entered when a field is 
yellow will be used as criteria when searching for records. 

Figure 1-13 Content Area Find Mode 

When the Content Area is in Edit mode, fields that can be edited have a white background. Fields 
that cannot be edited have a gray background. 

Figure 1-14 Content Area Edit Mode 

When adding a record, fields that have a green background are required to be completed before 
the record can be saved. 

Figure 1-15 Content Area Add Record 
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THE NAVIGATION OPTIONS 

There are four options for navigating within Synergy SIS. 

Toolbars  

Ideal for the screens and reports accessed daily. Some toolbar groups are created by the system 
administrator, or users can create their own. 

Navigation Tree  

Lists all the reports and screens to which a user has access. 

Quick Nav Bar  

Similar to the Toolbars, it is a great place for the screens used daily. The Quick Nav bar is more 
helpful as users become familiar with the icons for the different screens, and it can store more 
screens at a glance than a Toolbar. 

Quick Launch  

The Quick Launch is helpful for experienced Synergy SIS users. A screen or report can be 
opened by typing either the ID of the report or the name of the screen. 

Each icon in any of these options represents one of two types of content – screens and reports. 
Screens allow users to work with the data in the system. They are indicated by an icon illustrating 
the function of the screen. For example, an icon of a student links to the Student screen. 

Reports are indicated by the same icon. There is not one single area in Synergy SIS for reports. 
Instead, reports are grouped into the appropriate folder. For example, reports regarding 
attendance can be found in the Attendance folder. 

TOOLBARS 

The toolbars are a great place for storing frequently used screens and reports. 
Multiple toolbars can be created to organize the screens and reports into related 
groups. The system administrator can create toolbar groups, or users can create 
their own groups. The users cannot change groups created by the system 
administrator, which are indicated with a Lock icon following the group name. 

  
Figure 1-18 Toolbar 

Figure 1-19 Open Screen in Separate Window 

Figure 1-16 Student Icon 

 

Figure 1-17 Report Icon 
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1. To access a screen or report from a toolbar, just click on the icon. 

2. To open the screen or report in a new “detached” window, right-click on the icon and 
choose Open Window. 

If multiple toolbars exist, inactive toolbars are listed by their group name at either 
the bottom or top of the active toolbar group.  

1. Click on the group name to switch between toolbar groups. 

If more icons exist in a group than can be displayed on the screen, a scroll bar is 
displayed to scroll up and down to see all the screens and reports. 

To create a custom toolbar group: 

1. Right-click on a group name and a drop-down menu opens. 

2. Choose Add New Group.  

3. Type a name for the new group in the box 

4. Click Save.  

5. Right-click on the group name and choose Rename GROUP, if 
desired.  

6. Right-click on the group name and choose Delete GROUP, if 
desired. 

To add icons to a group: 

Make sure both the Toolbars and the Navigation Tree are open. 

1. Click on the screen name, and drag it to the group. Alternately, right-
click on a screen or report in the Navigation Tree and choose Add to 
Group … from the drop-down menu. 

2. Repeat as needed with other reports or screens to be added into the group. The icons in 
the group may be rearranged by dragging them to the desired position.  

3. Right-click on the icon you want to delete to remove icons from a 
group.  

4. Click Remove Icon. 

NAVIGATION TREE 

The Navigation Tree lists all screens or reports to which the user has access. 
To use the Tree: 

1. Click on the blue triangle to expand the folder next to 
the triangle. When a triangle has been clicked, it turns 
green and points downward. 

2. Continue clicking on the triangles until the desired 
screen or report is displayed.  

3. Click on the screen name or icon to show it in the 
Content Area. 

To open the screen to a new “detached” window: 

1. Right-click on the screen name or icon. A drop-down 
menu displays. 

2. Select Open New Window. The Open Window option in 
the drop-down menu opens the screen in the Content 
Area.  

Figure 1-25 Navigation Tree 
Drop-Down Menu 

Figure 1-23 Remove Screen 

from Toolbar 

Figure 1-20 Multiple Toolbars 

 

Figure 1-21 Add New Group 

Figure 1-22 Add Screen to Group 

 

Figure 1-24 PAD 
Tree 
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QUICK NAV BAR 

The Quick Navigation or Quick Nav bar is located in the right part of the Title Area of the screen.  

One of the advantages of using Quick Nav is that the screens that are activated are “detached”, 
or opened in a new window. This means that several screens can be open at the same time. The 
detached screens can even be the same screen but with different records open at the same time.  

1. Right-click on the screen name or icon either in a Toolbar or in the 
Navigation Tree to add an icon to the Quick Nav bar. 

2. Choose Add to Quick Nav.  

3. To remove an icon, right-click on it, then select Remove Icon. 

QUICK LAUNCH 

The Quick Launch bar is turned on and off for each user in the User 
screen by the system administrator. It provides a quick way to “launch” a 
screen or report by simply typing the name of the screen or ID of the 
report in the box.  

1. To open the screen or report in the Content Area, type the name of the screen or ID of the 
report in the box and press ENTER.  

2. To open the screen in a new window, click Detach to the right of the box instead of 
pressing ENTER. 

The information entered is either the Report ID (ATD603 in the example below) or the name of 
the screen (Daily Attendance in the example below). This information can be found in the 
Navigation Tree.  

 

 

 

 Note:  The reports are grouped by the information contained in the report. For 
example, reports about attendance are found in the folder Synergy SIS > 
Attendance > Reports. 

Figure 1-27 Add  Icon to Quick 
Nav Bar 

 

Figure 1-30 Screen Name 

Figure 1-29 Report ID 

 Figure 1-28 Quick Launch Bar 

Figure 1-26 Quick Nav Bar 
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KEYBOARD SHORTCUTS  

These keyboard shortcuts are helpful to quickly move through the screens in Synergy SIS, 
particularly when entering a large amount of records. 

COMBINATION KEYS ACTION 

Control + A Add 

Control + S Save 

Control + D Delete 

Control + F Find 

Control + Z Undo 

Control + Right Arrow Scroll Fwd 1 Record 

Control + Down Arrow Scroll Fwd 1 Record 

Control + Left Arrow Scroll Back 1 Record 

Control + Up Arrow Scroll Back 1 Record 

Up Arrow Scroll Up (screens/lists) 

Right Arrow Scroll Up (lists) 

Down Arrow Scroll Down (screens/lists) 

Left Arrow Scroll Down (lists) 

Figure 1-31 Keyboard Shortcut Chart 
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MANAGE YOUR SYNERGY SIS ACCOUNT 

If the security settings in Synergy SIS allow for it, there are several areas you can customize for 
your account. You can change the home page, setup a custom dictionary for spell checking, and 
edit your address and phone information. To modify your settings:  

1. Open the Synergy SIS Navigation Tree by clicking on the Tree. 

2. Expand the Synergy SIS folder by clicking on the name Synergy SIS or the  blue 
triangle pointing next to the word. Once clicked, the triangle will turn  green and point 
downward.                          

3. Under the Synergy SIS folder, click on the name User Preferences or click on the blue 
triangle pointing right next to it.  

4. Click on the User Profile screen. 

 

 

 

          

 

Figure 1-32 Synergy SIS Navigation Tree 

 

Figure1-33 Navigate to User Profile Screen 
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On the first tab of the User Profile screen, the Demographics tab, you can see the home address 
and phone information.  

Figure 1-34 User Profile Screen 

1. To make changes to this information, change to Update mode by clicking Edit at the top 
of the screen. If the button is not available, Update mode is already turned on. 

Figure 1-35 Edit Button 

The current mode is indicated by Form Status, in the top right-hand corner of the screen. 

Figure 1-36 Current Form Status 

2. Once in Update mode, you can change your address simply by clicking in the boxes and 
modifying the text in the Address, City, State, and Zip Code. You can  modify your E-
mail address. 

3. To add a new phone number, click on Add in the Phone Numbers section. A new line is 
then added where the new phone number information can be entered. 

Figure 1-37 Phone Numbers Section 

4. Check the Primary phone number that should be used to contact you. 

5. Select the Type of phone, and enter the Phone number. Enter the Extension, if 
appropriate. 

6. If this phone number can be used to contact you, check Contact. If the number is listed in 
the phone directory, check Listed. 

7. To remove a phone number, check   on line of record to delete.  

8. To change your Synergy SIS password if you are not using your network account to 
access Synergy SIS, enter the new password in Password and Confirm Password. 

9. Select the Default Mode to be used when looking at a screen in Synergy SIS from the 
drop-down list.  
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10. When you are in Inquiry mode, all screens are set to read-only. You can still edit records 
by clicking on Edit at the top of the screen, but the records are switched back to read-only 
mode when you change to a new screen. Inquiry mode can help prevent accidental edits 
to the records, but can add an extra step for data entry personnel who constantly edit 
records. Edit mode, which opens screens for updating, may be a better choice for these 
staff. 

Increase the Paging Size and Paging Row Size settings to change pages less frequently. This 
may slow the searches slightly since more records are returned. 

1. Enter a Paging Size number to change number of pages displayed at the bottom of a 
search. Default is 15. 

2. Enter a Paging Row Size number to change number of records displayed on one page. 
Default is 20 rows. 

3. To display Quick Launch in the Title Bar, check the Show Quick Launch.  

The POV Home Page is the initial screen that is displayed in the Content Area when you first 
logon to Synergy SIS. By default, this is the Synergy SIS home page, which displays 
announcements, a task list, and the dashboard widgets.  

4. To change this page to another screen, click Change POV Home Page. 

 

 

5. The UserPADTreeFind screen opens. Click on the blue triangles next to each folder 
name to navigate to the screen to be used for the home page.  

6. Once the screen is located, click on the name of the screen to use as the home page 
and click Select at the top of the screen.  

7. When you have finished your changes, click Save or Undo.  

  

Figure 1-38 UserPADTreeFind Screen 
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Figure 1-41 GroupAddItemDetail Screen  

ADD A NEW TOOLBAR 

Custom toolbars can be modified on the Navigation Menu tab of the User Profile screen. Make 
sure nothing is selected (highlighted) under the Navigation Menu. If it is, click on the words 
Navigation Menu to de-select. 

Figure 1-39 User Profile Screen Navigation Menu Tab 

1. Click the Action… drop-down and select Add Group. The GroupAddDetail screen opens. 

2. Enter a Name for the toolbar and click Save. The new group displays in the Navigation 
Tree.  

Figure 1-40 GroupAddItemDetail Screen 

3. The new group order can be adjusted. Click the line number of the group to highlight. 

4. Click  or . 

5. Repeat until the groups are in the desired order. 

To remove a group, 

6. Check  on line of record to delete.  

7. Click Save. 

Add Screens, Reports, and Links to a Group 

1. Click the Group name desired under the Navigation Menu. The name will highlight. 

2. Click the Action… drop-down and make selection. The GroupAddItemDetail screen 
opens. 

3. Click the View Lookup drop-down.  
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4. Click the arrows to scroll through the screens.  

Figure 1-42 Screen Lookup List 

5. Click on the name to select.  

 Note: TeacherVUE screens should be added for TeacherVUE users, only. TeacherVUE 
screens show (K12.TXPInfo) following the name of the screen. 

6. Click Save to add the screen. The GroupAddItemDetail screen closes and the new item 
(screen, report, or link) displays under the Group. 

Figure 1-43 User Profile Screen 

Set Item Order 

If there are multiple items in a Group, the order of the items can be adjusted. 

1. Click the line number of the item to highlight. 

2. Click  or . 

3. Repeat until items are ordered as desired. 

To delete an item,  

1. Check  on line of record to delete.  

2. Click Save. 

VIEW SECURITY SETTINGS 

The Security Access tab displays some of the security assigned to your account. You probably 
cannot change this information. 
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Figure 1-44 User Profile Screen Security Access Tab 

SPELL CHECK OPTIONS 

1. Click on the Spell Check Options tab. 

Figure 1-45 User Profile Screen Spell Check Options Tab  

2. Check or uncheck the Options available for the spell check. 

3. Custom words can be added to the standard dictionary. For example, adding the name of 
the district and/or schools would probably be helpful. To add a custom word, click Add in 
the Custom Word List section. 

4. A new line opens. Type the new Word.  

Figure 1-46 User Profile Screen Spell Check Options Tab 

1. To delete a custom word, check  on line of record to delete.  

2. Click Save. 
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DASHBOARD WIDGET 

A Dashboard Widget is a graphical reporting tool designed to track student data trends. These 
widgets appear on the Synergy SIS home page to give the users an overview of different trends 
occurring in either the school or the district. Widgets can track enrollments by day, attendance 
patterns, or grades. They can  link to external sources of web-based information such as images 
or RSS feeds. Widgets need to be setup by your system administrator. 

Figure 1-47 Home Page  

Add Widgets 

1. Click on the POV tab, and enter the number of dashboard widgets (also called dashboard 
controls) to display on each row of widgets in the Dashboard Controls Per Row. 

Figure 1-48 User Profile Screen  POV Tab 

 Note: Regardless of the number of Dashboard Controls per Row setting, a RSS Feed 
widget always takes the entire row. 
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2. Dashboard widgets can be added to the home page one at a time using Add, or multiple 
widgets can be added using Chooser. To add a single widget, click Add. The Find 
Dashboard Widget screen opens.  

Figure 1-49 User Profile Screen  POV Tab 

3. Enter all or part of the Name of the widget and/or select the Graph Type to search for a 
specific widget and click Find at the top of the screen. he list of widgets that meet the 
criteria entered are listed in the Find Result grid. 

Figure 1-50 Find Dashboard Widget Screen 

4. Double-click anywhere on the line containing the widget to add. The screen closes and 
the widget is listed in the Dashboard Controls grid.  

5. To add multiple widgets, click Chooser. The Chooser screen opens. 

Figure 1-51 User Profile Screen  POV Tab 

6. Enter all or part of the widget Name and/or select the Graph Type to search for a specific 
widget and click Find. The widgets that meet the criteria entered are listed in the Find 
Result grid. 

Figure 1-52 Chooser Screen  

7. Click on a widget to add, the line highlights. To select multiple widgets, hold down the 
CTRL button and click on all the widgets needed.  
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8. Once all  widgets are selected click  .                                   

OR 

Click . This will move all widgets found in Find Result column to Selected 
Items column. 

9. To remove a widget from the list of Selected Items, check . 

10. Once all of the widgets are listed, click Select to add them to the Dashboard Controls grid. 

11. Modify the Order By, which they display in the row on the home page, if desired. 

Figure 1-53 User Profile Screen POV Tab 

12. To remove a widget from the home page, check . 

13. Click Save. 
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TASKS 

Tasks provide a “to-do” list on the home page of Synergy SIS. For example, a task may be listed 
to remind a school nurse when to administer medication to a student or a counselor may have 
conference reminders. Tasks that are displayed may vary upon the user’s group and individual 
user preferences. The tasks are generated once a day.  

Figure 1-54 Synergy SIS Home Page 

Display a Task List 

1. Click the POV tab of the User Profile screen. 

2. Check Show Task List. 

Figure 1-55 User Profile Screen POV Tab 

3. Check the desired tasks to display in the Selected Task Groups to Show in Task List. 

4. Click Save or click Undo to reverse them. 
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CHANGE PASSWORD 

1. Click on the User Password and Preferences screen, found under the User folder. 

Figure 1-56 User Password and Preferences Screen Password Tab 

2. Follow the on-screen directions. 

3. Click Save at the top of the screen to save the new password. 

MODIFY PREFERENCES 

Use the Preferences tab to customize the number of pages displayed in a search, the number of 
records displayed on a page, to change the POV Home Page and to change your  preferred 
logon application (if available.) 

1. Click on the Preferences tab. 

Use Paging Preferences to increase the number of records in view and change the pages less 
frequently. This may slow the searches slightly since more records are returned. 

2. Enter a Paging Size number to change number of pages displayed at the bottom of a 
search. Default is 15. 

3. Enter a Paging Row Size number to change number of records displayed on one page. 
Default is 20 rows.  

Figure 1-57 User Password and Preferences Screen Preferences Tab 
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The Point of View Home Page is the initial screen displayed in the Content Area when you first 
logon to Synergy SIS. By default, this is usually the Synergy SIS home page, which displays 
announcements, a task list, and the dashboard widgets.  

1. Click  to change to another screen instead of the default 
Synergy SIS home page. UserPADTreeFind screen opens. 

2. Click  next to the names to expand the folder contents. 

3. Navigate to the desired screen. 

4. Click on the name of the screen to use as the home page 

5. Click . The screen name will display in POV Home Page field. 

6. If you have access to both TeacherVUE and Synergy SIS, you can select which 
application opens first in the Log In Preferences. 

7. Click the Preferred Application To Log Into  drop-down and select. 

8. Click Save at the top of the screen.  

REPORT PREFERENCES 

1. Click the Report Preferences tab to modify your report preferences. 

2. Check the desired preferences for the various report profiles. 

3. Click the Mask Phone Numbers drop-down and select to mask or show unlisted phone 
numbers on reports. 

The IDS801 Preferences refer to the printable Disciplinary Action Form located on the Student 
Incident Detail tab in the detailed view of Discipline Incident > Student Incident > Discipline tab. 
The form contains an acknowledgement statement in the Signatures box that may be customized, 
if desired 

4. Check Use Custom Acknowledgement Text and enter desired message. Use  to 

spell check. Use  for more space. 

5. Click Save at the top of the screen. 
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Chapter Two: 
FIND & SORT RECORDS 

In this chapter, the following topics are covered: 

► Scroll to Find Records 

► Search by Primary Field 

► Search Using Multiple Fields 

► Search Using the Find Results Grid 

► Sort 
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SCROLL TO FIND RECORDS 

 Note: The examples in this chapter show how to search within the Student screen, but 
these same techniques will work in any screen in Synergy SIS. 

To scroll through the records to find the desired record on the Student screen: 

1. Click the right Scroll at the top of the screen to advance to the first student’s records. 
Records are sorted alphabetically by the first field on the screen, which in this case is Last 
Name, so the first student to appear most likely has a last name that starts with A.  

Figure 2-1 Scroll Buttons 

2. To scroll in reverse alphabetical order by the first field on the screen, click the left Scroll. 

3. Continue scrolling until the desired record displays. 

 

Note:  The records that are available when scrolling or finding are controlled by the 
focus set in the upper right-hand corner of the screen. For example, if the focus is set 
to only show active students, an inactive student’s records cannot be found by 
scrolling or finding. The focus would need to be changed to display inactive students 
for an inactive student’s record to appear when scrolling or finding records. 
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SEARCH BY PRIMARY FIELD 

While scrolling can be a good way to find a specific record in a small group of records, it can be 
cumbersome to scroll through many records. Using Find mode can make it easier to find the 
exact record when searching through large groups of records. To switch to the Find mode to look 
for the student records: 

1. Click Find Mode.  

Figure 2-2 Find Mode Button 

 

Note: Screens are automatically in Find mode when you log in to Synergy SIS. Once a 
student record has been selected, that student’s records will appear in all of the 
student-related screens. For example, if you are looking at a student’s records in the 
Student screen and then click on the Health screen, that student’s records will be 
displayed in the Health screen without searching for them. 

When Find Mode is clicked, all data is cleared from the screen so be sure to save any changes 
before switching the Find Mode. The fields are then displayed in yellow to indicate that the screen 
is in Find Mode. The Form Status at the top of the screen will indicate Find. 

Figure 2-3 Screen in Find Mode 

2. Enter all or part of the Last Name. 

3. Click Find or press ENTER. 

If no last name contains the letters entered, the next record closest to the searched name will 
appear.  

If the letters entered for the last name match all or part of a student’s last name, the first student 
with the last name matching what has been entered into the Find screen displays. For example, if 
the last name “Doe” was entered and more than one student has the last name Doe is available, 
the screen would show Jane Doe’s information, since Jane Doe is alphabetically listed before 
Janet Doe.  

4. Scroll to find the other students with the same last name. 

If the letters entered match the first part of a student’s last name, that record is displayed if no 
record matches the exact letters entered. For example, if Doe was entered but no students had 
the last name of Doe, it would show a student named Doerner instead. If the letters entered do 
not match the first part of a last name but they are contained in another last name, that name is 
displayed. For example, if Der is entered and no last names begin with Der, the first record with a 
last name containing those letters is displayed such as Moldero. 
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SEARCH USING MULTIPLE FIELDS 

In some instances, it may be helpful to use more than one piece of information to search for a 
student. For example, there may be several students with a last name of Smith. To search for 
students using multiple fields: 

1. Click Find Mode.  

2. Enter all or part of the student’s Last Name and all or part of the student’s First Name in 
the screen. 

Figure 2-5 Finding by Last and First Name 

3. Click Find or press ENTER.  

The first student who matches the last name and first name entered displays. For example, if the 
last name Smith was entered and only J for the first name, it would pull up John Smith’s record 
before Juan Smith’s record.  

If the last name exists but no student has a matching first name, the first student whose first 
name contains the letters entered for the first name. For example, if Smith, R was entered but no 
student had a first name that began with R it would pull up Harry Smith’s records. 

If no last name contains the letters entered, the next record closest to the searched name will 
appear. 

 

 
Note:  While any or all fields may be completed to search for a student, it’s generally 
best to start with just the last name to see if matching records exist at all. Other 
searches can then be conducted with additional information to narrow down the 
number of records. 

 

Figure 2-4 Find Mode 
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SEARCH USING THE FIND RESULTS GRID 

As long as some information is entered in the primary field, Find mode will always try to match the 
criteria entered to a specific record in the Synergy SIS database and bring up the record in the 
main screen. However, two other methods of searching can bring up a list of records in a grid 
where the record can be selected manually. This grid is called the Find Results grid. 

Figure 2-6 Find Results Grid 

The Find Results grid displays when nothing is entered in the Primary field for the screen, or if an 
asterisk is placed in any field. To search using secondary fields instead of the primary field: 

1. Click Find Mode. 

Figure 2-7 Find Mode Button 

2. Enter all or part of the search criteria on any field or fields, on any tab, except the primary 
field. For example, enter the student’s First Name to list all students with that first name.  

 Figure 2-8 Finding by First Name 

3. Click Find or press ENTER. The Find Results screen opens listing all students that match 
the entered criteria. 

Figure 2-9 Find Results Screen 

4. If more than one page of records matches the criteria, the additional page numbers are 
displayed at the bottom of the Find Results screen.  
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5. To display a specific page, click on the page number. To advance to the next page, click 
. To see additional page numbers, click on the … link.  

Figure 2-10 Additional Pages in the Find Results Grid 

6. To display a student’s record in the current screen, click on the student’s name. The 
record will be highlighted in green and the information will show in the screen below the 
Find Result grid. 

Figure 2-11 Selection of Result 

7. To show a different student’s record, click the new student’s name.  

8. Click the same student’s name again and the Find Result screen closes.  

To work with the Find Results grid by using an asterisk (*): 

1. Click Find Mode. 

Figure 2-12 Find Mode Button 

2. Enter all or part of any field or fields on any tab, and then enter an asterisk (*) either in a 
field by itself or with the text in a field. For example, enter the student’s Last Name 
followed by an asterisk (*) to list all students whose last names start with the text entered 
in the Last Name field.  

Figure 2-13 Find by Asterisk 

3. The placement of the asterisk (*) in the field controls how the existing information entered 
in the field is matched to the records. 

 If the asterisk (*) is placed before the text, the text must be matched exactly in the 
field. 

 If the asterisk (*) is placed after the text, it matches any records that start with that text 
in the field. 
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 If the asterisk (*) is placed before and after the text, the text may be anywhere in the 
field. 

 If the asterisk (*) is placed in the middle of the text, the field must start with the text 
before the asterisk and end with the text following the asterisk. 

 If text is entered in the primary field, and no text is entered in any other field except 
asterisks, the Find Results grid will not pop-up. At least one asterisk must be placed in 
a field with text. Asterisks may be placed in other fields to have those fields included in 
the Find Results grid, also. 

4. Click Find or press ENTER to view the results. The Find Results screen opens in a 
separate window, listing all students that match the entered criteria. 

Figure 2-14 Find Results Screen 

5. If more than one page of records matches the criteria, the additional page numbers are 
displayed at the bottom of the Find Results screen. To display a specific page, click on the 
page number. To advance to the next page, click . To see additional page numbers, 
click on the … link. 

 Figure 2-15 Additional Pages in Find Results Grid 

6. Click on the line of the student record desired. The record will be highlighted in green. 
Details display on the Student screen.  

Figure 2-16 Selection of Search Results 

7. To show a different student’s record, click the new student’s name.  

8. Click the same student’s name again and the Find Result screen closes. The information 
is displayed on the Student screen. 

 
Note:  At the top of the Find Result grid, there is the option to save the results of 
the find criteria as a query or filter. See Synergy SIS – Query & Reports Guide for 
more information about using the Find Results grid to produce reports or filter the 
students displayed. 
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SORT 

Throughout Synergy SIS, there are sections of pages known as grids. These grids show multiple 
records in rows and columns, similar to a spreadsheet. 

Figure 2-17 Emergency Contacts Grid 

Each of these grids is sorted by the first column of information by default, usually in ascending 
order. However, the grids can be sorted by any of the columns in either ascending or descending 
order.  

1. Click on the top arrow in any column to sort a grid by in ascending 
order (smallest to largest, earliest to latest, A to Z). 

2. Click on the bottom arrow in any column to sort a grid by in 
descending order (largest to smallest, latest to earliest, Z to A). 

The current sort order is indicated by the selected triangle turning bright 
green.  

 

 

 Note: The customized sort order is not saved, and the grid does revert back to the 
default sort if another screen is brought into focus. The sort order does save when 
switching between tabs of the same screen. 

Figure 2-18 Sort Order 
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Chapter Three: 
MANAGE STUDENT 

RECORDS 

In this chapter, the following topics are covered: 
 

► Screen Student Records 

► Enroll & Withdraw Students 

► Edit Student Records 

► Delete Student Records 

► Attach a Photo 

► Student Screen Menu Options 
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While student information is gathered throughout Synergy SIS, the core student address and 
enrollment information is stored in the Student screen. To access the Student screen: 

1. Open the Synergy SIS Navigation Tree by clicking on the Tree.  

2. Expand the Synergy SIS folder by clicking on the name Synergy SIS or the blue triangle 
pointing next to the word. Once clicked, the triangle will turn green and point downward.  

3. Under the Synergy SIS folder, click on the name Student or click on the blue triangle 
pointing right next to it.  

4. Click on the Student screen.       

 
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) may be indicated using “ > ”. The example 
above is indicated as Synergy SIS > Student. This means go to the Navigation 
Tree, click on the Synergy SIS folder, and then click on the Student folder. 

Figure 3-1 Synergy SIS Navigation Tree 

Figure 3-2 Expand Synergy SIS Folder 

Figure 3-3 Student Folder Student Screen Icon 
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SCREEN STUDENT RECORDS 

Once the desired record has been found, (see Chapter Two: Finding & Sorting Records for help 
finding a student record.) note that the Student screen has several tabs of information about a 
student. The tabs are: 

 Demographics - Contains the student contact information. 

 Parent/Guardian - Contains information about the student’s parent/guardian and lists 
any siblings. 

 Other Info - Miscellaneous information is listed here.  

 Emergency - Lists the student’s emergency contact information. 

 Enrollment - Lists the details of the most recent enrollment for the student.  

 Enrollment History - Contains the record of every time a student has been enrolled in 
a school in the district. 

 Classes - Lists all classes taken during the year by the student, both active and 
inactive.  

 Documents – Lists any documents attached to the student record. 

 Student Contact Log – Lists the records of any contact made with the student and/or 
parent. 

Across the top of the screen, there are two lines of information that appear on every tab.  

Figure 3-4 Student Screen Top Panel 

The student’s full name, school name, homeroom, and homeroom teacher are displayed above 
the tabs. If there is a custody situation, or an enrollment restriction alerts display on this line. This 
information displays on any student-related screen. 

Notifications about certain student conditions such as medical issues display above in the Action 
Bar. 

The second line that displays below the tabs is specific to the Student screen and can be edited 
in this screen. It shows the student’s Last Name, First Name, Middle Name, Suffix, Perm ID, 
Grade, and Gender. The Perm ID is the unique number assigned to the student in Synergy SIS, 
and is not the same as the state student ID. 
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DEMOGRAPHICS 

Information included on the demographics tab includes: 

Figure 3-5 Student Screen Demographics Tab 

 A photo of the student can be attached to the record. These photos can be manually 
attached as explained later in this chapter, or imported in bulk as outlined in the 
Synergy SIS – Student Information Administrator Guide. 

 The student’s Home Language is listed, as well as the Language to Home, which is 
the language the family prefers to receive communication. 

 A student Nick Name can be added, and a different last name may be entered in the 
Last Name Goes By field. 

 The state student number is stored in the SAIS ID field. 

 The student’s Birth Date, Birth Place (generally the city of birth), the form of Birth 
Verification such as a birth certificate, Birth Certificate Num, Birth State, and Birth 
Country are all listed. 

 The student’s Email address is shown. This can be used to send various notifications 
from the Synergy SIS system. To send an email to the student using the e-mail 
system installed on the computer, click on the icon next to E-Mail. 

 The student’s Race is shown, and whether they are Hispanic/Latino. 

 The student’s Home Address is listed with an Effective Date so staff knows the last 
date the address was updated.  

 If configured by the system administrator, the Map It! button brings up a Google Maps 
screen with the student’s home address shown. 
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 If the district uses grid codes to assign students to schools based on their home 
address, a Schools button opens a separate screen showing the schools assigned to 
the student’s home address. Validate and Find is available to check the address. 

 The School of Residence shows the school assigned to the student based on their 
home address and grade level. If a student is attending a school that is not their 
designated school based on their address, the Reason for Attendance at the other 
school and the Reason for Attendance Date is indicated. 

 Either the Mail Address can be the same as the Home Address, or a different mailing 
address can be listed. A separate Map It! button is  available for the mailing address. 

All of the Phone Numbers for the student are listed. If Primary is checked, that phone number is 
used as the student’s primary contact number. If no number is selected as the primary, the first 
phone number listed is used as the primary. Phone numbers that can be used to contact the 
student should be checked in the Contact column, and if the phone number is unlisted at the 
phone company, Not Listed should be checked so that staff is aware of the confidentiality of the 
number. 

PARENT/GUARDIAN 

The information on the Parent/Guardian tab includes: 

Figure 3-6 Student Screen Parent/Guardian Tab 

 The order in which the parents should be contacted can be indicated in the Order 
column. 

 The parent(s) with whom the student lives are indicated by checking Lives With. 

 The Relation to the student for each parent/guardian is shown 

 Clicking on the Parent/Guardian name brings up the Parent screen with more 
information about the person. 

 The Type of primary phone to be used to contact the parent is shown with the number 
listed in the Phone column. 

If the parent is allowed contact with the student, Contact Allowed is checked. If the parent can 
make decisions about the student’s education, Ed. Rights is checked. Has Custody is checked 
for the parent(s) with custody of the student, and Mailings Allowed is checked if school 
information can be mailed to the parent. 

 There is a place to indicate if this was the parent who enrolled the student in Enrolling 
Parent. 

 If the student may be released to this parent, it can be indicated in Release To . 

 The parent that is responsible for the paying of various school fees can be indicated in 
Financial Resp. 

 Deceased is modified on the Demographics tab of the Parent screen. 
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 If the student has siblings enrolled in the district and they are linked to the same 
parent/guardian record, they are displayed at the bottom of the tab. If a sibling is 
enrolled in the same school, the sibling’s name displays as a blue underlined link in 
the Student Name column of the Siblings grid. Click the link to display the Student 
screen containing information for the sibling in a separate pop-up window. If the sibling 
is enrolled in a different school, their information is displayed in the grid but their 
information cannot be accessed directly.  

To see additional detail about a parent 

1. Click the line number of parent record to view. The line highlights. 

2. Click Show Detail or click the line number again. The detail view opens on the right side 
of the screen. 

3. Click the line number of another parent to view those details, if desired. 

4. When finished, click Hide Detail or click line number again. The detail view closes. 

Figure 3-7 Student Screen Parent/Guardian Tab Detailed Screen 
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OTHER INFO 

The information included on the Other Info tab includes the following: 

Figure 3-8 Student Screen Other Info Tab 

 The number or code for the Bus Route To and From School can be shown here. 

 If the school does not use the Locker screen, the Locker Number can be entered 
here. If using the Locker screen, the locker information is in a separate grid at the 
bottom of the tab. 

 The Individualized Vocational Education Program (IVEP), lists the reason either for the 
student’s IVEP participation based on the 6 types, or the program offered to the 
student. Specific program participation is recorded for the state in the Student Needs 
screen in the Student Programs folder. 

 Whether or not the student’s parents allow medication to be given to their student is 
recorded. Allow Tylenol is checked If the student has parental permission to receive 
Tylenol from the nurse. 

 If the student participates in an Extend(ed) Learning Program, or Vocational 
program, these may be checked. 

 If the record has recently been modified, the Has Changed Flag can be checked. This 
is not automated. 

 Custody can indicate if there is a sensitive custody issue regarding the student. This 
sets the Custody! notification at the top of the screen. 

 The Expected Graduation Year, Original Enter Date, Original Enter Code, 
Original Enter Grade, and Final Withdrawal Date display.  

 The date of the student’s immigration to the US is recorded in Immigration Date. 

 If the student has psychological records on file, this is indicated in Psych Records.  

 The Special Ed Screening Date can be recorded here. Other special education 
information is recorded in the Special Ed Student Services screen in the Student 
Programs folder. 
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 A code indicating the family structure is recorded in Family Code, and the type of 
living situation for students is set in Dwelling Type. 

 The student’s Social Security Number can be recorded. 

 There are boxes indicating if the student is a US Citizen, or should be excluded from 
the school directory (Directory List Exclude). Additional checkboxes are  available to 
indicate if the student is a Refugee, has a Chronic Illness, is a Migrant, lives in a 
Foster Home, or if their family has the Excessive Debt Indicator. 

 If the student has earned or is seeking a GED, the General Equivalency Diploma 
can be checked. 

 The assigned guidance counselor or advisor can be selected in Counselor Name. 

 The ELL Code and ELL Date can be recorded here, or in the English Language 
Learners screen in the Student Programs folder. 

 Additional student citizenship information is recorded in Country of Citizenship and 
Non-Citizen Type s. 

 The current School, Homeroom, and Teacher display again to provide search help in 
finding students and creating lists. 

The picture at the start of this section displays the top part of this tab. This tab is quite long, and 
generally does not display in one screen. The bottom half of the tab can be accessed by scrolling 
down the window. Each box on the tab can be minimized to hide the information to make the tab 
smaller.  

To minimize a box on any screen, click  on the right-hand side of the box. To display the box 

again, click . 

Figure 3-9 Maximizing & Minimizing 
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The middle section of the tab includes the following: 

Figure 3-10 Student Screen Other Info Tab Middle Section 

 If the student is restricted in their enrollment options, the type of Enrollment 
Restriction is shown and the date through which the restriction is in effect is recorded 
in Enrollment Restriction Date. When a student is enrollment restricted, a transfer to 
a school that is excluded is blocked with the message “Student has an enrollment 
restriction and cannot be enrolled in this school.” 

 If the restriction is specific to a type of school, the type of school that is excluded or 
included is shown under School Type Exceptions. The type of schools are either 
excluded or included as indicated under School Type Include/Exclude. 

 Specific organizations can either be included or excluded as well from the enrollment 
restriction, as outlined in the Organization Exceptions section. For example, if the 
student has a restriction but a school is included in the Organization Exceptions, that 
is the only school in which the student may enroll. A notification will display to alert the 
restriction. 

Figure 3-11 Enrollment Restrictions Example 

 The student’s Year End Status, Next Grade Level, and Next School are used during 
the new year rollover process. More information about how to set these values and 
how they are used in the enrollment process can be found in the Synergy SIS – New 
Year Rollover Process Guide. 

 The details of the student’s Registration information is displayed, including the last 
date the registration was updated, if all of the registration paperwork has been 
received, and the date of the last significant change in the student’s information. 

 The student’s latest Summer School enrollment information is shown here. 
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Further down on the tab it shows: 

Figure 3-12 Student Screen Other Info Tab Middle Bottom Section 

 If the student is not allowed to be photographed or interviewed, select Deny 
Photo/Interview. 

 Check if the student and/or their parents have received the Absence Reporting 
Policy and Statement of Awareness. 

 The status of the parent’s authorization for the student to use the Internet at school 
can be set in the Internet Authorization. 

 Synergy SIS features several fields that can be customized for district use. The User 
Code and User Num can be set to either drop-down lists or text/numeric boxes. The 
labels for each box can  be customized. 

 Notes can store miscellaneous text about other student information. 

 The Prev Year section records the student’s previous school information if the 
student’s previous school was outside the district. The student’s previous school’s 
state code can be listed in Prev School Entity ID, and the student’s previous ID. It 
can show the previous state where the student attended school in Prev State Code. 
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The bottom part of the tab shows: 

Figure 3-13 Student Screen Other Info Tab Bottom Section 

 The Transport Code indicates the student’s eligibility for district-provided 
transportation.  

 It can show the date transportation was requested in Transportation Request Date, 
and the date transportation started in Transportation Start Date. 

 The Pick Up Information shows the Transportation Type (bus, train, etc.), the Bus 
Route & Bus Stop if appropriate, the Pick Up Time, and Pick Up Location Type for 
when and where the student should be picked up in the morning. It shows the 
Address of the pickup location, and can include any Comments regarding special 
instructions for the pick-up. If the student is not eligible for transportation at the pick-up 
site, the reason the exception was made can be documented in Transportation 
Reason Code and Transportation Reason Date. The person responsible for getting 
the student to the pick-up point is listed as Responsible Person with their Phone 
number. 

 The Drop Off Information section includes all of the same information available for 
the Pick Up Information, but for the location and time for the student’s drop-off in the 
afternoon. 

 If required, any Special Transportation Requirements can be indicated, as well as 
special requirements, such as a ramp or seat belts, and any additional Notes. It can 
be specified if the student is to be left Unattended, or if they use a wheelchair. 
Additional comments are shown in the Special Requirements Comment. 
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 Other Transportation Logistics Information that can be recorded is the name of the 
Special Program Teacher with their Phone, the School Start Time and Dismiss 
Time, the Next School of Attendance (if the student attends a separate school after 
the district school), and the name of the person who completed the transportation form 
in Form Completed By. 

 If the student is picked up or dropped off at any additional locations, these Additional 
Addresses can  be shown. This can be helpful for students who may go to a day care 
or  a vocational setting. 

The transportation information is shown in the Student Transportation screen, also. 

 

 The student’s Graduation Information is saved here, and can  record the student’s 
post-secondary plans. This includes the student’s actual Graduation Date and 
Graduation Status, and their Expected Graduation Year (or Cohort Year). Post 
Secondary can indicated plans such as college, work, or other. 

 The Address History lists the student’s previous complete addresses including the 
Change Date, and Type of transportation. 

 The Lockers section records the student’s locker assignment if the district is using the 
Locker screen. Lockers can  be mass assigned.  
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EMERGENCY 

The Emergency tab displays the following information: 

Figure 3-14 Student Screen Emergency Tab 

 The student’s Emergency Contacts, their relationship to the student, and their 
contact numbers. 

 The student’s primary Physician and contact information, the preferred hospital for 
the student, and any notes about the student’s physician. The student’s Insurance 
information can  be saved. 

 The student’s Dentist and contact information. 

To view the additional information regarding each emergency contact 

1. Click the line number of record to view. The line highlights. 

2. Click Show Detail or click the line number again. The detail view opens on the right side 
of the screen. All of the information about the emergency contact is displayed. While the 
phone number information is displayed in the main screen, this detailed screen  shows the 
contact’s Address and Language. 

3. When finished, click Hide Detail or click line number again. The detail view closes. 
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On the right side of the screen, all of the information about the emergency contact is displayed. 
While the phone number information is displayed in the main screen, this detailed screen  shows 
the contact’s Address and Language. 

Figure 3-15 Student Screen Emergency Tab Detailed Screen 

ENROLLMENT 

The student’s current enrollment information is displayed on the Enrollment tab. Previous 
enrollments are listed on the Enrollment History tab.  

Figure 3-16 Student Screen - Enrollment Tab 

The following fields on this tab may be required for your state: 

 The State ID from the Demographics tab. 

 The student’s Enter Code and Enter Date for this enrollment.  

 Leave Code and Leave Date – The student’s reason for withdrawing and the date 
they withdrew.  

 ADA/ADM – This is the student’s Average Daily Membership level. 

 Last Activity Date – The date the enrollment was changed or entered. This is a 
system-generated date and cannot be changed. 

 Effective Date – The date the change is effective, generally the same as the Enter 
Date. 
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 Grade – The student’s grade level when they enrolled. 

 Previous Grade Exit Code – The reason the student transitioned from one grade 
level to another. 

 FTE – The student’s full-time equivalent level. 

 Tuition Payer Code – The code for the student’s eligibility for state funding. 

 Program Code – The student’s register code, usually defaulting to 01.  

 Special Enrollment Code – The code indicating the student’s reason for attending a 
school outside their geographic area. 

 Homebound – Check if the student is homebound. 

 Summer Withdrawal Code and Date – The date and student’s reason for 
withdrawing from the summer school program.  

 More information about state-required information can be found in the Synergy SIS – 
State Data Reporting Administrator Guide. 

The rest of the fields are used internally in the district and the values can be customized. This 
information is: 

 Instructional Setting – The possible special programs outside a traditional classroom 
structure. 

 Special Program Code - A list of any other special programs available to students. 

 Access 504 - The student’s special education or 504 classification. 

 Came From & Moved To – A short code indicating where the student came from 
before enrolling, or where they are moving to if withdrawing. 

There are six district-customizable fields, the EnrUser fields, for the enrollment record, similar to 
the User Code fields on the Other Info tab. Three fields are text boxes and the other three are 
drop-down lists. 

ENROLLMENT HISTORY 

The Enrollment History tab shows all of the enrollments for a student at the district, including 
enrollments in schools other than the one in focus. The tab contains the following sections: 

Figure 3-17 Student Screen Enrollment History Tab 

 Enrollment History – The Enrollment History section shows the School Year, Enter 
Date, Enter Code, Leave Date, Leave Code, Grade Level, School, ADA/ADM, 
Track, Summer Withdrawal Code, and Summer Withdrawal Date, for each 
enrollment. Students that are enrolled through the end of the year do not show a 
Leave Date or Leave Code. 

 SASIxp Enrollment – This section shows any enrollment records that were converted 
from a SASIxp student information system to Synergy SIS. 

The blue underlined data is a link to the Enrollment History screen. This is the same information 
displayed on the Enrollment History tab, and it displays the Withdrawal Reason Code. 
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The Enrollment History screen Enrollment tab, shows enrollments for a school and year. If the 
student withdrew and re-enrolled in the same school, during the same year, multiple rows are 
displayed. The Enrollment tab of the Student screen shows the same fields. 

To view the additional information regarding each enrollment record: 

1. Click the line number of the record to view. The line highlights. 

2. Click Show Detail or click line number again. The detail view displays all of the 
information about the enrollment on the right side of the screen. When finished, click Hide 
Detail or click the line number again. The detail view closes. 

The Other Information tab of the Enrollment History screen shows the fields from the Other Info 
tab of the Student screen that are specific to each enrollment.  

Figure 3-19 Enrollment History Screen Other Information Tab 

  

Figure 3-18 Enrollment History Screen 



Student Information User Guide Chapter Three 

Copyright© 2013 Edupoint Educational Systems, LLC 57 

CLASSES 

The Classes tab shows all of the sections in which the student has enrolled for the school and 
year in focus. The following information is listed: 

Figure 3-20 Student Screen Classes Tab 

 For each section, the Periods, Term Code, Section ID, Course ID, Course Title, 
Room Name, and Grade levels are displayed.  

 If the school uses rotating periods, the Meeting Day of each section is shown. 

 The name of the teacher for the section is shown in the Staff Name column. 

 The date the student started the class is listed in the Enter Date column. 

 Classes without a Leave Date are active. Classes with a Leave Date are inactive and 
the student has withdrawn from the class. 

 If the student is a teacher aide for the class, Teacher Aide is checked. 

 If the student is auditing the class, Audit Class is checked. 

 If the student was enrolled in the class using the Term Override, the term in which the 
student is enrolled in the class is shown. 

 The Total number of Seats shows the number of students currently enrolled in the 
class. The Max number is the total possible enrollments, and the Open column shows 
the number of enrollments still available. 

 If the section & student qualifies for alternative funding (JTED), Qualifies for Alt 
Funding is checked. 

 If the section is assigned to a House and/or Team, these are  displayed. 

 

Note:  Each of the Section IDs, Course IDs, Course Titles, and Staff Names are 
hyperlinked. Clicking any of these links will reveal more detailed information about 
them. For example, clicking on the section ID brings up the Section screen in a pop-
up window. Course ID and Course Title both bring up the District Course screen. 
Staff Name brings up the Staff screen. 

1. To filter the list of classes displayed, click  on the right-hand side of Drop Class and 
Filter Options.  

Figure 3-21 Student Screen - Classes Tab  Drop Class and Filter Options Closed 

2. To remove dropped or inactive classes from the displayed list, check Hide Dropped 
Classes.  
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3. To show only classes for a specific term or meeting day, select the Term or Meeting Day 
from the drop-down lists.  

4. To activate the selections, click Filter. 

5. To hide this, click . 

DOCUMENTS 

The Documents tab shows the following information for each document attached to the student 
record: 

Figure 3-22 Student Screen Documents Tab 

 The Doc Date represents the date the document was added to the record. 

 The Doc Category shows a district-specific category for the document. 

 The Doc Comment is generally the file name of the document, but may  include other 
notes. 

 The Doc Type column shows an icon indicating the type of file uploaded. For 
example, a Microsoft Word icon indicates a Word document. To see the attached file, 
click on the icon in this column. 
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STUDENT CONTACT LOG 

The Student Contact Log tab shows the following information for each time a staff member 
contacted the student or the student’s parent: 

Figure 3-23 Student Screen Student Contact Log Tab 

 The Date and Time the contact was made is displayed first. 

 The icon in the View column is a link to the screen where the contact log originated. 
Contacts may be logged either in the Student screen, or on the Contact Log tab of the 
detailed screen of the Nurse’s Log in the Health screen. 

 The Contact Type shows how the contact was made – by phone, email, etc. 

 The name of the person who made the contact is listed in Contact By. 

 The Outcome of the contact is listed. An outcome type may be a meeting scheduled, 
or a follow-up date selected.  

 A detailed Comment about the contact may  be shown. 
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ENROLL & WITHDRAW STUDENTS 

When enrolling a student in a school, the method depends on the previous enrollment of the 
student. There are three different methods to create a new enrollment: 

1. If the student is new to the district, use Add a New Student. This process uses the 
Student Add screen.  

2. If the student was previously enrolled at another school in the district, or previously 
enrolled in the same school for a previous year, use Transfer a Student. 

3. If the student was previously enrolled at the same school for the current year, use 
Activate a Student. 

When withdrawing a student, there are  two different ways to withdraw: 

1. If the student has attended classes during the active enrollment, use Withdraw a 
Student. 

2. If the student enrolled but never attended, use No Show. 

Always check the System Filter Icon to be sure there are no filters before doing enrollment 
transactions. 

 

Note:  Changes to student enrollments can be restricted to certain times of the day, to 
certain days of the week, or disabled altogether.  
Certain features described below may or may not be available on your screen, or there 
may be features not described based upon school district selected options and 
customizations. 

ADD A STUDENT 

To enroll a student who is new to the district: 

1. Check to make sure the current focus is set to the school and year in which the student is 
enrolling. The focus is indicated in the top right-hand corner of the screen. 

Figure 3-24 Checking Current Focus 

2. Change to Update mode by clicking Edit at the top of the screen. If the button is not 
available, Update mode is already turned on. 

3. Click Add at the top of the screen. The Student Find screen opens.  

Before adding a new student, there is a prompt to check the list of students already entered in 
Synergy SIS, to prevent duplicate records from being entered for a student. 

Figure 3-25 Student Find Screen 

4. Enter partial or complete data on any Search Criteria field. It is important to try to enter 
data that is unique to that student, such as their Birth Date, or Perm ID, if possible. For 
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instance, the last person who entered the student name may have entered it as Mac 
Donald, Ronald and the current user may enter it as MacDonald Ronnie. The correct 
record may be overlooked. 

5. Click Find. Search Results displays a list of records matching criteria entered. 

Figure 3-26 Student Find Screen Existing Students Listed 

6. Names highlighted in yellow indicate a student who, at some point, was enrolled in your 
district. Do not create a new student record for this student. Instead, use the transfer 
student procedure. 

7. After checking to ensure the student is not already in Synergy SIS, click Add New at the 
top of the Student Find screen to add a new record. The Student Add screen opens in a 
new window. Notice that the Student Add screen does not contain all of the tabs and fields 
available in the  Student screen. 

8. Starting with the Demographics tab and continuing through all tabs, enter all available 
student information. Green fields are mandatory and must be completed before the new 
record can be saved.  

9. After the record has been saved, follow the instructions in the Edit Student Records 
section to add any additional information. 
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DEMOGRAPHICS  

 
 
 
Mandatory Fields 

1. Last Name 

2. First Name 

3. Grade 

4. Gender  

5. Home Language 

6. Birth Date 

7. Birth Country 

8. Hispanic Latino 

9. Address – although only the first field is green, City, State, and ZIP Code need to be 
entered. 

  

Figure 3-27 Student Add Screen Demographics Tab 
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PARENT/GUARDIAN 

 At least one parent needs to be associated with the student. 

Associate Existing Parent Record to Student 

1. Click Find Parent. The Parent Find screen opens. 

2. Enter search criteria in any white field. 

3. Click Search. 

 

 

 

 

 

 

 

 

 

4. Locate the parent in the grid and check Add Parent in the row containing that person’s 
name. More than one parent may be selected. 

5. To see the details of a parent record before adding, double-click the line number of the 
desired record. The line highlights and the details of the related children (to the parent 
named in the record) display on the right side of the screen. The Student Name is a link to 
that student's record. 

 

 

6. Click Add Parents at the top of the screen. The parent record displays on the Student 
Add screen. 

  

Figure 3-28 Student Add Screen Parent/Guardian Tab 

Figure 3-29 Parent Find Screen 

Figure 3-30 Parent Find Screen Detailed View 
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Add New Parent Record 

 
 
 
 

 

1. Click Add on the Parents and Guardians bar. A blank row is added  

2. Enter the appropriate information in the fields  

3. To add another parent, click Add again. 

OTHER INFO 

Once the parent information has been added, click on the Other Info tab. Complete with all 
available data but this tab may be completed at a later time. 

Figure 3-32 Student Add Screen Other Info Tab 

To assign a counselor: 

1. Click  next to the Counselor Name to either select an existing parent record or add a 
new one. The Find: Staff screen displays. 

2. Enter all or part of Last Name, First Name. 

3. Click Find. Search Results displays a list of matching criteria. 

4. Double click anywhere on appropriate staff record. 

5. The screen closes and the counselor’s name displays. This is a link that will open details 
of the staff member on the Staff screen. 

 Note:  Before adding a new parent record, there might be a prompt (as above for 
the student) to check the list of parents already entered in Synergy SIS and 
prevent duplicate records from being entered. 

Figure 3-31 Add Student Screen Parent/Guardian Tab 
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EMERGENCY  

Complete the Emergency tab with all available data but this tab may be completed at a later time. 

ENROLLMENT 

Figure 3-33 Student Add Screen Enrollment Tab 

Mandatory Fields 

1. Enter Date 

2. Enter Code 

3. Grade – This is the same information as the Grade field in the top line of the screen but 
the Grade entered in the Enrollment tab will override the grade selected at the top of the 
screen. 

4. Gender  

5. FTE 

CLASSES 

1. Click Add on the Class Schedule bar. The Find: Section screen opens. 

2. Enter partial or complete data in any white field. 

  

Figure 3-34 Student Add Screen Classes Tab 
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3. Click Find. Search Results displays a list of sections matching criteria entered.  

Figure 3-35 Find: Section Screen 

4. If the desired section is not shown in the first page, click on a page number at the bottom 
of the page to display the next page of sections or modify the search criteria to narrow the 
results and click Find again. 

5. Double click on the desired section. The class displays on the classes tab. 

 

6. Once the class is added, fill in the Enter Date (MMDDYY) or click  and select date. 

7. Repeat the steps above for each class. To remove a class, check . 

To finish adding the student,  

8. Click Save  or click Close to close the screen without adding the student. 

If the school is setup to use grid codes and the home address of the student does not match any 
grid code addresses, a warning message opens. The student record will still be saved, but the 
grid code will be assigned as 99999 and the address should be corrected. 

Figure 3-38 Message from webpage 

Figure 3-36 Find: Section Screen 

Figure 3-37 Student Add Screen Classes Tab 
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TRANSFER A STUDENT 

To transfer a student to the current school and year from another school or another year: 

1. Check to make sure the current focus is set to the school and year in which the student is 
enrolling. The focus is indicated in the top right-hand corner of the screen. 

Figure 3-39 Checking Current Focus 

2. Change to Update mode by clicking Edit at the top of the screen. If the button is not 
available, Update mode is already turned on. 

3. Click Add at the top of the screen. The Student Find screen opens in a separate window. 

Figure 3-40 Student Find Screen 

4. Enter partial or complete data on any Search Criteria field. It is important to try to enter 
data that is unique to that student, such as their Birth Date, or Perm ID, if possible. For 
instance, the last person who entered the student name may have entered it as Mac 
Donald, Ronald and the current user may enter it as MacDonald Ronnie. The correct 
record may be overlooked. 

5. Click Find. Search Results displays a list of records matching criteria entered. 

Figure 3-41 Student Find Screen Existing Students Listed 

The grid rows in the Student Search grid are color-coded as follows:  

 White background - The student is actively enrolled in the focus year. Unless 
concurrent enrollment is allowed at the school, these students cannot be transferred 
until they are withdrawn from their current school. 

 Yellow  background - The student is not actively enrolled in the focus year.  

 Light Blue background - The student’s most recent enrollment is not in the focus 
year. 

 Grey background – The student has a restriction on record that may restrict their 
enrollment in certain schools. 

The Status codes in the Student Search grid are as follows: 

 I - Students that withdrew from school before the end of the school year are listed with 
an I in the Status column. 
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 W - Students that did not re-enroll in the next school year are listed with a W in the 
Status column. 

 ENR - Students with ENR in the Status column have an enrollment restriction. 

6. Click Previous or Next at the top of the screen, if the student's name does not appear on 
the first page. To narrow the results, enter criteria that are more specific and click Find 
again. 

7. Once the student is located, click on the student’s name, and then click Transfer.  

Figure 3-42 Student Find Screen  

8. The Student Add Screen opens in a new window. The current information for the student 
displays in the fields. Update the information as needed on the Demographics, 
Parent/Guardian, Other Info, and Emergency tabs. 

9. Click on the Enrollment tab and enter the details of the new enrollment. If the student is 
transferring across school years, the Grade level is blank and must be selected. 

Figure 3-43 Student Add Screen Enrollment Tab 

10. Click on the Classes tab to add the student’s classes.  

11. Click Save at the top of the screen to complete the transfer. 

If allowed, students can be concurrently enrolled following the transfer students process. The 
difference is that the Student Add screen shows a note across the top of the screen warning that 
the student will be concurrently enrolled, and the ADA/ADM is set to concurrent and cannot be 
changed.  

Figure 3-45 Concurrent Enrollment Warning  

Figure 3-44 Student Add Screen Classes Tab 



Student Information User Guide Chapter Three 

Copyright© 2013 Edupoint Educational Systems, LLC 69 

ACTIVATE A STUDENT 

 

Caution:  If your school district allows for concurrent enrollments, Edupoint 
recommends using the Add a Student  procedure, when re-enrolling students who 
prevously withdrew from your school this year. 

To activate (re-enroll) a student who previously withdrew from your school this year: 

1. Check to make sure the current focus is set to the school and year in which the student 
was enrolled and is now re-enrolling, as indicated in the top right-hand corner of the 
screen.  

Figure 3-46 Checking Current Focus 

2. Find the student’s record. 

3. Only inactive students can be activated. Inactive students are indicated by parentheses 
around their name in the top line of the screen. 

Figure 3-47 Student Screen Inactive Student 

4. Click on the Menu at the top of the screen and select Activate Student. The Activate 
Student screen opens in a separate window. 

Figure 3-48 Student Screen Menu Options 
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5. Enter Date, Enter Code, and Track (if used),Grade, FTE, Tuition Payer Code and 
District of Residence. The rest of the fields are optional. Enter the Date (MMDDYY) or 
click      and select date. 

Figure 3-49 Activate Student Screen 

6. Click Activate at the top of the screen to activate the student or click Cancel to cancel the 
operation and close the screen.  

The student is active in the school and their name is no longer shown with parentheses. 

Figure 3-50 Activated Student 
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WITHDRAW A STUDENT 

To withdraw a student who has attended the school: 

1. Check to make sure the current focus is set to the school and year in which the student is 
enrolled. The focus is indicated in the top right-hand corner of the screen. 

Figure 3-51 Checking Current Focus 

2. Find the student’s record. Only active students can be withdrawn. An active student’s 
name displays without parentheses surrounding their name. 

Figure 3-52 Active Student 

3. Click Menu at the top of the screen and select Inactivate Student. The Inactivate Student 
screen opens in a separate window. 

Figure 3-53 Student Screen Menu Options  

The Leave Date and Leave Code are mandatory on this screen. 

Figure 3-54 Inactivate Student Screen 

4. Enter the Leave Date in MMDDYY format or click  and select date. 

5. Select the Leave Code. If used, select the Withdrawal Reason Code . 

6. If Drop Classes On Inactivation is checked, a Leave Date is entered for all active 
sections on the Classes tab. The Leave Date entered is the same as the Leave Date 
entered for the withdrawal. Otherwise, classes are left active. 
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7. If the student is enrolled in the new school year also, select the Next Year Enrollment 
Action. If withdrawing them from the new school year,  enter the Summer Withdrawal 
Code and Summer Withdrawal Date. 

8. Click Inactivate at the top of the screen to inactivate the student or click Cancel to cancel 
the operation and close the screen.  

The student is withdrawn and marked as Inactive as noted by parentheses around the student’s 
name.  

Figure 3-55 Inactive Student 

NO SHOW A STUDENT 

To withdraw a student who has NOT attended the school (a “no show”): 

1. Check to make sure the current focus is set to the school and year in which the student is 
enrolling. The focus is indicated in the top right-hand corner of the screen.  

Figure 3-56 Checking Current Focus 

2. Find the student’s record.  

Only active students can be no showed. An active student’s name displays without parentheses 
surrounding their name.  

Figure 3-57 Active Student 

3. To no show the student, click Menu at the top of the screen and select “No Show” 
Student. 

Figure 3-58 Student Screen - Menu Options - No Show Student 
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The No Show Student screen opens in a separate window. The Summer Withdrawal Date and 
Summer Withdrawal Code are mandatory on this screen. 

Figure 3-59 No Show Student Screen 

4. Select the Summer Withdrawal Code from the drop-down list.  

5. Enter the Summer Withdrawal Date in MMDDYY format or click  and select date.  

6. If used, select the Summer Withdrawal Reason Code from the drop-down list. 

7. Click No Show at the top of the screen to record the student as a No-Show or click 
Cancel to cancel the operation without recording the student as a no-show.  

8. A message opens confirming the student has been set to No Show. Click OK to return to 
the Student screen. 

Figure 3-60 Message from webpage 

The student is withdrawn and marked as No Show as noted by parentheses around the student’s 
name.  

Figure 3-61 Inactive Student 

When a student is no showed, all enrollment records for the school and year are deleted and the 
record on the Enrollment History tab does not show an Enter Date or Enter Code. Any classes 
assigned to the student are deleted. 
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EDIT STUDENT RECORDS 

When editing the information about a student, each tab must be edited separately and all 
changes saved before switching to a new tab. To edit the data for a student: 

1. Check to make sure the current focus is set to a school and not the district. The focus is 
indicated in the top right-hand corner of the screen. 

Figure 3-62 Checking Current Focus 

2. By default, the top row of data in the Student screen is locked for editing. To edit the top 
row of data, click Menu and select Edit Student Data. The top row of fields turns white 
and can be edited. 

3. Make the changes as needed, and then click Save.  

Figure 3-63 Student Screen Menu Options  
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DEMOGRAPHICS  

1. Click on the data to modify in the fields with the white background and change the 
information as desired. Those with gray backgrounds cannot be changed. 

2. On the Demographics tab, be sure to update the Effective Date when the student’s Home 
Address is changed so other staff knows the last date the address was updated.  

Figure 3-64 Student Screen Demographics Tab 

3. Fields that were not available when adding the student, that may need to be updated, are  
Spoken to Student at Home, School of Residence, Reason for Attendance, and 
Reason for Attendance Date. 

4. When the Home Address is updated and the student has parents and siblings at the 
district, the Manage Family Addresses screen opens when the record is saved.  

5. To update all related records with the new address, click Update. To update only some of 
the addresses, uncheck the family members that should not have their addresses 
changed in the Change column. Click Update. 



Chapter Three Student Information User Guide  

76 Copyright© 2013 Edupoint Educational Systems, LLC 

Figure 3-65 Manage Family Addresses Screen 

6. To add student phone numbers, click Add on the Phone Numbers grid. A new line is 
added to the Phone Numbers grid.  

7. Click Add as many times as necessary to add enough lines for all the phone numbers to 

be listed. To remove a number, check   on line of record to delete. The phone number 
will be deleted when the record is saved. 

Figure 3-66 Phone Numbers Grid 

8. Click Save at the top of the screen before switching to another tab. 

PARENT/GUARDIAN 

On the Parent/Guardian tab, all of the same information is available as on the Student Add 
screen.  

1. To add a new parent or guardian, click Add on the Parents and Guardians bar. A blank 
row is added to the grid. 

Figure 3-67 Student Screen Parent/Guardian Tab  

2. Enter the information in the spaces provided.  
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3. Click  next to the Parent Name to either select an existing parent record or add a new 
one. The Find: Parent screen displays. 

4. Enter all or part of Last Name, First Name. 

5. Click Find. Search Results displays a list of parents matching the criteria entered. 

Figure 3-69 Find: Parent Screen 

6. Click on the line with the desired parent name to select. The row highlights.  

7. Click Select to add the parent.  

Figure 3-70 Find: Parent Screen 

8. Click Show Detail to view parent demographic details that display on the right side of the 

screen. Comments and Phone Numbers can be updated. Click   to check spelling.  

 

9. Click Save before switching to another tab.  

To delete a parent from the record, 

1. Check   on line of record to delete.  

2. Click Save.  

Figure 3-68 Student Screen Parent/Guardian Tab  

Figure 3-71 Student Screen Parent/Guardian Tab 
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OTHER INFO 

On the Other Info Tab, all white fields are editable. The entire Lockers grid at the bottom of the 
tab is available when editing a record, only. 

To add a locker to the student record,  

1. Click Chooser on the Lockers bar. Chooser screen opens. 

Figure 3-72 Lockers Grid 

2. Enter all or part of the Locker Number, Type, and/or Location.  

3. Click Find. Search Results displays a list of records matching criteria entered. 

4. Click anywhere on appropriate record to highlight. 

5. Press CTRL down while clicking records to select multiple records at a time. 

6. Click  .                                   

OR 

Click . This will move all records found in Find Result column to Selected 
Items column. 

7. When all the lockers needed are in the Selected Items grid, click Select. The Chooser 
screen closes and the lockers display. 

8. To remove a locker, check  on line of locker record to delete and click Save.. 

Figure 3-74 Lockers Grid 

9. Do not forget to click Save before switching to another tab.  

  

Figure 3-73 Chooser Screen 
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EMERGENCY 

On the Emergency tab, all white fields are editable.  

Figure 3-75 Student Screen Emergency Tab  

1. To add an emergency contact, click Add. A new blank line is added to the Emergency 
Contacts grid. 

Figure 3-76 Student Screen Emergency Tab 

2. Enter the information for the emergency contact. To add another emergency contact, click 
Add again.  

3. To remove an emergency contact, check  and click Save. 
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To add or edit details of the contact information: 

4. Double-click the line number of contact. The detail view displays on the right with all the 
information about the emergency contact. All white fields are editable. 

5. When finished, click Hide Detail or click line number again. The detail view closes.  

Figure 3-77 Student Screen Emergency Tab Detailed Screen 

6. Click Save before switching to another tab. 
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ENROLLMENT 

On the Enrollment tab, all white fields are editable.  

Figure 3-78 Student Screen Enrollment Tab 

 

 

Caution:  When editing on this tab, make sure the EffectiveDate is entered 
exactly the same as the current Enter Date, otherwise changes here will create a 
new Enrollment Activity record which can cause problems when withdrawing a 
student or making other changes to a student’s enrollment. 

ENROLLMENT HISTORY 

The Enrollment History tab lists the latest enrollment dates for each school year, but not multiple 
enrollments for the same school and year. Multiple enrollments for the same school and year are 
viewable on the Enrollment History screen. 

Figure 3-79 Student Screen Enrollment History Tab 

1. To view the Enrollment History screen and edit details of any enrollment, click on the 
Enter Date or Enter Code of the record to edit. These are links to the Enrollment History 
screen. 
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The Enrollment tab of the Enrollment History screen displays each enrollment for a school and 
year on a separate line. The Enter Date, Enter Code, Leave Date, Leave Code, ADA/ADM, 
Track, or Withdrawal Reason Code may all be modified. 

Figure 3-80 Enrollment History Screen Enrollment Tab 

 

  
Caution:   When editing details on this tab, validation is skipped. 

 

2. Double-click the line number of record you wish to edit. The detail view displays the 
Effective Date, Grade, Previous Grade Exit Code, FTE, and the rest of the fields shown on 
the Enrollment tab. 

3. All white fields are editable. 

4. To delete an enrollment activity, check  on line of record to delete.  

5. Click Save. 

6. When finished, click Hide Detail or click line number again. The detail view closes. 

Figure 3-81 Enrollment History Screen Enrollment Tab Detailed Screen 

The Enrollment Activity record  extends far to the right on this screen. There are six district-
customizable fields (not shown in the example above). These are the EnrUser fields used for the 
enrollment record and are similar to the User Code fields on the Other Info tab. Three fields are 
text boxes and the other three are drop-down lists. 

To delete an entire enrollment,  

1. Delete all related Enrollment Activity records first. Then check  on line of record to 
delete.  

2. Click Save. 

Figure 3-82 Enrollment History Screen 
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The Other Information tab of the Enrollment History screen shows the fields from the Other Info 
tab of the Student screen that are specific to each enrollment. White fields are editable. 

Figure 3-83 Enrollment History Screen Other Information Tab 

Additional enrollment maintenance options are available through the Enrollment Maintenance 
screen, found under Synergy SIS > System > Data Maintenance. Information about this screen 
can be found in the Synergy SIS – Student Information Administrator Guide. 
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CLASSES 

On the Classes Tab, all of the same options are available as found through the Student Add 
screen with one additional option, Chooser. 

Figure 3-84 Student Screen Classes Tab 

To add a single class, 

1. Click Add and select the class using the Find Section screen. Then proceed to step 9. 

To add multiple classes, 

1. Click Chooser on the Class Schedule bar. Chooser screen opens. 

2. Enter all or part of any information in the white fields.  

3. Click Find. Search Results displays a list of classes matching criteria entered 

4. Click anywhere on appropriate record to highlight. 

5. Press CTRL down while clicking records to select multiple records at a time. 

6. Click  .                                   

OR 

7. Click . This will move all records found in Find Result column to Selected 
Items column. 

8. When all the classes needed are in the Selected Items grid, click Select. The Chooser 
screen closes and the classes display. 

Figure 3-85 Chooser Screen 
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9. Once a class has been added, the student may be made a Teacher Aide in the class by 
checking the box. To override the term for which the student will attend the class, select 
the term from Term Override. If the class qualifies for alternative funding, check t 
Qualifies for Alt Funding. 

10. To drop a class from the student’s schedule, enter the Leave Date for the class. 

11. Click Save. 

12. To delete a class from the student’s schedule, enter the Leave Date for the class and 

click Save. Then check  on line of record to delete.  

13. Save again. 

DOCUMENTS 

1. Next, click on the Documents tab. The Documents Tab does not display in the Student 
Add screen. 

Figure 3-86 Student Screen Documents Tab 

2. To add a document, click Add in the Documents grid. The Attach Document screen 
opens. 

3. Click Browse to locate the document to be attached. 

Figure 3-87 Attach Document Screen 

4. Once the file is listed in Browse, click Upload to add the document. 

 

  

Figure 3-88 Upload Success Message 
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5. A message opens when the document has been uploaded. Click OK on the message to 
close the message. The document will display in the Documents list. 

Figure 3-89 Student Screen Documents Tab 

6. By default, today’s date is entered in the Doc Date column. Edit this as needed, and then 
select a Doc Category.  

7. By default, the document’s file name is entered in the Doc Comment column, but this can 
be edited. 

8. Click Save. 

To delete a document,  

1. Check  on line of record to delete.  

2. Click Save. 
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STUDENT CONTACT LOG 

1. Click on the Student Contact Log tab. This tab does not display in the Student Add 
screen. 

Figure 3-90 Student Screen Student Contact Log Tab 

2. To add a contact record, click Add on the Student Contact Log bar. A new blank line 
displays in the grid. 

3. Enter the Date of contact (MMDDYY) or click  and select date. 

Figure 3-91 Student Screen Student Contact Log tab 

4. Enter the Time. It is only necessary to enter the numerals. Synergy SIS formats the field 
once entered, i.e., 900 formats as 9:00 AM. 

5. Select the Contact Type.  

6. Enter the name of the person who made contact in Contact By. 

7. Select the type of Outcome.  

8. Enter any Comment. The Comment can be checked for spelling by clicking . 

9. Click Save. 
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DELETE STUDENT RECORDS 

Student records should only be deleted in rare cases. Most of the time, students should be 
withdrawn or no showed instead. The main reason when a student record would be deleted is 
when a student has mistakenly been entered in the system twice. However, deleting one of these 
duplicate records may remove needed data that would then need to be re-entered. Use the 
Student Data Merge screen instead. This screen is found under Synergy SIS > System > Data 
Maintenance, and the process is explained in the Synergy SIS – Student Information 
Administrator Guide. The Enrollment Maintenance screen,  found under Synergy SIS > System > 
Data Maintenance, can correct errors in the enrollment records that cannot be fixed using the 
standard process of withdrawing and activating students. This is  explained in the Synergy SIS – 
Student Information Administrator Guide. 

The record in the Student screen is the main record for the student, and ties to all of the other 
records regarding the student in Synergy SIS. Grades, course history records, immunization 
records, etc. all link back to the Student record. Therefore, all of these records must be deleted 
separately before the Student record can be deleted. Once these records have been removed,  
the student record can be deleted by clicking Delete at the top of the screen. 
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ATTACH A PHOTO 

Photos can be attached to the student’s record in bulk or individually. Instructions on how to 
import photos in bulk are outlined in the Synergy SIS – Student Information Administrator Guide. 
To attach a photo to an individual student record: 

1. Click Menu and select Attach Photo.  

Figure 3-92 Student Screen Menu Options  

2. Attach Photo opens in a separate window. Click Browse to locate the student’s picture. 
Photos should be 100 pixels wide by 125 pixels high, and either png or jpg format. 

Figure 3-93 Attach Photo Screen 

3. Click Upload to upload the photo once it is attached.  

4. A message opens when the photo has been uploaded. Click OK to close the message. 

Figure 3-94 Message Screen 

5. Uploaded photos replace the current photo. To remove the photo without replacing it with 
a new photo, click Clear Photo instead of Upload. 
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STUDENT SCREEN MENU OPTIONS 

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

The options available under the Menu are: 

 Edit Student Data – This option allow the top row of data in the Student screen to be 
edited. For more information, see: Edit Student Records 

 Reports – The reports menu allows the Student Profile report and the Student 
Schedule to be generated for the student currently displayed in the screen. 

 

Tip: To select additional options for this report or to print the report for a group of 
students instead of an individual student, the report should be run from the Reports 
folder in the Synergy SIS Navigation Tree. For more information about running reports, 
see Chapter Six: Reports. 

 Report Preferences – This opens the User Password and Preferences - Report 
Preferences tab. Use this tab to set the options used when printing various student 
profile reports.  

 Attach Photo – This option inserts a photo into the student record. For more 
information, see:  Attach a Photo. 

 Inactivate/Activate Student & No Show Student – These options modify the 
student’s enrollment as outlined in the section in this chapter on Enrolling & 
Withdrawing Students. 

 Delete Student Enrollment – This is a simple delete of enrollment. It should be used 
in rare cases, only. Before using this option, see:  Delete Student Records. 

 Workflows – A workflow process is a district-defined procedure that is broken down 
into steps and documented electronically. There are two types of workflows, student 
related workflows, and school related workflows. 

 Screen Audit Detail For Student – 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.  

 

 

 

 

 
 

 

Figure 3-95 Student Screen Menu Options 



Student Information User Guide Chapter Three 

Copyright© 2013 Edupoint Educational Systems, LLC 91 

The Print button at the top of the screen may be used to print the information on the Student 
screen. It prints exactly as it is displayed on the screen, and does not show the information 
available using the scroll bars. 

Figure 3-96 Print Button 

Figure 3-97 Printed Student Scree 
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Chapter Four: 
OTHER STUDENT 

MANAGEMENT SCREENS 
 

In this chapter, the following topics are covered: 

► Mass Assign Counselor 

► Mass Email 

► Native American 

► Person Search 

► Phone Search 

► Student Notifications 

► Student Phone Numbers 

► Student Transportation 

 

 

 

  



Chapter Four  Student Information User Guide  

94 Copyright© 2013 Edupoint Educational Systems, LLC 

MASS ASSIGN COUNSELOR 

Instead of manually assigning counselors to students on the Other Info tab of the Student screen, 
counselors can  be added or replaced in bulk using the Mass Assign Counselor screen. To mass 
assign counselors: 

1. Go to the Mass Assign Counselor screen, found under Synergy SIS > Student. 

Figure 4-1 Mass Assign Counselor Screen 

2. Click Add at the top of the screen to create a new mass assignment process. An unlimited 
number of mass assignment definitions can be setup. The new Mass Assign Counselor 
screen opens. 

3. Enter a name for the process in Definition Name. 

Figure 4-2 Mass Assign Counselor Screen  
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4. Type a Description of the process. The description may be checked for spelling by 
clicking     . 

REPLACE COUNSELOR NAME 

To replace a counselor name already assigned to students, select a counselor in both 
Counselor From and Counselor To.  

To add a new counselor without replacing the current assignments, only select a counselor in 
Counselor To.  

To select a counselor, 

1. Click  next to the Counselor Name. The Find: Staff screen displays. 

2. Enter all or part of Last Name, First Name. 

3. Click Find. Search Results displays a list matching the criteria entered. 

4. Double click anywhere on the line of the appropriate counselor record.. 

5. The screen closes and the counselor’s name displays. This is a link that will open details 
of the staff member on the Staff screen. 

Figure 4-3 Find Staff Screen Search Results 

6. If adding a counselor, select how to assign the counselor from the Update Options drop-
down list. Select Update All to replace all counselor assignments or select Update 
Unassigned Only to assign the new counselor to only those students not assigned a 
counselor. 

7. Save the new definition. 

CONDITIONS 

1. The students changed by this definition may be filtered by one or more conditions. All 
conditions must be met for the counselor change to occur. To add a new condition, click 
on Add in the Conditions section. 

2. A new blank line is added to the Conditions section.  

Figure 4-4 Mass Assign Counselor Screen Add Condition 

3. Select the field, or Property, to use as the criteria for the conditions such as the student’s 
grade. 

4. Set the method used to match the Condition Value to the value currently in the Property 
selected in the student record by using the Not and Condition Type columns together.  
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Selecting Not just adds a Not to the Condition Type.  

For example, if the Condition Type is set to Equal To and Not is selected, the comparison 
would be set to Not Equal To. The Condition Type can be set to one of the following: 

 Contains – the property selected must contain the value entered.  

 Equal To – the property selected must be exactly the same as the value entered.  

 Ends With – the property selected must end with the value entered.  

 Greater or Equal – the property selected must be greater than or equal to the value 
entered.   

 Greater Than – the property selected must be greater than the value entered.  

 In List – the property selected must include one of the values entered in the Value 
field. List values are entered in the Value box separated by a comma.  

 Less Than or Equal – the property selected must be less than or equal to the value 
entered.  

 Less Than – the property selected must be less than the value entered.  

 Starts With – the property selected must start with the value entered.  

5. Enter the Condition Value to compare to the value currently in the Property. 

6. Click Add to add another condition. 

7. Check  to remove a condition. 

8. Click Save.  

STUDENTS 

Specific students may be selected instead of using a condition. 

1. Click the Students tab. 

2. Click Chooser on Students bar. Chooser screen opens. 

3. Enter partial or complete data on any white field.  

4. Click Find. Search Results displays a list of Student records matching criteria entered. 

 

  

Figure 4-5 Mass Assign Counselor Screen Students Tab 
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Figure 4-8 Menu Options 

Figure 4-6 Chooser Screen 

5. Click anywhere on the appropriate record to highlight. 

6. Press CTRL down while clicking records to select multiple records at a time. 

7. Click  .                                   

OR 

Click . This will move all records found in Find Result column to Selected 
Items column. 

Multiple searches may be made until all student records have been found and added to Selected 
Items column.  

8. Check  to delete an undesired record from Selected Items column, if needed. 

9. Click Select. This will close the Chooser screen and records selected will be listed. 

Figure 4-7 Mass Assign Counselor Screen Students Added 

10. To run the definition, click Assign Counselors. 

11. To delete a definition, click Delete at the top of the screen. 

12. To edit the name of a definition, click Menu and select Edit Mass Assign Counselor 
Definition Data. The color of the Definition Name field changes from gray to white, 
signifying that the field is editable.  

13. When the change is complete, click Save. 
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MASS EMAIL 

The Mass Email screen gives staff an easy method to send an email message to all students 
and/or parents who have an email address recorded in Synergy SIS. Emails may be sent to 
students and parents through the Communication screen in the TeacherVUE portal for a single 
class. The Mass Email sends a message to the students and parents for the organization in 
focus. There is an option to filter by student groups and/or sections, also. 

Figure 4-9 Mass Email Screen 

Automated email messages are  sent to parents, notifying them of disciplinary incidents or 
student absences. Parents can customize which automated messages they receive through the 
ParentVUE portal, and the district can customize the messages through the Email Content 
screen.  

For more about these additional options, please see the Synergy SIS – System Administrator 
Guide for how to customize the automated messages or the ParentVUE and StudentVUE Portal 
Guide for how parents can customize their options. The Synergy SIS – TeacherVUE User Guide 
outlines how teachers can send email messages to the parents and students in their classes. 

 

 

Caution: E-mail sent through the Mass Email screen is considered Immediate Email, 
and is sent using the Immediate Email schedule configured through the System 
Configuration screen. For more information about setting the Immediate Email 
schedule,  please see Synergy SIS – System Administrator Guide. 
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SEND EMAIL MESSAGE  

Figure 4-10 Mass Email Screen Send Mass Email 

1. Go to Synergy SIS > Student > Mass Email > Options tab. 

2. Select the Group To Email from the drop-down list. Messages can be sent to Students, 
Parents, or Both Students and Parents. 

3. Check the Grade levels to include in the message. To check or uncheck all of the grades, 

click . 

4. Select the format of the message from the Email Content Type drop-down list. Messages 
can be sent in either HTML or Text format. 

5. Enter the Message Subject. 

6. Enter the Message Body. The message can be checked for spelling by clicking . 

7. Select the staff member sending in From Staff. 

8. To override the email address used to send the message from (and control where replies 
are sent), enter a different email address in Override From Email Address. 

EXTRA FILTERS 

1. To apply additional filters to the email message. click the Extra Filters tab. 

Figure 4-11 Mass Email Screen Extra Filters  

2. To filter using a Student Group, click Chooser. Chooser screen opens. 
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3. Enter all or part of any information in the white fields. 

4. Click Find. Search Results displays a list of groups matching criteria entered. 

5. Click anywhere on appropriate record to highlight. 

6. Press CTRL down while clicking records to select multiple records at a time. 

7. Click  .                                   

OR 

Click                         . This will move all records found in Find Result column to Selected 
Items column. 

8. When all the groups needed are in the Selected Items grid, click Select. The Chooser 
screen closes and the groups display. 

Figure 4-12 Chooser Screen 

9. Repeat this procedure to filter by Class Selection. 

ADD ATTACHMENT 

1. To add an attachment to the message, click on the Attachments tab.  

Figure 4-13 Mass Email Screen Attachments Tab 

2. Click Add. The Attach Document screen opens in a separate window. 

3. Click Browse to select the file to attach. 

Figure 4-14 Attach Document Screen 

4. Find the file on the local computer, and click Open or OK.  

5. Once the file name is listed, click Upload. 
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6. The file uploaded is listed in the Email Attachments grid. To add another attachment, click 
Add again. To remove an attachment, click Delete. 

Figure 4-15 Mass Email Screen Attachment Tab 

7. To send the email, click Send Email at the top of the screen. 

 

 

 

 

 Reference:   Before email messages can be sent, Synergy SIS must be 
configured to use an email server as outlined in the Synergy SIS – System 
Administrator Guide. 
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NATIVE AMERICAN 

If the student belongs to a Native American tribe, their tribal affiliation can be recorded in the 
Native American screen.  

1. Go to the Native American screen, found under Synergy SIS > Student. 

Figure 4-16 Native American Screen 

2. Check to make sure the current focus is set to a school and not the district. The focus is 
indicated in the top right-hand corner of the screen. 

Figure 4-17 Checking Current Focus 

3. All white fields are editable. The information that can be recorded is: 

 CIB – Check if a Certificate of Tribal Blood is on record. 

 Tribal Community – Select the name of the student’s tribal affiliation. This list can be 
customized by the district. 

 Degree – Enter the degree of tribal affiliation 

 Tribal Code – Enter the code for the tribe if available 

 Tribal Enrollment Number – Enter the student’s tribal enrollment number 

 Tribal Comment – Enter any comments 

 Funding – Check the funding, either Title VII, Impact Aid, or Johnson O’Malley, for 
which the student is eligible. 

 Supplies – Check the semesters, either Fall or Spring, for which the student needs 
supplies 

 Release Form – Check Submitted if the student submitted a release form, and enter 
the Release Form Date (the date the student signed the form) in (MMDDYY) or click 

 and select date. 

 Once all of the information has been added or updated, click Save at the top of the 
screen. 
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PERSON SEARCH 

To find all the people of a certain name, gender, or SIS number, use the Person Search screen.  

1. Go to the Person Search screen, found under Synergy SIS > Student.  

2. The Number of Records to Find can be adjusted in this search screen.  

Figure 4-18 Person Search Screen 

3. Enter partial or complete information on any field in the Search Criteria.  

4. Filter the records returned by checking Student, Staff, or Parent. If they are left 
unchecked, all areas are searched. More than one may be checked. 

5. Click Find at the top of the screen to view the records matching the criteria entered.  

6. To find additional person information, click on the Person Type icon.  

 Student Record  
 Staff Record  Parent Record 

      

Note:  Student records have additional icons in the Search Results list. Clicking 

on any one of those icons opens the student's record in that screen.  

Figure 4-20 Person Search Screen Additional Student Icons 

Figure 4-19 Person Search Screen Person Type Icons 
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PHONE SEARCH 

To find all the phone numbers for a person, or to find the person associated with a phone 
number, use the Phone Search screen. To search for a matching record: 

1. Go to the Phone Search screen, found under Synergy SIS > Student. 

Figure 4-21 Phone Search Screen 

2. Enter partial or complete information on any field in the Search Criteria. For example, 
selecting a Person Type of Staff and a Phone Type would list all staff cell phone 
numbers. Any combination of information may be used. 

3. Click Find at the top of the screen to view the records matching the criteria.  

4. To view more details click on the Name of the person. This is a link to bring up the 
person’s records. 

Figure 4-22 Phone Search Screen Search Results 
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STUDENT NOTIFICATIONS 

Student notifications can be created to alert staff about special types of student circumstances. 
The student notification icon is then displayed on any screen where the student is in focus. To 
add a notification regarding a student. 

1. Go to the Student Notifications screen, found under Synergy SIS >  Student. 

Figure 4-23 Student Notifications Screen 

2. Find the student’s records using either Scroll or Find mode as outlined in Chapter Two of 
this guide.  

Figure 4-24 Student Notifications Screen 

3. To add a new notification, click Add in the Student Notifications grid. A new blank line is 
added to the grid.  

Figure 4-25 Student Notifications Screen 

4. By default, the Begin Date is set to today’s date. To edit it, enter date (MMDDYY) or click 

 and select date. 

5. Select the Notification type. This list is customizable for each district. 

6. If this is a temporary condition, an end date can be assigned to the notification by entering 

the End Date (MMDDYY) or click  and select date. 

7. Click Save to save the notification. 

8. To delete a notification, check  on line of notification to delete.  

9. Click Save. 
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10. To add a comment or additional detail about the notification, click the line number of the 
record you wish to edit. The line highlights. 

11. Click Show Detail  

OR  

Double-click the line number. The detail view opens on the right side of the screen.  

Figure 4-26 Student Notifications Screen Detailed Screen 

12. Comments about the notification can be added. Click  to spell check. Click  for more 
space. 

If this notification was generated because of a rule, Added By Rule is checked and the Rule 
Name is displayed in the Rules section. 

13. Click Save. 
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STUDENT PHONE NUMBERS 

To quickly screen all of the contact information for a student, 

1. Go to the Student Phone Numbers screen, found under Synergy SIS > Student. 

Figure 4-27 Student Phone Numbers Screen 

If a student is in focus already, all of the related phone numbers are displayed.  

2. To search for another student’s records, use Scroll or Find Mode. 

 

Tip: This is a good screen to add to the Quick Nav menu so that the student phone 
numbers are always available at one click. 
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STUDENT TRANSPORTATION 

The Student Transportation screen records all of the details regarding the student’s transportation 
such as bus route and bus stop. This is the same information that is recorded on the Other Info 
tab of the Student screen, and any changes on this screen will  display in the Student screen. The 
information is displayed in a separate screen to allow different user groups to modify 
transportation information separately from other student information. 

To modify this information 

1. Go to the Student Transportation screen, found under Synergy SIS > Student. 

 
Figure 4-28 Student Transportation Screen 
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2. Check to make sure the current focus is set to a school and not the district. The focus is 
indicated in the top right-hand corner of the screen.  

Figure 4-29 Checking Current Focus 

3. Change to Update mode by clicking Edit at the top of the screen. If the button is not 
available, Update mode is already turned on. 

4. Click on the data to modify in the boxes with the white background and change the 
information as desired. Boxes with a gray background cannot be changed. 

Transport Code  

5. Click the Transport Code drop-down and select appropriate code. This indicates the 
student’s eligibility for district-provided transportation.  

6. Enter the Transportation Request Date (MMDDYY) or click the Calendar  and select 
the date. 

7. Enter the Transportation Start Date (MMDDYY) or the Calendar  and select the date. 

Pick Up Information 

8. Click the Transportation Type drop-down and select bus, train, etc. 

9. Enter the appropriate Bus Route.  

10. Enter any Bus Stop information, if appropriate.  

11. Enter the Pick Up Time (military time 1330 or regular time 1:30P) 

12. Click the Pick Up Location Type and select curb to curb, door to door, etc. 

13. Click the Pick Up School drop-down and select, if student is arriving from another school 
location. 

14. Enter the Address, City State and Zip Code information of the pickup location.  

15. Click the Map It! button to verify location, if desired. 

16. Include any Comment regarding special instructions for the pick-up. Click the Spell 

Check  to check spelling. Click the drop-down  for additional space. 

17. Click the Transportation Reason Code drop-down and select, if appropriate. Typically, 
the student is not eligible for transportation but has district authorization such as a 
boundary exception.  

18. Enter the Transportation Reason Date if Transportation Reason Code (above) is 
completed. 

19. Enter name of the Responsible Person for the student at the pick-up point.  

20. Enter the Phone number of the Responsible Person. 

21. Repeat above instructions for Drop Off Information section  

Special Transportation Requirements  

22. Check any Special Transportation Requirements that are appropriate. 

23. Enter a Special Requirements Comment, if necessary. Click the Spell Check  to 

check spelling. Click the drop-down  for additional space. 

Transportation Logistics Information 
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24. If the student is receiving transportation because of special program participation, click 
next to Special Program Teacher. Find: Staff screen opens. 

25. Enter all or part of the Special Program Teacher’s Last Name, First Name, and Middle 
Name.  

26. Click Find or press ENTER. 

27. Click the line of the appropriate staff name. The line highlights. 

28. Click the line again or click Select. The Find: Staff screen closes and staff name displays 
in field. 

29. Enter the Primary Phone number. 

30. Enter the School Start Time (military time 1330 or regular time 1:30P.) 

31. Enter the Dismiss Time. 

32. Enter the Next School of Attendance, if appropriate. 

33. Enter name of staff member responsible for completing this information in Form 
Completed By. 

Additional Addresses 

This can be helpful for students who may go to a day care or  a vocational setting. 

34. Click Add on the Additional Addresses bar to enter information, if the student is picked up 
or dropped off at any additional locations.  

35. Click Save when complete. 
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Chapter Five: 
PARENTS 

In this chapter, the following topics are covered: 

► Screen Parent Records 

► Edit Parent Records 

► Delete Parent Records 

► Add Parent Records 

► Parent Screen Menu Options 
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While parent/guardian information is available on the Student screen Parent/Guardian tab, the 
Parent screen provides the ability to view and enter additional details. These include the parent’s 
home, mail and email addresses, phone numbers, information on related children and a parent 
contact log. ParentVUE account details are available here including the ability to print an 
Activation Key letter. (Note: Additional ParentVUE information is located in the Synergy SIS - 
ParentVUE & StudentVUE Administrator Guide and the ParentVUE and StudentVUE Portal.) To 
access the Parent screen: 

1. Open the Synergy SIS Navigation Tree by clicking on the Tree.  

 

2. Expand the Synergy SIS folder by clicking on the name Synergy SIS or the blue triangle 
pointing next to the word. Once clicked, the triangle will turn green and point downward.  

3. Under the Synergy SIS folder, click on the name Parent or click on the blue triangle 
pointing right next to it.  

4. Click on the Parent screen.  

 

Figure 5-2 Expand Synergy SIS Folder 

Figure 5-3 Parent Folder Parent Screen Icon 

Figure 5-1 Synergy SIS Pad Tree 
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SCREEN PARENT RECORDS 

Once the desired record has been found, (see Chapter Two: Finding & Sorting Records) note the 
Parent screen has several tabs of information. The tabs are: 

 Demographics - The Demographics tab contains detailed demographic information 
such email addresses and employer information 

 Children - This Children tab contains information on the siblings enrolled at that 
school and in the district.  

 ParentVUE - The ParentVUE tab lists the parent settings and information for the 
ParentVUE portal. (Note: Additional ParentVUE information is located in the Synergy 
SIS - ParentVUE & StudentVUE Administrator Guide and the ParentVUE and 
StudentVUE Portal.) 

 Parent Contact - The Parent Contact tab lists all the contact made with a parent. It 
can automatically capture a record of e-mail messages sent via the TeacherVUE 
portal, also.  
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DEMOGRAPHICS 

Information included on the Demographics tab includes: 

 

 The parent’s name and basic demographic information such as Adult ID, Gender, 
Primary Language, Social Security Number, Email Address, Employer, Job Title, 
Highest Education Level, Birth Date, and Birth Place is displayed on the 
Demographics tab.  

 To send an e-mail message to the parent using the e-mail program on the computer, 
click on the Email icon. 

 Nick Name 

 Last Name Goes By 

 AKA Last Name, AKA First Name, AKA Middle Name, AKA Suffix 

 Employer, Job Title 

 If the parent is a US Citizen, Deceased, or Uniformed Military, these are checked.  

 Highest Education Level 

Figure 5-4 Parent Screen Demographics Tab 
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Figure 5-5 Parent Screen Children Tab 

 Birthdate, Birth Place 

 Other notes can be displayed in the Additional Info. 

 Their Race and Ethnicity can be recorded. 

 Separate Home, Mail, and Work addresses can be recorded. To see the address 
displayed on a Google map, click Map It!. 

 The Phone Numbers section lists all of the phone numbers available for the parent. 
The Primary phone number to call is checked, and all phone numbers that can be 
used to contact the parent are checked as well. If the number is not listed, this is 
checked and extreme care should be taken not to divulge this number. 

 A history of the address changes can be tracked in the Address History section. To 

see the address history, click  for the section. 

CHILDREN 

The information on the Children tab includes: 

 

 Relationship Type - This is the parent/guardian’s relationship to the child listed. 

 Student Name - This is the name of the parent/guardian 's child. 

 School Name - This is the school in which the child is currently enrolled. 

If the following items are checked, the parent/guardian has these rights:  

 Contact Allowed – The parent/guardian can have contact with the child. 

 Ed. Rights – The parent/guardian can make decisions about the child’s education. 

 Has Custody – The parent/guardian has custody of the child. 

 Lives With – The child lives with the parent/guardian.  

 Mailings Allowed – The parent/guardian is allowed to receive mail from the school 
regarding the child. 

 Enrolling Parent - This is the parent/guardian who enrolled the child. 

 Release To - The child may be released to this parent/guardian. 

 Note:  District setup may be configured to view students enrolled at the 
current focus organization, only. 
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Figure 5-7 Parent Screen ParentVUE Tab 

 Financial Resp. - The parent/guardian who has assumed the financial responsibility 
for that child. 

The Related Children detailed view displays the same information listed in the grid but does so 
one child at a time. 

Figure 5-6 Parent Screen Children Tab Detailed Screen 

PARENTVUE 

The ParentVUE tab lists the parent settings and information for the ParentVUE portal. (Note: 
Additional ParentVUE information is located in the Synergy SIS - ParentVUE & StudentVUE 
Administrator Guide and the ParentVUE and StudentVUE Portal.) 

The information on the ParentVUE tab includes: 
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The ParentVUE tab displays the current Activation Key and the date Key Valid Until. Activation 
keys can be set to expire in a given number of days to increase security. Since the parent is given 
a written copy of the key, the letter could be lost or otherwise discovered by someone other than 
the parent. If the key is not used by the date in Key Valid Until, a new activation key must be 
issued. Date Activation Key Used, User ID, and Email 1 are auto-completed upon the parent’s 
first use of ParentVUE. 

The ability to create and print Activation Keys, disable the ParentVUE account, and reflect the 
parent's notification choices are available on this tab. 

Additional App Type Logins, such as those used to pay student fees may be displayed here.  

At the bottom is the Parent Access History, which includes the date and time the account was 
accessed, the IP address used for that occurrence and the status of that login. 

PARENT CONTACT 

The information on the Parent Contact tab includes: 

 

The Parent Contact tab lists all the contact made with a parent. Use the Parent Contact log to 
record contacts between school and parent. The details can include Date, Time, Contact Type, 
name of Person Contacted and Contacted By whom, the Outcome and any additional 
Comment or notes, if desired. It can automatically capture a record of e-mail messages sent via 
the TeacherVUE portal, also. 

 

 
 
 

Figure 5-8 Parent Screen Parent Contact Tab 
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EDIT PARENT RECORDS 

When editing the information about a parent, each tab must be edited separately and all changes 
saved before switching to a new tab. To edit the data for a parent: 

1. Check to make sure the current focus is set to a school and not the district. The focus is 
indicated in the top right-hand corner of the screen.  

Figure 5-9 Checking Current Focus 

2. Change to Update mode by clicking Edit at the top of the screen. If the button is not 
available, Update mode is already turned on. The current mode is shown in the top right-
hand corner where it says Form Status. 

DEMOGRAPHICS 

 Figure 5-10 Parent Screen Demographics Tab 
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3. On the Demographics tab, data may be modified in any white field. Gray fields cannot be 
changed. 

4. To add a phone number, click Add on the Phone Numbers bar. A blank line displays and 
the phone information can be entered.  

5. Check   to delete an undesired phone number.  

6. Once the changes have been completed, click Save or Undo. 

CHILDREN 

1. Next, click on the Children tab to modify the parent’s records regarding their children.  

Figure 5-11 Parent Screen Children Tab 

2. All fields may be edited except Student Name and School Name. 

3. Once the changes have been completed click Save or Undo. 

4. To remove a child record, check  on line of student record and click Save. 

To add a child to the parent’s record,  

1. Click Chooser. The Chooser screen opens in a separate window. 

2. Enter partial or complete data on any white field.  

  

Figure 5-12 Chooser Screen 
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3. Enter partial or complete data on any white field.  

4. Click Find. Search Results displays a list of records matching criteria entered 

5. Click anywhere on appropriate record to highlight. 

Figure 5-13 Chooser Screen  

6. Press CTRL down while clicking records to select multiple records at a time. 

7. Click                               .                            

OR 

Click . This will move all records found in Find Result column to Selected 
Items column. 

8. Multiple searches may be made until all records have been found and added to Selected 
Items column.  

9. Check  to delete an undesired record from Selected Items column, if needed. 

10. Click Select. This will close the Chooser screen and records selected will be listed. 

11. Once the changes have been completed, click Save or Undo. 

The Related Children detailed view displays the same information listed in the grid but does so 
one child at a time. 

 

1. Click the line number of child's record you wish to view or edit. The line highlights. 

2. Click Show Detail or click the line number again. The detail view displays on the right side 
of the screen.  

3. When finished, click Hide Detail or click line number again. The detail view closes. 

Figure 5-14 Parent Screen Children Tab  
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PARENTVUE 

The ParentVUE tab lists the parent settings and information for the ParentVUE portal. For 
instructions on how to modify the parent’s ParentVUE information, see the Synergy SIS – 
ParentVUE & StudentVUE Administrator Guide. 

 

PARENT CONTACT 

1. To add a record of contact with the parent, click the Parent Contact tab. 

Figure 5-16 Parent Contact Tab 

2. Click Add. A blank line displays and the contact information can be entered.  

3. Check   to delete an undesired record.  

4. Once the changes have been completed, click Save or Undo. 

  

Figure 5-15 Parent Screen ParentVUE Tab 
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DELETE PARENT RECORD 

1. Remove all children from the parent’s record.  

2. Click Delete at the top of the screen.  

Figure 5-17 Parent Screen  
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ADD PARENT RECORDS 

Parent records can be added from the Student screen and the Parent screen. Before adding a 
new parent record, there is a prompt to check the list of parents already entered in Synergy SIS 
and prevent duplicate records from being entered. 

1. Click Add at the top of the screen. The Parent Find screen displays. 

2. Enter all or part of any information in the white fields. 

3. Click Find. Search Results displays a list of matching criteria. 

To view details of a record (the parent must have a child enrolled in the school of the current 
Focus), 

1. Click anywhere on the line to highlight.  

2. Click View Parent at the top of the screen. The Parent Find screen closes and the 
selected record displays in the Parent screen. 

To select a parent record displaying, 

1. Double click the desired record. The Parent Find screen closes and the selected record 
displays in the Parent screen. 

To add a new parent record, 

1. Click Add New at the top of the screen. The Parent screen opens.  

Figure 5-18 New Parent Screen 

2. Enter the parent's Last Name and First Name. These fields are required and must be 
filled in to create a new record. 

3. The Adult ID either can be auto-generated by the system or manually entered. 

4. The parent’s basic demographic information such as Gender, Primary Language, Social 
Security Number, Email Address, Employer, Job Title, Highest Education Level, Birth 
Date, and Birth Place can  be entered. 

5. If the parent is a US Citizen, Deceased, or Uniformed Military, these should be 
checked. Other notes can be entered in the Additional Info. 

  

Figure 5-19 New Parent Screen Parent Info 
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6. Specify the parent’s Race and Ethnicity. 

Figure 5-20 New Parent Screen Race and Ethnicity 

7. Separate home, mailing, and work addresses can be  recorded. 

Figure 5-21 New Parent Screen Addresses 

8. To add a phone number, click Add in the Phone Numbers grid. A new blank line will 
appear and the phone information can be entered.  

Figure 5-22 New Parent Screen Phone Numbers 

9. Be sure to indicate the Primary phone number that should be used to contact the parent.  

10. Check Contact if the phone number can be used to contact the parent. 

11. If the number is unlisted, check Not Listed. 

12. Check   to delete an undesired phone number.  

13. Click Save to save the new parent record or click Close to cancel the operation without 
adding a new parent record. 

14. After the record has been saved, the parent record can be associated with students from 
the Children tab. ParentVUE options and Parent contact records can be added as outlined 
in the Edit Parent Records section earlier in this chapter. 
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PARENT SCREEN MENU OPTIONS 

The Menu provides access to additional parent information. 

The options available under the Menu are: 

 Edit Parent Data – This option allows the Last Name, First Name, Middle Name, 
Suffix, and Title of the parent to be edited, as outlined in the Edit Parent Records 
section earlier in this chapter. 

 Reports – The Print Activation Key report prints the ParentVUE Activation Key 
letter, which can be used to send parents instructions on how to access the 
ParentVUE & StudentVUE portals. For more information, see Synergy SIS – 
ParentVUE & StudentVUE Administrator Guide. 

Figure 5-24 ParentVUE Activation Key Letter 

 

  

Figure 5-23 Parent Screen Menu Options 
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 Screen Audit Detail for Parent – The Audit Trail History screen lists all of the 
changes made to the parent records, what was changed, who changed it, and the 
date and time, the change was made.  

Figure 5-25 Parent Audit Trail History Screen 
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Chapter Six: 
REPORTS 

 

In this chapter, the following topics are covered: 

► Parent Reports 

► Student Reports 
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Figure 6-1 Synergy SIS Navigation Tree 

Tree 

 

PARENT REPORTS 

The available reports for Parent are found under the Synergy SIS Parent menu. Individual reports 
print out information about a single parent, but can be printed for multiple parents at one time. List 
reports print a list of parents that meet the report criteria.  

1. Open the Synergy SIS Navigation Tree by clicking on the Tree.  

 

2. Expand the Synergy SIS folder by clicking on the name Synergy SIS or the blue triangle 
pointing next to the word. Once clicked, the triangle will turn green and point downward.  

3. Under the Synergy SIS folder, click on the name Parent or click on the blue triangle 
pointing next to it.  

4. Under the Parent folder, click on the name Reports or click on the blue triangle pointing 
right next to it.  

5. Repeat the process to access Individual reports or List reports. 

6. Click on the name or the icon of the report to open. 

7. Select the options to be used in printing the report. The report descriptions follow. 

8. Once the report options have been set, click on Print. The report will display as a PDF 
file, which can be sent to the printer or saved. 

 
  

Figure 6-2 Expand Synergy SIS Folder 

Figure 6-3 Expand Parent Reports 
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PVU202 – ParentVUE Activation Key Letter  

PAD Locat ion: Synergy SIS>Parent>Reports>Individual  

The PVU202 report prints an activation key letter to hand out to parents who will be using 
ParentVUE to check their children’s information. The user can select a student by perm ID or last, 
first and/or middle name. The user can  leave all options blank and print the report for all students 
in the school or select a grade level to print. A school representative gives this report to parents 
so they can log in to their children’s records.  

REPORT OPTIONS: 

Perm ID:   

Filter report output to include just the specified student attached to the permanent ID. 

Last Name:   

Filter report output to include just the students with the specified last name. 

First Name:   

Filter report output to include just the students with the specified first name. 

Grade:   

Filter report output to include just the selected grade or grade range. 
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PVU401 – Parent/Student Portal Activity 

PAD Locat ion: Synergy SIS>Parent>Reports>List  

The PVU401 report lists Parents and Students along with their login activity to the ParentVUE or 
StudentVUE portal in Synergy SIS. The data may be filtered and organized showing all activity by 
Teacher, Grade Level, Section ID or Section ID range, and Date if desired. 

REPORT OPTIONS: 

Date:   

Filters ParentVUE and StudentVUE activity for a certain date. 

Section ID:   

Filters the report to show only users who have students in a particular section or section range. 

Grade:   

Filters the report by student grade level. 

Teacher:   

Produces the report for a particular Teacher’s classes. 
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STUDENT REPORTS 

The available reports for Student are found under the Synergy SIS Student menu. Extract reports 
provide a total count of records processed. Individual reports print out information about a single 
student, but can be printed for multiple students at one time. Labels reports provide mailing labels 
for the students. List reports generate a list of students and their information as specified by the 
description. Summary reports generate summaries for multiple students.  

To access the available Student reports: 

9. Open the Synergy SIS Navigation Tree by clicking on the Tree.  

10. Expand the Synergy SIS folder by clicking on the name Synergy SIS or the blue triangle 
pointing next to the word. Once clicked, the triangle will turn green and point downward.   

 

11. Under the Synergy SIS folder, click on the name Student or click on the blue triangle 
pointing right next to it. 

12. Click on the name Reports or click on the blue triangle pointing right next to it. 

13. Repeat the process to access any of the report categories. 

14. Click on the name or the icon of the report to open.  

15. Select the options to be used in printing the report. Individual report descriptions follow. 

16. Once the report options have been set, click on Print. The report will display as a PDF 
file, which can be sent to the printer or saved. 

Figure 6-4 Synergy SIS Navigation Tree 

Figure 6-5 Expand Synergy SIS Folder 

Figure 6-6 Expand Student Reports 
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CNF201 – Student Conference Profile 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The CNF201 report prints a profile of a student’s conferences including a description and 
comments. The user can select a student by perm ID or last, first and/or middle name. The user 
can  leave all options blank and print the report for all students in the school or select a grade 
level or range of grades to print. This report is utilized by school staff to record student 
conference information.  

REPORT OPTIONS: 

Perm ID:   

Filter report output to include just the specified student attached to the permanent ID. 

Gender:   

Filter report output to include just the selected gender group.  

Last Name:   

Filter report output to include just the students with the specified last name. 

First Name:   

Filter report output to include just the students with the specified first name. 

Middle Name:   

Filter report output to include just the students with the specified middle name. 

Grade:   

Filter report output to include just the selected grade or grade range. 
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CNF601 – Student Conference Summary 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The CNF601 report prints a summary of conference totals by conference code and grade for a 
range of dates. The user must select a grade or grades and a beginning and ending date for the 
report. This report is utilized by school administrative staff to monitor the use of conference 
codes. 

REPORT OPTIONS: 

Grade:   

Filter report output to include just the selected grade or grades checked. 

Date Range Start/End:   

Includes conference codes that fall within the date range indicated. 
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GRP201 – Student Group Profile 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The GRP201 report prints individual data based on groups the student is currently or previously 
enrolled in. 

REPORT OPTIONS:   

Perm ID:   

Filter report output to include just the specified student attached to the permanent ID. 

Gender:   

Filter report output to include just the selected gender group. 

Last Name:   

Filter report output to include just the selected student(s) by last name. 

First Name:   

Filter report output to include just the selected student(s) by first name. 

Middle Name:   

Filter report output to include just the selected student(s) by middle name. 

Grade:  

Filter report output to include just the selected grade or grade range. 

Group:   

Filter report output to include just the selected group. 
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GRP202 – Student Group Profile 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The GRP202 reports prints individual prints individual data based upon current and historical 
groups the student was enrolled in. 

REPORT OPTIONS: 

Perm ID, Gender, Last/First/Middle Name, and Grade (range):   

Filter report output to include just the specified field(s).. 

Current - Group Type:  

Filter report output to include just the selected current group type. 

Current - Student Group:   

Filter the current groups to be included by selection. 

Historical - Group Type:   

Filter report output to include just the selected historical group type. 

Historical - Group Code:   

Filter the historical groups to be included by selection of the historical group code.  
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GRP401 – Student Group List Report 

PAD Locat ion: Synergy SIS>Student>Reports>Li st  

The GRP401 report prints a list of students in each group selected and includes the code and 
name of the group and student name, perm ID, grade, gender, phone, homeroom, enter date and 
leave date. The user can select the lists to print by groups. The user can select all groups to print 
a list of every group in the school. This report is utilized by school staff to give to leaders of the 
groups for meetings and group functions. 

REPORT OPTIONS: 

Groups:   

Check boxes of groups to print. 
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GRP402 – Student Group List Report 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The GRP402 report prints eligibility for the group selected. Filter the report by selecting the 
checkbox options. Selecting Show Group Eligibility Requirements will print a group box on the 
report output of the eligibility requirements. 

REPORT OPTIONS:   

School Group:   

Filter report output to display the selected group. 

Season:   

Filter report output to display the selected season. 

As Of Date:   

Filter report output to display data based on the date entered. 

Show Only Ineligible Students:   

Filter report output to display only ineligible students. 

Show Grades From Grade Book:   

Filter report output to show grades from Grade Book rather than Synergy SIS grades. 

Show Group Eligibility Requirements:   

Prints the group eligibility requirements on the report output. 
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GRP410 – Student Letter Purchasing Report 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The GRP410 report outputs a list of students who have earned a letter for group participation and 
for which activities the letter was earned. There is an option to only show students that need a 
letter. The data can be filtered based on the selected school group. 

REPORT OPTIONS:   

Letter Type:   

Filter report output to display the selected letter type. 

School Group:   

Filter report output to display the selected group. 

Season:   

Filter report output to display the selected season. 

Show Only Letters To Purchase:   

Filter report output to display letters awaiting purchase, only. 
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NYR401 – Boundary Exception Students 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The NYR401 report prints a list of students who are not in the boundaries of the school they are 
registered at. The user must select a year for the report to be based on. This report is utilized by 
school administrative staff to monitor the students who are coming to their school from other 
areas. 

REPORT OPTIONS: 

Based On:   

Filter report output to include the selected school year. 
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PVU203 – Student Activation Key Letter 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The PVU203 report prints a student activation key letter for StudentVUE. Letters are designed to 
be sent to students when they have complied with the district’s security policy. 

REPORT OPTIONS: 

Perm ID:   

Filter report output for a specific student Perm ID. 

Last Name:   

Filter report output to include just the student with the specified last name. This is a required            
field when printing one letter for a specific student. 

First Name:   

Filter report output to include just the student with the specified first name. This is a required field 
when printing one letter for a specific student. 

Grade:   

Filter report output for a specific grade level. 
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REC201 – Permanent Record 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The REC201 report prints a permanent record of a student’s school work. The user can select a 
student by perm ID or groups of students by grade or gender. The user can  leave all options 
blank and print the report for all students in the school. This report is utilized by school staff to file 
the permanent record of students within the school/district. 

REPORT OPTIONS: 

Perm ID:   

Filter report output to include just the specified student attached to the permanent ID. 

Grade:   

Filter report output to include just the selected grade or grade range. 

Gender:   

Filter report output to include just the selected gender group. 

Student ID Type:  

Display Student ID as Perm ID or State ID. 
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STU201 – Student Profile 

PAD Locat ion: Synergy SIS>Student>Rep orts>Individual  

The STU201 report prints a student profile that includes custodial information, health conditions, 
emergency and doctor information. The user can select a student by perm ID, last name and first 
name or groups of students by grade. The user can  leave all options blank and print the report 
for all students in the school. This report is utilized by school staff to file the student information in 
the student’s permanent file. The report is  sent home at the beginning of the school year to verify 
student record information contained at the school. 

REPORT OPTIONS: 

Student Info:   

Filter report output to include just the selected fields (fields containing data) as well as a single 
grade or grade range. 

Report Options:   

Filter report to print or hide selected elements. 
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STU202 – Student Schedule 

PAD Locat ion: Synergy SIS>Schedule>Reports>Individual  

 
The STU202 report prints a student 
schedule that can include personal 
information. The user can leave all 
options blank and print the report for all 
students in the school. This report is 
utilized by school counselors and staff 
to hand a student their schedule of 
classes. 

REPORT OPTIONS: 

Filter Date/Term Filter Start/End:  

Date of report; Filter report output for a 
specified starting/ending term. 

Student Info:   

Filter report output to include just the 
selected fields (fields containing data) 
as well as a single grade or grade 
range. 

Period Range: 

Filter report output to a period or period 
range. 

Grouping Info:   

Sorting by teacher name (ascending) for 
the sections defined by term/period. 

Teacher Info:   

Excludes the teachers’ first name from 
printing on the report. 

Include the following fields: 

Option to populate fields with comment 
if no data is found. 
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STU203 – Secondary Withdrawal Slip 

PAD Locat ion: Synergy SIS>Schedule>Reports>Individual  

The STU203 report prints a 
withdrawal form that can 
include absence, schedule, 
and check out information 
collected by the school office 
staff. The user can leave all 
options blank and print the 
report for all students in the 
school. This report is utilized 
by school staff to collect the 
check out information needed 
to release a student from a 
school. 

REPORT OPTIONS: 

Student Info:   

Filter report output to include 
just the selected fields (fields 
containing data) as well as a 
single grade or grade range. 

Absence Definition:  

Select reason codes to filter 
data included in the report. 
Selecting a type will include all 
reasons that match the 
selected type. 

Leave Codes that do not 
affect enrollment count:   

Select leave codes. 

Student Info Text:   

Include information that 
explains such things as 
placement, academic growth, 
instructional materials used, 
physical handicaps, etc. Attach 
any data, which would be 
helpful for placing the child in 
his/her new school such as 
pupil evaluation forms or 
report cards. 
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STU206 – Student Withdrawal Notice 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The STU206 report prints the Official Notice of Pupil Withdrawal for the State of Arizona. 
Information includes basic demographic information, withdrawal information, as well as Special 
Education and ELL information. 

REPORT OPTIONS: 

SIS ID:   

Filter report output to include just the specified student attached to the SIS ID. 

Last Name:   

Filter report output to include just the students with the specified last name. 

First Name:   

Filter report output to include just the students with the specified first name. 

Withdrawal Date:  

Date student leaving the school/district. 

Leave Code:   

Leave Code for student. 
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STU207 – Student Enrollment Profile 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The Student Enrollment Profile is a snapshot of the Enrollment History screen. The report will 
break by student.  

REPORT OPTIONS:   

Perm ID:   

Filter report output for a specific Perm ID. 

Last Name:  

Filter report output to include student(s) with the specified last name. 

First Name:   

Filter report output to include student(s) with the specified first name. 

Grade:   

Filter report output by a grade or grade range. 
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STU401 – Student List 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU401 report prints an alphabetical student list. The user can select students to print by 
grade or gender. The user can  leave all options blank and print the report for all students in the 
school or select a grade level or range of grades to print. The report includes student name, perm 
ID, grade, gender and birth date. This report is utilized by school staff for a list of students in the 
school.  

REPORT OPTIONS: 

Grade:   

Filter report output to include just the selected grade or grade range. 

Gender:   

Filter report output to include just the selected gender group. 
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STU402 – Student and Parent Directory 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU402 report prints a list of students for each section. The user can select students by 
grade, gender, section ID, homeroom name, term, period, or parent relations flag. The user can  
leave all options blank and print the report for all students in the school. The report includes by 
section, student name, perm ID, grade, gender, birth date, phone, address, relation, parent name, 
type, phone and extension. This report is utilized by school staff and teachers for students and 
parents contact information. 

REPORT OPTIONS: 

Student Info:   

Filter report output to include just the selected fields (fields containing data) as well as a single 
grade or grade range. 

Parent Relations:   

Select parent flag to filter data included in the report. Selecting a parent flag will include all 
parents that are tagged with the selected parent flag. 
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STU403 – Student Directory By Street Address 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The ST403 report prints a list of students sorted by street address. The user can select students 
by grade or gender. The user can  leave all options blank and print the report for all streets in the 
school. The report includes by street name, street address, city, state, zip code, student name, 
perm ID, grade, gender, type, phone and extension. This report is utilized by school staff to locate 
different families living in the same household. 

REPORT OPTIONS: 

Grade:   

Filter report output to include just the selected grade or grade range. 

Gender:   

Filter report output to include just the selected gender group. 
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STU404 – Student Birthday List 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU404 report prints a list of students sorted by birth month then date. The user must select 
a birth month to print. The user can  select students to print by grade, gender or section if. The 
report includes by month then day, student name, grade, gender, age, homeroom, address, city, 
state, and zip code. The report is sorted by section ID then birth date, student name and gender. 
This report is utilized by school staff and teachers to send out birthday greetings to students at 
the school. 

REPORT OPTIONS: 

Birth Month:   

Filter report output to include selected months. 

Grade:   

Filter report output to include just the selected grade or grade range. 

Gender:   

Filter report output to include just the selected gender group. 

Section ID:   

Filter report output to include just the selected section ID. 
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STU406 – Student Household List 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU406 report prints a list for “youngest or only” or “oldest or only” students by section ID. 
The user can select students by household member type or section ID. The list is printed by 
section ID and includes the student name, address, city, state, zip code, and grade of each 
student included in the selection criteria in a teacher’s class. This report is utilized by teachers for 
an address list of students in their class. 

REPORT OPTIONS: 

Household Member Type:   

Filter report output to print mailing labels by oldest or youngest. 

Section ID:   

Filter report output to include just the selected section ID. 
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STU407 – Multiple Child Households 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU407 report prints a list of siblings or children that live at the same address by address. 
The user can select # of siblings to look for at an address. The list is printed by address and 
includes the address, city, state, zip code, phone, student name, grade, teacher and room of 
each student included in the selection criteria. This report is utilized by school office staff to know 
what students live in multiple child households. 

REPORT OPTIONS: 

Siblings:   

Filter report output to print number of siblings specified. 

or More:   

Filter report output by checking the box to print more than the number of siblings specified. 
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STU410 – Emergency Contact Directory 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU410 report prints a list of students for each section. The user can select students by 
Grade, Gender, Section ID, Room Name, or Parent Relations flag. The user can  leave all options 
blank and print the report for all students in the school. The report includes by section, student 
name, perm ID, grade, gender, birth date, phone, address, relation, parent information, 
emergency contact information, phone type, phone and extension. This report is utilized by 
school staff and teachers for students and parents contact information in case of emergency. 

REPORT OPTIONS: 

Grade:   

Filter report output to include just the selected grade. 

Gender:   

Filter report output to include just the selected gender group. 

Section ID:   

Filter report output by entering a section ID to print. 

Room Name:   

Filter report output by entering a room number to print. 

Parent Relations:   

Select parent flag to filter data included in the report. Selecting a parent flag will include all 
parents that are tagged with the selected parent flag. 

Page Break by Section:   

Checkbox to include a page break by each section. 



Student Information User Guide  Chapter Six 

Copyright© 2013 Edupoint Educational Systems, LLC 179 

  



Chapter Six Student Information User Guide 

180 Copyright© 2013 Edupoint Educational Systems, LLC 

STU412 – Student Add/Drop List 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU412 report prints a list of students that have added or dropped from classes. The user 
can select specific absence reasons (by type or reason code) to be included on the report. 
ATP412 groups by teacher and section. This report is utilized by teachers to confirm students’ 
class adds and drops. 

REPORT OPTIONS: 

Last Name:   

Filter report output to include just the selected teacher(s) by last name. 

First Name:   

Filter report output to include just the selected teacher(s) by first name. 

Date Range Start/End:   

Filter report output to include enters and leaves that fall within the date range indicated. 

Absence Definition:   

Select reason codes to filter data included in the report. Selecting a type will include all reasons 
that match the selected type. 

Suppress Attendance:   

Selecting this checkbox suppresses attendance data from report output. 
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STU416 – Student Enrollment Validation 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU416 Student Enrollment Validation report prints a list of students that have various types 
of enrollment problems. 

REPORT OPTIONS: 

Validation Rules to Check:  

Filter the report output by one or more of the rules listed: 
1. Verify that the student is enrolled in at least one class for each day they are enrolled. 
2. Verify that the student enrollment dates are within the school calendar. 
3. Verify that the student schedule does not contain any overlapping classes. 

Grade:   

Filter the report output by the selected grade level(s). 

Date Range:   

Filter the report output to a specific date or date range. 
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STU417 – Student ID Card 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU417 Student ID Card report prints Student ID cards for students of selected grades. 
Color sets for ID cards can be selected by grade level and content can be added to the reverse of 

the card. 

REPORT OPTIONS: 

Grade:   

Filter the report 
output to display 
only student for 
the selected 
grade(s). 

Custom Colors – 
Grade:   

Select the grade 
for which to assign 
a custom color set. 

Custom Colors – 
Color Set:   
Select the color 
set to be assigned 
to the selected 
grade. 

School Mascot:   

Enter the name of 
the school mascot 
to display on the 
ID card. 

Reverse Header:   

Enter the text to 
appear as the 
header on the 
reverse side of the 
ID card. 

Reverse Content:   

Enter the text to 
appear below the 
header on the 
reverse side of the 
ID card.  
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STU421 - Student Add/Drop by Section  

PAD Locat ion: Synergy SIS>Student>Reports>  List  

The STU421 report generates individual reports for each section, listing all students that added or 
dropped the section. This report includes the student’s name, SIS number, grade, gender, 
ethnicity, ELL/ELP level (if any), Special Ed primary disability (if any), the date they added the 
section, the date they dropped the section, and the days they attended the section. 

REPORT OPTIONS:  

Report Display: 

Displays if the student was added, dropped or both from a section. (Required) 

Term Filter: 

Filters report by scheduling term. If left blank, all terms are included within the specified date 
range. 

Date Range: 

Displays results within a specified range, only. If left blank, the report defaults to the school 
year. 

Section ID Range: 

Displays results for the specific section or range of sections, only. If left blank, all courses are 
included within the specified date range. 

Course ID Range: 

Displays results for the specific course or range of courses, only. If left blank, all courses are 
included within the specified date range. 

Teachers: 

Displays results for the selected teachers. If left blank, all teachers are included within the 
specified date range. 

NOTE: The report displays the ELL/ELP level only if the report date range coincides 
with the ELL History Activity Date (Last Activity). The system pulls the ELL/ELP level 
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from the ELP Level field on the ELL History tab of the English Language Learner 
screen. 
The report displays the Section Add/Drop Dates only if the report date range coincides 
with the add or drop dates for the section. 
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STU422 - Student Add/Drop by Teacher 

PAD Locat ion: Synergy SIS>Student>Reports>  List  

The STU422 report generates individual reports for each teacher, listing all students that added 
or dropped their classes. This report includes the class period, section, term, course, student’s 
name, SIS number, grade, gender, ethnicity, ELL/ELP level (if any), Special Ed primary disability 
(if any), the date they added the section, and the date they dropped the section. 

REPORT OPTIONS:  

Report Display: 

Displays if the student was added, dropped or both from a section. (Required) 

Term Filter: 

Filters report by scheduling term. If left blank, all terms are included within the specified date 
range. 

Date Range: 

Displays results within a specified range, only. If left blank, the report defaults to the school 
year. 

Section ID Range: 

Displays results for the specific section or range of sections, only. If left blank, all courses are 
included within the specified date range. 

Course ID Range: 

Displays results for the specific course or range of courses, only. If left blank, all courses are 
included within the specified date range. 

Teachers: 

Displays results for the selected teachers. If left blank, all teachers are included within the 
specified date range. 
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NOTE: The report displays the ELL/ELP level only if the report date range coincides 
with the ELL History Activity Date (Last Activity). The system pulls the ELL/ELP level 
from the ELP Level field on the ELL History tab of the English Language Learner 
screen. 
The report displays the Section Add/Drop Dates only if the report date range coincides 
with the add or drop dates for the section. 
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STU424 – Student Oldest Or Youngest 

PAD Locat ion: Synergy SIS>Student>Reports>Extracts  

The STU424 is an extract that lists students and their addresses. The report can be filtered to 
only show 1 child per shared address or by parent relation. The extract lists students’ birth date, 
first name, grade level, last name, mailing address (including city/state/zip), middle name, student 
ID, and school number. 

REPORT OPTIONS:   

Student To Print:   

Filter report output to display the selected Student. 

Household Definition:   

Filter report output to display students associated with the selected relation or address 
information. 

Grade:   

Filter report output to display data based on the grade selected. 

Gender:   

Filter report output to display only the gender selected. 

Student Group:   

Filter report output to display only the selected Student Group. 

Flags:  

Filters the report output to the selected Parent Relation(s). 

Type:   

Filters the report output to the selected Relative Type(s). 
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STU601 – Student Totals 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The STU601 report prints a summary of totals by grade and gender for active, inactive and total 
students. The user must select an as of date for the report. This report is utilized by school 
administrative staff to monitor the student numbers in their school. 

REPORT OPTIONS: 

As Of:   

Date of report. 

Include No Show Students in Inactive Totals:   

Selecting this checkbox includes No Show students in inactive totals. 

Only Show Students not Excluded from ADA/ADM:   

Selecting this checkbox will only include students not excluded from ADA/ADM in totals. 
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STU602 – Student Ethnic Distribution List 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The STU602 report prints a summary of totals by grade, gender and ethnic code. The user must 
select an as of date and at least one ethnic code for the report. This report is utilized by school 
administrative staff to monitor the student ethnic codes in their school. 

REPORT OPTIONS: 

As Of:   

Date of report. 

Ethnicity Type:   

Ethnicity type to include on report. 

Ethnic Codes:   

Ethnic code(s) to report. 
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STU604 – Daily Enrollment Totals Detail 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The STU604 report prints enrollment data on a per day basis. The report can be run at the District 
level to show enrollment detail by school, instructional setting and grade group. The maximum 
number of days that will print on the report is 10. 

REPORT OPTIONS:   

Date:   

Filter report output to display the selected date. 

Total Days:   

Total number of days the report output will display. 

Grade Group1, 2, 3, 4:   

Filter report output to include just the selected grade or grade group. 
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STU605 – Daily Enrollment Totals Summary 

PAD Locat ion: Synergy SIS>Student>Reports>Sum mary 

The STU605 report prints enrollment data on a per day basis. The report can be run at the District 
level to show an enrollment summary by school, instructional setting and grade. The maximum 
number of days that will print on the report is 10. 

REPORT OPTIONS:   

Date:   

Filter report output to display the selected date. 

Total Days:   

Total number of days the report output will display. 
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STU801 – Withdrawal/Entry Slip 

PAD Locat ion: Synergy SIS>Student>Reports>Individual  

The STU801 report prints a withdrawal form that can include absence, schedule, and check out 
information collected by the school office staff. The user can leave all options blank and print the 
report for all students in the school. This report is utilized by school staff to collect the check out 
information needed to release a student from a school. 

 

REPORT OPTIONS: 

Student Info:   

Filter report output to include 
just the selected fields or fields 
containing data. 

Absence Definition:  

Select reason codes to filter 
data included in the report. 
Selecting a type will include all 
reasons that match the selected 
type. 

Leave Codes that do not 
affect enrollment count:   

Select leave codes. 

Student Info Text:   

Include information that explains 
such things as placement, 
academic growth, instructional 
materials used, physical 
handicaps, etc. Attach any data 
which would be helpful for 
placing the child in his/her new 
school such as pupil evaluation 
forms or report cards. 
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STU802 – Student Mailing Labels 

PAD Locat ion: Synergy SIS>Student>Reports>Labels 

The STU802 report prints labels for mailing information to students and parents. Leave all options 
blank to print report for all students in school.  

REPORT OPTIONS: 

Student Options:   

Select Grade, Gender 
and/or Student Group 
options to filter.  

Section Options:   

Select Sections To Use 
(section type), or select 
Section ID, Period or 
Teacher. 

Household Type:   

Filter mailing labels by 
oldest or youngest. 

Household Definition:   

Print using student print 
address or parent 
relations. 

Student Name Format:   

Select format to print 
students’ names.  

Destination:   

Select address 
destination. 

Label Grouping:   

Select to group labels by 
section. 

“To the Parent/Guardian 
of:” Override:   

Check to print title on 
label. 

Show Student Name:   

Check to print student name on label. 

Show “RE” Before Student Name:   

Check to print “RE” . 

Show Parent Name:   

Check to print parent name.  

Flags:   

Select parent type to filter data in report. Selecting a type will include all parents that match 
selected type. Selecting a parent flag will include all parents that are tagged with flag. 
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STU803 – Student Household Labels 

PAD Locat ion: Synergy SIS>Student>Reports>Labels  

The STU803 report prints mailing labels for “youngest or only” or “oldest or only” students. The 
user can select students by household member type or section ID. The user can  select to show 
student name or not. This report is utilized by school staff to create labels for mailing information 
to students and parents. 

REPORT OPTIONS: 

Household Type:   

Filter report output to print mailing labels by oldest or youngest student. 

Section ID:   

Filter report output by entering a section ID to print. 

Show Student Name:   

Check the box to print the student name on the label. 

Show “RE” Before Student Name:   

Check the box to print “RE” before the student name. 

“To the Parent/Guardian of” Override:   

Replace “RE” with this wording. 
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STU804 – Galileo Extract 

PAD Locat ion: Synergy SIS>Student>Reports>Extracts  

The STU804 report prints and produces an extract for use by the Galileo program. 

REPORT OPTIONS: 

Extract Information:   

Commands given to the report output to filter by date and/or school. 

Teacher Information:   

Filter report output by Teacher ID, Teacher Name, or Teacher Default Password. 
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STU809 – Emergency Class Roster 

PAD Locat ion: Synergy SIS>Student>Reports>List  

The STU809 report emails teachers a class list for a specific period of the day for emergency 
purposes. 

 

REPORT OPTIONS: 

Start Date: 

Date of roster. Default is today’s date. 

Period Begin and Period End 

Filter roster by period range. 

NOTE:  When the user clicks Print,  the system emails a current class roster to all the 
teachers for the selected periods. Clicking the report icon in the Job Result screen displays a log 
file that lists the time the email was sent, who it was sent to, and who sent it.  
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Example of Emergency Class Roster Email 



Chapter Six Student Information User Guide 

210 Copyright© 2013 Edupoint Educational Systems, LLC 

STU814 – Library Extract 

PAD Locat ion: Synergy SIS>Student>Reports>Extracts  

The STU814 report prints an extract as a flat file of student/staff information for use in District’s 
library system. 

REPORT OPTIONS: 

As of Date:   

Date of report. 

Files to Generate:   

Filter report output to include only the student and/or staff file. 

Filter Parent by Relation Data:  

Filters report by parent/guardian relation type. 
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TCH601 – Student Enrollment by Teacher 

PAD Locat ion: Synergy SIS>Student>Reports>Summary  

The TCH601 report prints a summary of totals by teacher, grade and gender for students. The 
user must select an as of date and as least one grade for the report. This report is utilized by 
school administrative staff to monitor the student numbers in each teacher’s class for their school.  

 

REPORT OPTIONS: 

Grade:    

Filter report output to include just the selected grades. 

Periods: 

Filter report output to include just the selected periods. 

As Of Date:   

Date of report. 
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