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ABOUT THIS MANUAL

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

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

Software and Document History

Date Volume | Edition | Revision | Content

May 2009 1 1 1 Initial release of this document

August 2009 1 1 2 Incorporated the changes from the
July 2009 release of the software

March 2010 1 1 3 Updated to include changes from

the November 2009 release and the
February and March 2010 patches.

August 2011 1 1 4 Updated to include changes from
the June 2011 release and August
2011 patches.
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CONVENTIONS USED IN THIS MANUAL

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

Bold Text )
click, or text to type.

Tip — Suggests advanced technigues or alternative ways of
H approaching the subject.

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

another manual or website

; N\ Caution —Warns of potential problems. Take special care when
W reading these sections.

4 . .
@: Reference — Refers to another source of information, such as

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to rescreen
the system requirements and make sure the district's computer hardware and software
meet the minimum requirements. If there are any questions about the system
requirements, please contact an Edupoint representative at (877) 899-9111.

Caution: The Edupoint family of software does not support the use of
@‘ pop-up blockers or third-party toolbars in the browser used to access
\A Synergy SIS. Please disable any pop-up blockers (also known as pop-

up ad blockers) and extra toolbars in the browser before logging into
any Edupoint product.

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

In this chapter, the following topics are covered:
» The four steps of the SAIS Submission process
» How to run the SAIS Submission process
» How to customize the submission options

Copyright© 2012 Edupoint Educational Systems, LLC 9
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OVERVIEW OF THE STATE OF ARIZONA DATA
REPORTING

Synergy SIS provides a seamless process to report the required data to the state of
Arizona, and allows the district to simplify this process to the point where no manual
intervention is required. Some of the notable features of the SAIS Data Reporting include:

e Synergy SIS sends all data at the district level so only one upload is needed for the
entire district. Separate uploads for each school are not required.

e Synergy SIS can automatically create the transactions needed to report special
program information such as ELL or Special Education. This is part of the normal
submission process and does not need to be handled separately.

e Synergy SIS connects directly to the state’s SAIS system. There is no need to
create a separate file and manually upload it into the SAIS system.

e Synergy SIS automatically downloads new SAIS IDs when they are available. A
separate download or separate data entry is not required.

e Synergy SIS automatically downloads the results of an uploaded transaction file and
processes the results, providing the district with a more user-friendly report of any
errors reported by the state. This process also ensure that the data in Synergy SIS
stays synchronized with the data uploaded at the state, and will automatically
resubmit failed transactions when the error in the data entry is fixed.

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

e To double-check the data collected by the state and ensure the district’'s data is
captured correctly, Synergy SIS provides the SAIS Comparison tool to compare all
data collected in Synergy SIS against one of the state reports such as the ADMS72
or ADMS75 reports.

e The data submission process may be scheduled to run automatically with no
manual intervention required.

What is a transaction?

A transaction is a line in the file that is uploaded to the state that changes an individual
student’s records. An example of a transaction would be an entry that notifies the state that
a specific student has enrolled in the school. Each transaction can either add information to
the state’s database, change existing information, or delete existing information.

There are a number of different transactions that are submitted to the state, and they fall
into two general categories. Enrollment-related transactions submit information relating to
the student’s enrolliment in the school such as withdrawals or absences. Need-related
transactions submit information regarding the student’s special needs and participation in
need-related programs such as ELL or Special Education. The list of possible transactions
is outlined on the next page.

10 Copyright© 2012 Edupoint Educational Systems, LLC
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Student Enrollment-Related Transactions

001
002
003
004
005
006
007
008
009
010
016
017
018
020
022

Student Enroliment

Student Readmission
Student Withdrawal

Student Absence

Student Personal Information
Student Membership Change
Student District of Residence Transfer
Student FTE

Student Grade Transfer
Student Payer Factors
Student Year End Status
Student Attendance

Student Summer Withdrawal
Community College Classes
Student Test Label

Student Needs-Related Transactions

011

All Needs

Student Need

Language Needs

012
013

Student Assessment

Language Program Participation

Special Education Needs

014
021

SPED Service Participation
Initial IEP

Early Childhood Program Needs

023
024

015

Early Childhood Program Participation

Early Childhood Preschool Assessment

All Other Programs

Support Program Participation

Copyright© 2012 Edupoint Educational Systems, LLC
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How is the data collected?

The state requires that data be collected and submitted to the SAIS system regarding three
general categories of student data:

e Student enrollment information
e Student attendance information
e Student participation in special programs such as ELL or Special Education

Student enroliment information is entered into the Student screen as part of the process of
normal enrollment process. Attendance data is entered into Synergy SIS as part of the
normal process of taking attendance. No special data entry is required to capture the
information required by the state. Information regards the student’s participation in special
programs such as ELL or Special Education is recorded in the screens in the Student
Programs folder.

How is the data verified and checked?

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

If any errors or invalid data are encountered in the data when the upload is created,
transactions based on that data is not included in the upload. However, the upload will still
be created and sent to the state with all the data that passed the validation process. The
errors found are summarized in a PDF report that pops-up on the screen when the file
creation process is complete. This allows the correct data to still be submitted in a timely
manner, but problems in the data are still identified so they can be corrected. Once the
errors are fixed, those transactions are included in the next upload.

Where is this information located in Synergy SIS?

Data is collected throughout the Synergy SIS system for upload to the state. The
demographic and enrollment information is collected through the Student screen, located in
the Student folder. Attendance information is collected through the screens in the
Attendance folder. Information regarding student participation in special program such as
ELL or Special Education is captured in the screens in the Student Programs folder. The
collected data is then processed and submitted using the screens in the AZ folder. To see
exactly where each element of a SAIS transaction is recorded in Synergy SIS, please refer
to Chapter Five of the Synergy SIS — State of Arizona Data Reporting Administrator Guide.

Entering information into the Student screen is explained in the Synergy SIS — Student
Information User Guide. Attendance recording is covered in the Synergy SIS — Attendance
User Guide. This manual illustrates how to record and edit data for the special programs,

12 Copyright© 2012 Edupoint Educational Systems, LLC
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and how to submit the collected data to the state of Arizona. It rescreens all screens and
reports in the AZ folder and the Student Programs folders. There are also a number of
reports that can be generated from this information, and Chapter Eleven rescreens the
available reports and shows how to customize and print these reports.

The companion manual to this User Guide, Synergy SIS — State of Arizona Data Reporting
Administrator Guide, covers the setup and configuration required for the special programs
and the data submission process.

THE FOUR STEPS OF THE SUBMISSION PROCESS

SAIS reporting in Synergy SIS consists of 4 steps. Throughout this reporting process,
Synergy SIS reports the success or failure of any given step on screen so the progress of
the submission can be monitored. The steps are:

1. Creation: The first step in the process is the creation of the transactions that will be
sent to the state. When completed, this step generates a report of any errors that
need to be fixed. It also creates the final file to be sent to the state. The file created
is a text file, as this is quicker to upload and preferred by the SAIS system.

2. Upload: The second step uploads the text file created in step 1 to the SAIS system.
This is done automatically through a direct connection to the SAIS system.

3. Download: The third step downloads the results of the state’s SAIS validation
process for each transaction included in the file that was uploaded in step 2. All
errors that occurred are included in a PDF report that displays on screen after the
completion of this step.

4. Process Results: The fourth step processes the results from the state that were
downloaded in step 3. This step is critical so that any transactions that were not
accepted by the state can be resubmitted when the data entry errors are corrected.

Transaction generation for EVIT, JTED and AOI (formerly TAPBI) is directly supported
within Synergy SIS. The transaction generation and error reporting for these types of
situations occurs during the normal process of the district's SAIS transaction generation,
and no special steps are needed. The log of the student’s time for AOI schools can be
recorded as minutes in the attendance system either through manual data entry or by
importing a file using the Synergy SIS Generic Data Conversion program. This time will
then be submitted to the state in addition to the membership information for the AOI
program. For the AZ Safe program, Synergy SIS can create a file of the required data that
can be uploaded as needed.

Before each submission, the person in charge of the SAIS uploads can select specific
schools or students for processing. They can also limit the submission to specific types of
transactions, such as enrollment transactions or State Student ID requests.

After each submission, be sure to rescreen the SAIS01 and SAIS02 reports for errors,
and try to correct the errors prior to the next submission.

Copyright© 2012 Edupoint Educational Systems, LLC 13
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@ Caution: Prior to the first submission each year, the district must
N/ update their school calendars at the state.

PRE-SUBMISSION SETUP

Caution: The User account used throughout the SAIS submission
process should be setup so that the Default Mode is set to Edit. For
more information on how to setup a User account, please refer to the
Synergy SIS — System Administrator Guide.

User
User Name: User, Admin
ics|_O User Graups Menu | Security Settings | Focus | Spell Check | POV

Last Name First Name Middle Mame  Disabled User Type
[User [Admin [ I staf >
Login @ Password Q[ pates Q@
Login Narme Email Passinord Cofirrn Passwirt User Creation Date
|Admm |Admm@edupmm com | | |
I Force Password Change On hext Login Last Login Date
I™ Exempt From LDAP 0B/01/2009 17.57:15
Address Q| Preferences Q|
Address Default Mode Paging Size Paging Row Size

Edit b
City State ZIP Code +4 [ Show Quick Launch
I M I I Debug Expiration (Hours from how)

POY Home Page

Change POV Hame Page:

Figure 1.1 — User Screen, Default Mode

Prior to every submission, the person in charge of the SAIS uploads can select specific
schools for processing instead of uploading all transactions for the entire district. This can
be helpful in large districts where processing all transactions at the same time may overload
the systems. However, all four steps of the process must be completed before
another submission is processed. Since step 3 is dependent on the state of Arizona
completing their file validation, there can frequently be delays in completing all 4 steps. To
select which schools will be included in the submission:

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

Edupoint

Hope High Schod

Year:2011-2012

UserAdmin User
Show activ J

S

Figure 1.2 — Checking Current Focus

Note: Most of the SAIS Submission setup & process is conducted from
the district focus.

2. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

14 Copyright© 2012 Edupoint Educational Systems, LLC
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Figure 1.3 — Synergy SIS Navigation Tree
3. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.
7 Synergy SIS
b Attendance
b AZ
P Course

P Course History

Figure 1.4 — Synergy SIS Folder Figure 1.5 — Synergy SIS Folder
Expanded

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

downward.
[ Attendance b Attendance
p AT AT
b Course b Atjten.de?nce In.fo
. P Discipline Incident
P Course History Y -
Figure 1.6 — AZ Folder b SAIS

Figure 1.7 — AZ Folder Expanded

5. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points

downward.
P Attendance
b Attendance b
P Attendance Info
R P Discipline Incident
P Attendance Info U Ral
P Discipline Incident b Repars
P Setup
b Prﬂgram |nf|:| ‘{t Community College
h‘ 5,&,'5 Q" SAIS Comparison
Figure 1.8 — SAIS Folder (& swis supmission

Figure 1.9 — SAIS Folder Expanded

6. Under the SAIS folder, open the Setup folder by clicking on the blue triangle
pointing right, next to the word Setup. Once clicked, the triangle turns green and
points downward.

Copyright© 2012 Edupoint Educational Systems, LLC 15
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P Attendance P Attendance
7 AL AL
P Attendance Info P Attendance Info
P Discipline Incident P Discipline Incident
P Program Info P Program Info
= SAIS - SAIS
P Repors P Reports
P Setup = Setup
P
g Community College I;/ SAIS School Setup
Q’ SAIS Comparisan [ w SAIS Submission Setup ]
E/ SAIS Submission Q—I SAIS Transaction Maintenance
Figure 1.10 — Setup Folder Figure 1.11 — Setup Folder Expanded

7. Click on the SAIS Submission Setup screen, and the screen appears in the
content pane on the right-side of the screen.

b
Q{ SAIS Submission Setup
Figure 1.12 — SAIS Submission Screen Icon

8. The Schools tab of the SAIS Submission Setup screen is where schools are added
or removed from the SAIS Submission process. To add a school to be processed,
click on the Chooser button.

SAIS Submission Setup

School Year: 2009-2010

| Schools | Students = Setup = Report Unit | Default Values | Transaction Filter

Remove All Schools From Grid |

e —
Select Schools (|_ Chooser 52
| |

24 [ Line] \
Figure 1.13 — SAIS Submission Setup Screen, Schools Tab

9. The Chooser screen appears. Click the Find button to list all schools, or enter the

name of the school in the Find Criteria section before clicking Find to search for a
specific school.

Find Select
Chooser

Find Criteria (@]
School Mame 5i5 School Code State CTDS Code

AddSelectedRons) > | addalRaws => |

_ Search Results |
Find Result %] Selected tems @

\ \ | | ([ une | \ |

Figure 1.14 — Chooser Screen

10. The list of schools appears in the Search Results on the left-hand side. Click on the
school to add, and click the Add Selected Row(s)>> button. To add all schools,
click the Add All Row(s)>> button. Multiple schools may also be selected by holding
down the CTRL key.

16 Copyright© 2012 Edupoint Educational Systems, LLC
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Chooser

Find Criteria @
School Mame 5is School Code State CTDS Code

< fild Selected Row(s) D Add Al Rowis) 5> |
v

Search Results |

Find Result o) Selected [tems ]
ool Name 00 ate CTD 2+ | Ling[School Name |Sis School Code  |State CTDS Code

Adams Elementany 1M 123456101
Central Enroliment
Continuation High

School

Eisenhower Middle

School 28

Grant Elementany 102

Hope High School 273 123456273

Jefferson Elementary 103
Kennedy High School 276

King High Schoal 272

Lincoln Elementary 104

Pinnacle Pre-School 434 193456854
Roosevelt Middle

School 282

Truman Middle School |262
Washington Elementary [119

Figure 1.15 — Chooser Screen, Search Results

11. Once all the desired schools are listed in the Selected Items section on the right-
hand side, click the Select button at the top of the screen to add them to the
Schools tab of the SAIS Submission Setup screen.

Find Select
Chooser

Find Criteria 6]
School Marme Sis School Code State CTOS Code

[ addsslectedRonts = | addalRows) > |

_ Search Resullsl
Find Result [&]

Line|School Hame Sis School State CTDS
Code Code

| Central Enrollment

, Continuation High
2| Schoal
~|Eisenhower Middle

Selected Items @]

Line|School Name 5is School State CTDS
Code Code

| Adams
Elementary

123456101

238

102

| Hope High School 273 123456273
[ Jefferson Elementary | 103
[ Kennedy High School | 276
| King High School 272
[ Lincoin Elementary 104
| Pinnacle Pre-School 834 193456834

1 Roosevelt Middle 252

School
(14 Truman Middle School  |262
5 WWashington Elementary 119

Figure 1.16 — Chooser Screen, Selected ltems

12. Click the Save button at the top of the screen to save the changes.
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Form Status: Ready (Update Mode) | & G g

Menuw @4 Save ) Undo |
(«

SAIS Submission Setup

School Year: 2009-2010

Schools | Students | Setup = Report Unit | Default Values | Transaction Filter

Remove All Schools From Grid |

Select Schools | Chooser | @
DO 00 ode ate ) pde
Adams Elementary 101 123456101

Figure 1.17 — Schools Tab, SAIS Submission Setup, Adding Schools

13. To remove a school, check the box in the X column for the school. To remove all of
the schools listed, click the Remove All Schools From Grid button.

’m‘§| Save | Undo | Form Status: Ready (Update Mude}|@ %@
SAIS Submission Setup &

School Year: 2009-2010

Report Unit | Default Values  Transaction Filter

Remove All Schools From Grid

| Chooser | 6]
5[ line[School Name Sis School Code State CTDS Code

I | Adams Elementary 123456101

Figure 1.18 — Schools Tab, SAIS Submission Setup

14. Click the Save button at the top of the screen to remove the school.
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The submission may also be configured to only process certain students, or to exclude
some students from the process. This can be helpful towards the end of the year when it
may be necessary to resolve errors with just a select group of students. Since the state
processes small groups of transactions more quickly, the results of the changes can be
seen more quickly. To select which students are excluded or included in the submission
process:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
i -

Figure 1.19 — Synergy SIS Navigation Tree

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

=7 Synergy SIS
P Attendance
P AZ
P Course

P Course History
Figure 1.21 — Synergy SIS Folder
Expanded

Figure 1.20 — Synergy SIS Folder

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

downward.
P Attendance b Atiendance
b AZ - A7
P Course P Attendance Info
P Course Histary B Discipling Incident
Figure 1.22 — AZ Folder P Program Info
b snis

Figure 1.23 — AZ Folder Expanded

4. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points

downward.
b‘ Attendance I Aftendance
7 AF
AL P Attendance Info
P Attendance Info P Discipline Incident
L . P Program Info
I Discipline Incident - aas
B Program Info b Reports
b sAIS b Setup
Figure 1.24 — SAIS Folder ':’ Cornmunity College

v
Q’ SAlS Comparison

' cuie submission
Figure 1.25 — SAIS Folder Expanded
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5. Under the SAIS folder, open the Setup folder by clicking on the blue triangle

pointing right, next to the word Setup. Once clicked, the triangle turns green and
points downward.

I Attendance P Attendance
7 AL - AZ
P Attendance Info P Attendance Info
P Discipline Incident P Discipline Incident
P Program Info P Program Infa
= SAIS = SAIS
P Repors P Reports
P Setup = Setup
o
"W Community College ;;-‘SA\S School Setup
& sais comparison | < sas sunmission seup |
E/ SAIS Subrmission &J SAIS Transaction Maintenance
Figure 1.26 — Setup Folder Figure 1.27 — Setup Folder Expanded

6. Click on the SAIS Submission Setup screen, and the screen appears in the
content pane on the right-side of the screen.

@ SAIS Submission Setup
Figure 1.28 — SAIS Submission Screen Icon
7. Click on the Students tab of the SAIS Submission Setup screen.
SAIS Submission Setup =

School Year: 2009-2010

Schoolsfl Students etup = Report Unit = Default Values = Transaction Filter

Remove 0ols From Grid |

Select Schools [ chooser | @
= \ | |
I Adams Elementary 101 123456101

Figure 1.29 — SAIS Submission Setup Screen, Schools Tab

8. To add students to be included in the submission process, click the Chooser button
in the Select Students to Include section. To add students to be excluded from

the submission process, click the Chooser button in the Select Students to
Exclude section.

SAIS Submission Setup

School Year: 2009-2010

Schools | Stud, |Setup Report Unit = Default Values | Transaction Filter
Remove Al Students From Gid |

A
Select Students to Include Chooser
< [ Line] ——

Remove AllExcluded Students From Grid |

p—
Select Students to Exclude "]
[ inel | \ |

Figure 1.30 — SAIS Submission Setup Screen, Students Tab

9. The Chooser screen appears. Click the Find button to list all students, or enter the

name of the student in the Find Criteria section before clicking Find to search for a
specific student.

P
( Find S}ct
“CImtser
Find Criteria Q
Last Name First Name Middle Name ~ Suffix  Perm ID
I I
Addselected Rows) > | addallRow(s) 3|
_ Search Results |
[ Find Result Q] [Selected items Q]
[ tne| \ \ [sum | | [EED \ \ [Sumx| |

Figure 1.31 — Chooser Screen
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10. The list of students appears in the Search Results on the left-hand side. Click on
the student to add, and click the Add Selected Row(s)>> button. To add all
students listed, click the Add All Row(s)>> button. Multiple students may also be
selected by holding down the CTRL key.

Find Select

Chooser
Find Criteria
Last Marme First Mame Middle Marme SILITTI Perm 10

< Add Selected Rowis) = P Add all Rowls) ==

_ Search Results |

Find Result Selected ltems
’m Last Name (First Hame |Middle Name (Suffix |Perm ID > ’m Last Name |First Name (Middle Name ’ﬁ Perm ID
1 Ahbott Andrew Edward 124013
| Abbott Billy © 905483
(] anbott Bobby Christian 169523
[ snbott Susan Cecelia 158247

Figure 1.32 — Chooser screen, Search Results

11. Once all the desired students are listed in the Selected Items section on the right-
hand side, click the Select button at the top of the screen to add them to the
Students tab of the SAIS Submission Setup screen.

———
Fir Seleck >

Chooser
Find Criteria
Last Mame First Name Middle Mame  Suffix  Perm ID

| Add Selected Rowis) > |

Add All Row(s) > |

_ Search Results |

Find Result
’m Last Name |Frst Name |Middle Name (Suffix |Perm ID
Andrew Edward 124013
Bobbry Christian 169523
Susan Cecelia 158247

Selected ltems

'_,:-=.:_: Line|Last Name |First Name |Middle Name |Suffiz |Perm ID

Figure 1.33 — Chooser Screen, Selected ltems
12. Click the Save button at the top of the screen to save the changes.
o] 55
SAIS Submission Setup

‘School Year: 2009-2010

Save Undo | Form Status: Ready (Update Mode) ‘ @

Sl

Schools  Student: | Setup = Report Unit

Remove All Students From Grid |

Default Values | Transaction Filter

Select Students to Include | Chooser | ]
tudent Name Perm ID
Abbott, Billy C. 905483
Sparks. Edith 997013
Remove All Exduded Students From Grid
Select Students to Exclude Chooser | (3

tudel lame Pe D 0

Figure 1.34 — Students Tab, SAIS Submission Setup, Adding Students
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13. To remove a student, check the box in the X column for the student. To remove all

the students, click the Remove All Students from Grid or Remove All Excluded
Students From Grid buttons.

SAIS Submission Setup

School Year: 2008-2010

Schools depts] Setup  Report Unit | Default Values  Transaction Filter

¢ Remove All Students From Grid >

e ——

act Stud to Includ

Chooser | (@

X
| Abbott, Billy C
I Sparks, Edith

p—
1: Remove All Excluded Students From Grid >

Select Students to Exclude Chooser |O
i [ Line

| | |
Figure 1.35 — Students Tab, SAIS Submission Setup

14. Click the Save button at the top of the screen to remove the students.

15. Next, switch to the SAIS Submission screen underneath the SAIS folder.

b Attendance
- AL
P Attendance Info
B Discipline Incident
B Program Info
== SAl5
P Reports
B Setup

-
g Community College
QJBAIB Campatisan

b
i sas submission
Figure 1.36 — SAIS Submission icon

16. Check the box marked Process Selected Students Only in Step 1. This allows a

group of students to stay selected as outlined above, but to only be processed
separately when this checkbox is selected.

SAIS Submission

Schoal Year: 2009-2010

| Run |_History  State Student ID
Status of Submission Process

Transaction NumbEdU Status Aborted ~ Job Transaction Creation b
Step 1: Create Transaction Files

Q|
Transaction Numberd Time of Last RUr[I2A7/2010 150557
[ Process Selected Students Only ]
I-' Process anly students that need a State ID
™ Exclude Non-Enraliment Transactions
Create hew ‘ walidation Only ‘
|Deta\|s Q)

Figure 1.37 — SAIS Submission Screen, Process Selected Students Only

17. Click the Save button at the top of the screen to save the changes. The process is
ready to run for just the selected students.
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How TO RUN THE SUBMISSION PROCESS

After all of the selections have been made in the pre-submission setup process, the
submission is ready to go. To run the submission process:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
£] i vt ovcs

Admin | I Genems Gead marning.
= g Anncamcement
o® T
Cegantzation| I

Figure 1.38 — Synergy SIS Navigation Tree

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

B [ @ ouickLaunch 4 ¥ Synergy SIS
Defaut |{ b E<D P Attendance
ol 2|l b Synergy SE

) Synergy SIS D AZ
P Course

P Course History

Figure 1.40 — Synergy SIS Folder
Figure 1.39 — Synergy SIS Folder g Exp)almdegg

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

P Attendance

T AL
P sttendance Info
P Discipline Incident
P Program Infa

b SAIS
Figure 1.42 — AZ Folder Expanded

P Attendance

bz

P Course

P Course History
Figure 1.41 — AZ Folder

4. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points

downward.
b Attendance b Attendance
- AL = A7
b Attendance Info [ Attendance Info
o . [ Discipline Incident
B Discipline Incident N e
B Program Info = CAIS
P SalS P Reports
Figure 1.43 — SAIS Folder B Setup

F
W Cammunity College

-2

[i
I ams submission
Figure 1.44 — SAIS Folder Expanded

Copyright© 2012 Edupoint Educational Systems, LLC 23



State of Arizona Data Reporting User Guide Chapter One

5.

6.

Click on the SAIS Submission screen, and the screen appears in the content pane
on the right-side of the screen.

At the very top of the Run tab of the SAIS Submission screen, the status of the last
submission is shown. It shows the state transaction number, the status of the run
(the last step completed), and the overall status of the job.

SAIS Submission

School Year: 2008-2008

L ntale Student 1D
Status of Submission Process
ransaction Number|1 Status|4 ~ Job Status Download b

Figure 1.45 — SAIS Submission, Status of Submission Process

The first step in the submission process creates the transaction file to be uploaded
to the state. In the first part of step 1, select any options needed by clicking in the
checkboxes in the Step 1 box. These options are:

SAIS Submission

School Year: 2009-2010

Run | History  State Student ID
Status of Submission Process

Transaction Numberl[l Status Aborted ~ OB Transaction Creation b

Step 1: Create Transaction Files Q|

Transaction Number‘ltl Time of Last Run03/17/2010 15:05:57

W Process Selected Students Only

I Process only students that need a State ID

I™ Exclude Non-Enroliment Transactions

Create New walidation Only
[Details Q|

Figure 1.46 — SAIS Submission Screen, Step One

e Process Selected Students Only — if checked, only the students selected on
the Students tab of the SAIS Submission Setup screen are used to generate
transactions. For more information, see the section in this chapter titled Pre-
Submission Setup.

e Process only students that need a State ID — if checked, only the transactions
to request a state student ID for students without a state student ID are
uploaded. For more information, see the section in this chapter on Downloading
State Student IDs

e Exclude Non-Enrollment Transactions — if checked, only enrollment-related
transactions including attendance and absence records are uploaded.
Transaction records for special programs such as special education will not be
uploaded. This is helpful at the beginning of the year when they state may not
be ready to accept transaction records for special programs.

Click the Save button at the top of the screen to save the options.

Once the needed options have been checked, either a new file can be created to be
uploaded or only the validation process can be run to check for errors. Running the
validation process can be helpful to identify errors quickly and fix them before
actually uploading data. Since the validation only process does not move on to step
2, there is no need to wait for the state to complete its processing before creating
another transaction file. To create a file to be uploaded, click the Create New
button. To only run the validation process, click the Validation Only button.

24
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Note: The Create New and Validation Only buttons run the exact
same process. The only difference is that the Validation Only button
does not create a file to be uploaded. Both buttons check all of the data
in Synergy SIS to be sent to the state for errors, and compile a report of
those errors. However, even if the Create New button has been used,
the process may always be cancelled before the file is uploaded by
clicking the Cancel Submission button in Step 2.

At the beginning of each school year, the Validation Only and
Process State ID options are the only processes available until the
annual Synergy SIS software upgrade is released with the new
changes required by the state. This is to ensure that the data
submitted is compliant with any new state requirements for the new
school year.

This is also explained on the screen in the Details box. When
expanded, the Details box in each section outlines what happens and
the options available for each step in the process.

Details (&)
Step 1: Create Transaction Files - Notes

« Create New Butfon - Transaction creation and “alidation report creation. By clicking this button at transaction will be
created for all students that have been included oy the setup filters (SAIS Submission Setup view). In addition, the
alidation repart will be created to show any students that will have errors and be filtered fram the transaction file if the
issLES found are errors

« “alidation Only Button - By clicking this button only the “alidation report will be created. Mo transaction will be created
during this process

« Nete: Prior to the intitial SAIS patch from Edupoint, users can only run the Yalidation report and generate a transaction
with Process only students that need a State ID selected

Figure 1.47 — Step 1 Details

10. Regardless of whether or not a new submission is created or a validation is
selected, when step 1 is complete a report will pop-up on the screen in PDF format.
This report, the SAIS-01 report, lists any errors or warnings encountered as part of
the Synergy SIS validation process. This is different than the SAIS-02 report from
step 3, which shows the errors from the state of Arizona’s validation process.

11. Throughout the process, when a step is completed the options and buttons for that
step are locked down and only the options on the next step are available. However,
the screen does not automatically display this changed. Click the Refresh button at
the top of the screen to display the step changes.

Menu+ :";: | Save ‘ Unda | Form Status: Ready (Update Mnd@%i
SAIS Submission =

School Year: 2009-2010

| Run | Histary | State Student ID
Status of Submission Process

Transaction Numheriu Statls Aborted ~ Job Transaction Creation b
Step 1: Create Transaction Files %]

Transaction Nurmbero Time of Last Runj03/17/:2010 15:05:57

¥ Process Selected Students Only

I Process only students that need a State (D
™ Exclude Mon-Enrollment Transactions

Create New Yalidation Only

| Ditails Q|
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12.

13.

14.

15.

16.

17.

Figure 1.48 — SAIS Submission Screen, Refresh Button

Step 2 of the submission process uploads transaction files to the state. In the Step
2 section, it shows the total number of files created in step 1, number of files waiting
to be uploaded, the number of file upload errors (if any errors occurred during the
upload process), validation errors (the number of errors found during the Synergy
SIS validation process), and validation warnings (the number of warning found
during the Synergy SIS validation process). Transactions with errors are not
uploaded, but transactions with warnings display potential problems but still upload.

Step 2: Upload Transaction Files &)

TotalFiles| 1 TotalFilestoUploae| 1
File Upload Erars] 0 validation Erors] 1 validation Warnings| 1.
view Report | % Cancel Submission | tiew Transaction | Replace Transaction e |
|Deta\\s Q
Figure 1.49 — SAIS Submission Screen, Step 2

If the SAIS-01 report that popped-up after Step 1 has been closed, it can be seen
again by clicking the Screen Report button in Step 2. To see the actual file that will
be uploaded to the state, click the Screen Transaction button. If the transaction
file is larger than 10M, only the first transaction file is displayed. The additional
transaction files can be seen from the History tab.

The Replace Transaction File button substitutes another file for the file ready for
upload. This should only be used when directed by the Edupoint support staff.

To send the file to the state, click the Upload button. To cancel the process and
start over, click the Cancel Submission button.

Once the file is uploaded, the state of Arizona must finish processing the uploaded
file before moving on to Step 3. Be sure to check the schedule for the SAIS system
to see when the SAIS system will be offline. When SAIS is offline, files cannot be
uploaded or downloaded.

Don'’t forget to click the Refresh button between steps!

26
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18. Step 3 downloads the results of the state validation process for the file uploaded in
Step 2. Click the Download button to get the file from the SAIS system. If the file is
not ready yet, the process will stay in step 3.

SAIS Submission

School Year: 2009-2010

Run |_History  State Student |D
Status of Submission Process

Transaction Number‘h Status Campleted ~ JobiFile Upload b
Step 1: Create Transaction Files Q)

Transaction Murnber|1 Time of Last RUHIDMQEIZMD 11:43:50

¥ Frocess Selected Students Only

[ Process only students that need a State ID

™ Exclude Mor-Enroliment Transactions

Create New walidation Only
| Details Q|
Step 2: Upload Transaction Files (&)

Total Files| 1 Total Files to Upload) a
File Upload Errars 0 “alidation Errors 1 Validation Warnings| 1

wewReport | ugload | | concelsubmission | | vewTransaction | | Replece Tremacion Fle |
Details @
Step 3: Download Transaction Status Data Q)
Total Files to Downloacft  Total Files Rejectedfo
Dowrlozd |
H Details @
Step 4: Process Status Data (Synchronize with state SAIS database) (&)
Total Files to Analyzefd
Wiew Transaction Results ‘ Process Status Data
Details @
Transaction Files Created in Last Run %)
: 2008 | (04ES010 oy Cucrcctiny upinases ot "
(Bypassed)

Figure 1.50 — SAIS Submission Screen, Step 3

19. Once the file is downloaded, step 3 will show the total number of files downloaded,
and the number of files rejected at the state.

20. When the file is downloaded, a report will pop-up on the screen in PDF format. This
report, the SAIS-02 report, lists any errors or warnings encountered as part of the
state of Arizona’s validation process. This is different than the SAIS-01 report from
step 1, which shows the errors from the Synergy SIS validation process.

21. To move on to step 4 immediately, click the Refresh button at the top of the screen.

Menu | ,"i‘} ‘ Save | Undo | Form Stetus: Ready (Update Mnda@
f : ?
SAIS Submission

School Year: 2009-2010

Run | History | State Student ID
Status of Submission Process

Transaction Numherﬁ Status| Completed ~ JobFile Upload b
Step 1: Create Transaction Files &

Transaction Numherﬁ Time of Last Run|04123f2010 11:49:50

¥ Process Selected Students Only

I~ Process only students that need a State ID

I~ Exclude Mon-Enrcliment Transactions

Create Mew “alidation Only |

|Detai\s Q@
Figure 1.51 — SAIS Submission Screen, Refresh Button

Copyright© 2012 Edupoint Educational Systems, LLC 27



State of Arizona Data Reporting User Guide Chapter One

22.

23.

24,

25.

26.

27.

Step 4 will process the data downloaded from the SAIS system. This step is critical
as it synchronizes the data between the SAIS database and Synergy SIS. The total
number of files that need to be processed is displayed in step 4. To run the
analysis, click the Process Status Data button

Step 4: Process Status Data (Synchronize with state SAIS database) Q

Total Files to Analyieltl

View Transaction Results ‘ Process Status Data |

Figure 1.52 — SAIS Submission Screen, Step 4

If the SAIS-02 report that popped-up at the end of Step 3 has been closed, it can be
seen again by clicking the Screen Transaction Results button.

At the very bottom of the SAIS Submission screen, the overall status of the
submission process is displayed as the steps are completed. The first section of the
status line displays the Run Sequence number that tracks the submission in
Synergy SIS.

Transachon Files Created in Last Run

@
Upload Download
S ?““" ReDOrt |0t Upioad T Upload |Upload Status Download Time |POWMIoad load Status| Result
b e 2L Status |Description L 2L Status Descnphon Analyzed
=

051‘291‘2009 Not
Available

Figure 1.53 — SAIS Submission Screen, Transaction Status

The File section (the status of Step 1) displays the State Transaction Number, and
the report unit used in the file. To see the actual file uploaded to the state, click the
magnifying glass in the Detail column.

Transachon Files Created in Last Run

@
llpload Download
Run Stale
L'"e Report Upload (Upload Status Download load Status | Result
NT:IS unit  [Detal |Upload Time | cop e | Description Download Time | ¢y Descnpnon Analyzed

File 200011501 n500/2000 | hiot

successfully
uploaded. 104511 Available

Figure 1.54 — SAIS Submission Screen, Transaction Status

The Upload section (the status of Step 2) shows the time and date the file was
uploaded, the name of the file, and whether or not the file uploaded successfully.

Transachon Files Created in Last Ru
Download

Q@

Line| coq il S“‘"’ Report |0 | o Upload |Upload Status toad Time | DOWRI0ad load Status | Result
fans i (s IMe  |status |Description LT IMe | status Descnpmn Analyzed

=

05/29/2009  Not
10:45:11 Available

uploaded.
Figure 1.55 — SAIS Submission Screen, Transaction Status

The Download (the status of Step 3) section shows the last date and time the
download process was run and the status of the download. When step 4 is
completed, the Result Analyzed box is checked.

Transactlon Files Created in Last Run

Upload Download

o
Run Stale
Lme Report Upload |Upload Status Download |Download Status | Result
Ilum Detail|Upload Time. | gtatys | Description B =raie Description Analyzed
=

Not

Available

Figure 1.56 — SAIS Submission Screen, Transaction Status
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POST-SuUBMISSION ERROR CORRECTION

After each submission, be sure to rescreen the SAIS01 and SAIS02 reports for errors, and
try to correct the errors prior to the next submission. The SAIS-01 report normally appears
after step one of the SAIS submission process. This report lists any errors or warnings
found in the data in Synergy SIS during the Synergy SIS validation process. The first
page of the report displays a summary of the number of errors and warnings found at each
school, and the number of students that were not include in the submission because of the
errors. Subsequent pages show each error and warning in detail so they can be corrected.
This report can also be run separately from the submission process by following the
instructions in Chapter 11.

Sample School District
. _ A - Yieor 05-2008
S SI D ) ransaction Crealda and Data Vakdation Fmnak SAB-01
Surmmady by Schol Furd. &)

Tiota! Sy dents Exciaged Stusents Bron e g Senc Eron Satus Wamngs
Barels Baramany Sohesl Ewmentary 2cnaw

3 3 3 = [ &

3 3 3 =] 1]
St Tme:  D3AS2006 101525 Bnd Tene: 0 I52006 W12 Tokal Fies: O

Figure 1.57 — SAIS-01 Report, Summary Page

— Samphe School Dstrict ) ’
5 (‘l D ) _ Year; 2005-2008
L ’ Transacton Creaton and Data Valdation Report SAIS-01
Valptan Ress Fan® 40
T —

Garcla Elementary School Elemantary School

Havée Madeno, Cristan Ber= D M DO8  0MUWINOD

E STudd: MNommal Graduaton Year Masag. Yean Untl Gradusticon may need 15 be setup in Distnct Setup
(Record Pemonsiniy’. F e hormaiCrstastiontes’. Valus ©)

Nava: Rapo, Alexh Pers O 2008 COR CNOTII9

E STu003 Nonmall Graduadion Yesr Missing. Vears Until Gradusion may need 19 be setup in District Setup
TRBCON Parponhainty | F i TNOmmaiCh staton yod, W blus ")

Have. Rivers Imul S Ferm D MM == BT T

E STuA3 hziral Gracuaton Ve Masng vVears Ut Craduanon mdy Nk 10 B 28Lp in Disinet Sep

(Record Personaliniy’, Field MormaiGradestonYear', Value *)

Figure 1.58 — SAIS-01 Report, Error Page
The most common errors that occur during the Synergy SIS validation process are due to
missing information such as date of birth, state, graduation year. Most of these errors can
be fixed on the Student screen by entering the missing data.

The SAIS-02 report normally appears after step three of the SAIS submission process.
This report lists any errors or warning found in the data in Synergy SIS during the state of
Arizona validation process. The first page of the report displays a summary of the
number of errors and warnings found at each school, and the number of students that were
not include in the submission because of the errors. Subsequent pages show each error
and warning in detail so they can be corrected.

The difference between this report and the SAIS-01 report is that the 01 report shows errors
after the Synergy SIS validation process where the 02 reports shows the errors after the
state of Arizona validation process. Synergy SIS can only validate the data itself, where the
state of Arizona’s process compares the data against other schools’ information and the
data already uploaded to the SAIS system. Both sets of errors need to be corrected.
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Transacion Creaton Stan Tme:  0S2S000% 19520 Transasson Creancn End Time:  DVI9IE03 1717.22

Figure 1.59 — SAIS-02 Report, Summary Page

(,_ —S 1\, Sampla Schoo Fhsmct Year:  Z006-2007
) A Transaction Status Report: SA15-02

SAIS Syatem Meszages Rurd: 12

Aecown  Emor
F  Typn  Cote Wamings Sty

Garcia Elementary School 070421070 Elementary School
Mame Do) Farmi D0 477
o 1 -Z11mz2 EAIS will not popu ate the nonmal graduation year. Grads not i high school; Gradel =veiCode=2 o

Figure 1.60 — SAIS-02 Report, Error Page

Common errors that occur during the state of Arizona’s validation process:

Mismatched calendar dates — if the calendar entered into SAIS does not match
the calendar in Synergy SIS, errors will be generated. Make sure these calendars
match.

Incorrect date of birth or gender — if another school uploaded the student
previously with incorrect information, the state will reject the upload of the student’s
membership information. To correct this:

1. Change the student data to match the incorrect data at the state.
2. Upload the incorrect data to the state.

3. Once the student has been successfully uploaded, change the data back to
the correct information.

4. Upload the corrected information.

Incorrect SAIS ID — if an incorrect SAIS ID was downloaded and assigned to a
student through the SAIS Submission process, the student’s SAIS data can be reset
and uploaded again with the correct number by:

Go to the SAIS Online website, and delete the student’s enroliment record.

2. In Synergy SIS, go to the Student screen and set the SAIS ID to the correct
ID.

3. In Synergy SIS, go to the SAIS Transaction Maintenance screen, found
under Synergy SIS > AZ > Setup.

4. Enter either the student’s SIS Number or SAIS Number, and click the Load
Student button.

Click on the Show Detail button once the record is loaded.
Delete all information from the Snapshot box.

Uncheck the Submitted State ID checkbox.

Click the Save button.

© N o O»
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Be sure to correct all of the errors listed in both reports before creating another submission,
or the same errors will be repeated in the reports.
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Occasionally, the information in Synergy SIS will get “out of sync” with the information
uploaded to the state. Synergy SIS maintains a file known as a snapshot that shows what
Synergy SIS records as having been uploaded to the state. Since the data in Synergy SIS
is constantly changing as new students are added or student data is changed, this
shapshot records all of the data that was present on the date and time of the last upload to
the state.

During the transaction creation process, Synergy SIS uses these snapshots to determine
what data changes have occurred since the last upload by comparing the data in the
snapshot against what is currently in Synergy SIS, and then creates transactions to change
the data at the state to match what is now in Synergy SIS.

If something catastrophic occurs, such as the accidental deletion of a snapshot or an
unusual change in the critical student identifiers used by the state or a manual change to
the data at the state was made through the SAIS Online system, the snapshot may not
match what is actually recorded at the state. To correct this problem and get Synergy SIS
back “in sync” with the data at the state, it may be necessary to manually adjust the
shapshot.

' Caution: These procedures outlined below can cause major problems
-‘ y, with the data upload to the state if done incorrectly. Only expert users
4 should have access to the SAIS Transaction Maintenance screen, and

all changes should be worked out with the Edupoint support team in
advance.

To manually adjust the Synergy SIS snapshot:

1. Go to the SAIS Transaction Maintenance screen, found under Synergy SIS >
SAIS > Setup.

SAIS Transaction Maintenance «
School Year. 2008-2009

SAIS Student Maint: e | Student Merge

Sis Number SAIS Number Load Student

SAIS Maintenance [ Agd [ showDeti | @
7 [ ine| | | | |
Figure 1.61 — SAIS Transaction Maintenance Screen

2. To lookup an individual student’s records, enter either the student’'s Perm ID (from
the Student screen) in the SIS Number box or enter the student’s SAIS ID (from the
Student screen) in the SAIS Number box.

3. Click the Load Student button, and the student’s records appear in the grid below.
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SAIS Transaction Maintenance («
School Year: 20092010
SAIS Student Mai |_Student Merge
Sis Numper SAIS Number Load Student
SAIS Maintenance [ agd ] showDetail |
S | [ [ | \
| Adams Elementary-2009 Luster, Johnny P 964883 964883 0000736961 r

Figure 1.62 — SAIS Transaction Maintenance Screen, Student Data Loaded

4. For each student, the following information is listed:

e Organization Name — the name of the student’s school followed by the school year.
A separate record is listed for each school and year.

e Student Name — the student’'s name. When the student’s name is clicked, the
Student screen pops-up in a separate window to show the student’s information.

e SIS Number — the student’s Perm ID as listed in the Perm ID field on the student
screen.

e AZ SIS Number — the student’s Perm ID as submitted to the state by Synergy SIS.
If the student’s Perm ID has been changed since the data was last uploaded to the
state, this number may be different than the one in the SIS Number field.

e SAIS Number — the student’s SAIS ID as listed in the SAIS ID field on the student
screen

e Submitted State ID — if the student does not have a SAIS ID and a request has
been submitted to the state to have a SAIS ID generated for the student, this box is
checked. If the request has been “lost” by the state, a new request can be
generated by un-checking this box. The new request then submitted to the state
through the next upload.

5. To screen all of the information for the student contained in the snapshot, click the
Show Detail button.

SAIS Transaction Maintenance
School Year. 2009-2010

SAIS Student Mai | Student Merge

SAIS Maintenance Add || Hide Detail [(3

o ]

[ | Adams Elementary-2003 i |
Student Name SAIS Nurnber  Sis Number AZ Sis Number
[Luster, Johnny P. [oooorzeost  [omdea3 254353
Organization Name School Year Supmitted State 1D
|dams Elementary 2009 O

Snapshot 57 G
<3tu SisMum="964883" SaisID="736961" SaisDel="N" FN="Jahnny" MN="F" e
LM="Luster" LNBth="Luster" Gen="M" Ethn="W" DOB="1989-12-21" BCtry="US"
BStat="CA" HhLang="00" RpFN="Phyllis" RpLN="Luster">
<TstLbl GrphName="0647">
=/Tstlhl=
<Enr D1="2002-08-17" Trk="1" Act="E1" MType="M">
<DOR D1="2009-08-17" DOR="123456599">
</DOR=
<Pay D1="2009-08-17" Code="1">
<fPay> v

Figure 1.63 — SAIS Transaction Maintenance Screen, Detailed Screen

6. The snapshot is displayed in XML format in the Snapshot box. This data should
only be edited in consultation with the Edupoint support team. The XML shows a
data field name followed by the current value of the data in quotation marks. Some
of the XML data fields commonly contained in the snapshot are:

e Stu SISNum —the Perm ID
e SaisID —the SAIS ID
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e SaisDel — a flag indicating Y/N if the record should be deleted
e FN — the student’s first name

e MN —the student’s middle initial

e LN —the student’s last name

e LNBth —the last name the student was born with
e Gen - the state code for the student’s gender

e Ethn —the state code for the student’s ethnicity
e DOB - the student’s date of birth

e BCitry — the student’s birth country

e BState — the student’s birth state

e HMLang — the student’s home language

e RpFN - the first name of the “responsible party”, or the first name of the student’'s
parent or guardian selected for upload

o RpLN - the last name of the “responsible party”, or the first name of the student’s
parent or guardian selected for upload

e TstLbl GrpName — the section ID of the section selected for test label generation
e Enr D1 - the enter date of the student’s first enrollment for the school year
e Trk —the track number

e Act — the enter code of the student’s enroliment

e MType — the state code for the student’'s membership type

e DOR D1 & DOR - the enter date and CTD number

e Pay D1 & Code - the enter date and Tuition Payer Code

e Grd D1 - the enter date for the grade

o Grd —the student’s grade level

e ReglD - the register ID number

e FTE D1 & FTE - the enter date and FTE value

7. If the student has duplicate records in Synergy SIS, the duplicate record must be
corrected at the state as well as in Synergy SIS. To merge the snapshots of two
student records, click on the Student Merge tab of the SAIS Transaction
Maintenance screen.
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SAIS Transaction Maintenance
School Year. 2008-2009

SAIS Student Maintenance | Student Merge |

Primary Snapshot (&]
Primary SIS Number Primary SAIS Number Find Primary Snapshot Save Primary Snapshot Clear Primary Properties |
Primary Snapshot [25 Q

[

Figure 1.64 — Student Merge Tab, SAIS Transaction Maintenance Screen
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8.

10.

The Student Merge tab is divided into three sections. The top section is the
Primary Snapshot, which displays the snapshot of the student that will be kept in
Synergy SIS. To load the student snapshot, enter either the student’s Perm ID
(from the Student screen) in the Primary SIS Number box or enter the student’s
SAIS ID (from the Student screen) in the Primary SAIS Number box, and then click
the Find Primary Snapshot button.

SAIS Transaction Maintenance
School Year: 2008-2009

SAIS Student Maintenance | Stud 'Mergel

Primary Snapshot @
Primary SIS Number Primary SAIS Number Find Primary Snapshot Save Primary Snapshot Clear Primary Properties |

[ 964803 |

Primary Snapshot 55 @

=5ty SisMum="964853" SaisID="736961" SaisDel="N" Fi="Johnny" MN="P" LMN="Luster" LNBth="Luster" Gen="M" =

Ethn="yy" DOB="1939-12-21" BCtry="US" BStat="CA" HMLang="00" RpFN="Phyllis" RpLN="Luster">
<TstLbl GrpMarne="0547">
<fTstLbl>
<Enr D1="2009-08-17" Trk="1" Act="E1" MType="M">
<DCR D1="2002-08-17" DOR="123456999">

=/DOR=

<Pay D1="2003-08-17" Code="1"»

<iPay=

<Grd D1="2009-08-17" Grd="8" Reg|D="1"> =l

Figure 1.65 — Student Merge Tab, SAIS Transaction Maintenance Screen

The snapshot is displayed in XML format in the Snapshot box. This data should
only be edited in consultation with the Edupoint support team. To save the changes
to the XML, click the Save Primary Snapshot button. To remove the primary
snapshot data from the screen (but not from the snapshot itself), click the Clear
Primary Properties button.

The middle section is the Additional Snapshot, which shows the data for the
student record that will be removed. To load the student snapshot, enter either the
student’'s Perm ID (from the Student screen) in the Primary SIS Number box or
enter the student’s SAIS ID (from the Student screen) in the Primary SAIS Number
box, and then click the Find Additional Snapshot button.

Additional Snapshot (6]
SIS Number SAIS Number Find Additional Snapshot | Save Additional Snapshot |
964853 [
Clear Additional Properties |
Snapshot [5] @
<5tu SisNum="964883" SaislD="736961" SaisDel="N" FMN="Johnny" MN="P" LMN="Luster" LMBth="Luster" Gen="M" =

Ethn="wW" DOB="1893-12-21" BCtry="U3" BStat="CA" HMLang="00" RpFN="Phyllis" RpLM="Luster">
<TstLbl GrpMName="0547">
</TstLbl>
<Enr D1="2009-08-17" Trk="1" Act="E1" MType="M">
<DOR D1="2008-08-17" DOR="123456999">

<fDOR=

<Pay D1="2009-08-17" Code="1">

<fPay>

<Grd 01="2009-08-17" Grd="3" ReglD="1"> LI

Figure 1.66 — SAIS Transaction Maintenance Screen, Student Merge Tab, Additional Snapshot

11. The snapshot is again displayed in XML format in the Snapshot box. This data

should only be edited in consultation with the Edupoint support team. To save the
changes to the XML, click the Save Additional Snapshot button. To remove the
primary snapshot data from the screen (but not from the snapshot itself), click the
Clear Additional Properties button.
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12. The last section is the Merged Snapshot, which will display the results of

combining the snapshots displayed in the Primary and Additional Snapshot boxes.
To merge the data, click the Merge Snapshot button.

Merged Snapshot @
Merge Snapshot | Owverwrite Primary Snapshot with Merged Snapshot |

Merged Snapshot 5] @

<5ty SisMum="064883" SaislD="736561" SaisDel="N" FN="Johnny" MMN="P" LN="Luster" LMBth="Luster" Gen="M" ﬂ

Ethn="wW" DOB="1999-12-21" BCtry="US" BStat="CA" HMLang="00" RpFMN="Phyllis" RpLMN="Luster">
«TatLbl GrpMame="0547"=
«/TstLbl=
<Enr D1="2009-08-17" Trk="1" Act="E1" MType="M">
<DOR D1="2009-08-17" DOR="123456993">

</DOR=

<Pay D1="2009-08-17" Code="1">

<fPay=

<Grd D1="2009-08-17" Grd="58" ReglD="1"> =l

Figure 1.67 — SAIS Transaction Maintenance Screen, Student Merge Tab, Merged Snapshot

13. After the snapshots have been merged, the merged snapshot can be edited to
ensure the merged data is combined correctly. Once everything is corrected, the
merged snapshot can be saved as the primary snapshot by clicking the Overwrite
Primary Snapshot with Merged Snapshot. THIS CANNOT BE UNDONE, so be
sure the data is correct before clicking this button!!

DOWNLOADING STATE STUDENT IDs

When a student is entered into Synergy SIS without a State Student ID and the enter code
is an E3 or E6, the student is uploaded to the state with a request that a State Student ID
be created for the student. The SAIS system double-checks to ensure an ID does not
already exist for this student, and if not, creates the ID. Synergy SIS then downloads the
created ID and enters it into the student’s record.

The requests for a State Student ID are automatically included in any submission uploaded
to the state, but they can also be processed separately. This can be helpful at the
beginning of the year. To upload only those students requiring a state ID:

1. On the SAIS Submission screen in Step 1, check the box labeled Process only
students that need a State ID.

SAIS Submission

School Year: 2009-2010

Run | History | State Student ID
Status of Submission Process

Transaction Numberh Status Completed ~ JobFile Upload b’
Step 1: Create Transaction Files (&1

Transaction Numher11 Time of Last F!unlDAfBQDWD 11:49:50

[~ Process Selected Students ool

¥ Process only students that need a State D ]

[~ Exclude Mon-Enroliment Transactions

Create hew ‘ Walidation Only. |

|Deta\\s Q|
Figure 1.68 — SAIS Submission Screen, Processing Student IDs

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

3. Run the submission process as outlined in the section How to Run the Submission
Process in this chapter.
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To screen which students have been uploaded to the state requesting an ID:
1. Click on the State Student ID tab of the SAIS Submission screen.
SAIS Submission [«

School Year 2008-2009

Run_ Histong State Student ID
Status of Submi

Transaction Numberh— Status|4 ~ Job Status Download b
Download State Student ID
‘F\Ia Download Status Ol
Number Of Studenis Awaiting Stale IDT Load Gnd
Student waiting for State Student ID [¢] |

[ [ | |
Figure 1.69 — State Student ID tab of the SAIS Submission Screen

2. Click the button labeled Load Grid. The students waiting for an ID are listed below.
Note that it also lists how many students are waiting for a State ID.

SAIS Submission («

School Year: 2008-2009

Run_ History  State Student ID |
Status of Submission Process

Transaction Numberﬁ Status 4 v Job Status Download A

Download State Student ID |

File Download Status @|
Number Of Students Awaiting State |D|1 Load Grid

Student waiting for State Student ID 3
| | |

Sparks Edith 997013 Hope High School
Figure 1.70 — State Student ID tab, SAIS Submission Screen, Load Grid

Since the state does not notify the districts when the state student IDs have been created, it
is necessary to periodically check to see if the IDs are ready. To check to see if the IDs
have been created and download them to Synergy SIS:

1. Click on the State Student ID tab of the SAIS Submission Screen.
SAIS Submission [«

School Year: 2008-200

Run_ Hisly  State Student ID |
Status of Subi

Transaction Numberlﬂ— Status|4 ~ Job Status Download bl

Download State Student ID |
| File Download Status Q‘
Number Of Students Awarting State D[ Load Grid
Student waiting for State Student ID [%]
J Sparks |Edith ‘ |99?m 3 Hope High School

Figure 1.71 — State Student ID tab, SAIS Submission Screen
2. Click on the Download State Student ID button.
SAIS Submission [«

School Year: 2008-2008

Run__ History  State Student ID [
Status of Submission Process

m ~ Job/Status Download hd
Download State Student ID )

9l

‘Fi\ep Ll

Number Of Students Awaiting State 1D{1 Load Grid
Student waiting for State Student ID @

[ sparks Edith 997013 Hope High School
Figure 1.72 — State Student ID tab, SAIS Submission Screen, Download State Student ID Button
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3. If the IDs are ready, they are downloaded and entered into the student’s record. To
check on the <iotus of the download, expand the File Download Status area by

clicking on the — button.

SAIS Submission [«

School Year: 2008-2009

Run  History  State Student ID |
Slatus of Submission Process

Transaction Number|1 Status 4 ~ Job Status Download b

Download State Student ID |

|F\\e Download Status Q|]

OS] B S D[ Load Grid

Student waiting for State Student ID [
Sparks Edith 907013 Hope High School

Figure 1.73 — State Student ID tab, File Download Status

4. The status area displays the status of the latest attempt to download the IDs, and
the date and time. If there were any errors, they are displayed as well.

[ i posio g ooy

Status Download Time Errars tatus Detail [55) @
Processed o Error ~ |05/18/2009 20:05:15

7xml version="1.0" encoding="utf-8" standalone="yes"?>
Result><ReturnValue>0</ReturnValue><Description /></Result>

Download Exception Source Download Exception Obj Type Download Exception Ohj Xmi {5 Q@
|l

Figure 1.74 — State Student ID tab, File Download Status Expanded

AUTOMATING THE SUBMISSION PROCESS

Once the submission process is running smoothly, it may be automated so that Synergy
SIS will automatically run all four steps of the submission process. It would still be
necessary to check the reports for errors. To automate the submission process:

1. Onthe SAIS Submission Setup screen, click on the Setup tab.
SAIS Submission Setup (=

School Year 2009-2010
Schools| Sludems< Setup ,Repon Unit | Default “alues | Transaction Filter

—
Remove All Schools Fram Grid |

Select Schools Chooser | Q)
=

I Adams Elementary 1m 123456101

|| Hope High School 273 123456273

Figure 1.75 — SAIS Submission Setup Screen
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2. Scroll to the bottom of the screen, and enter the Number of Days Before Process
Restarts. For example, if 2 is entered the submission process will run every 2 days.

SAIS Submission Setup «
School Year: 2011-2012
Schools | Students Setupl Report Unit ~ Default Values ~ Transaction Filter
ADE SAIS Server Login Information (]
SAIS Server Login ID Password

IEnter User ID Inoooon

Upload URL
Ihttp /Nocalhost

Download URL
Ihttp /Nocalhost

| ELL Assessment Mappings Q|

| Childhood Assessment Mappings Q|

Miscellaneous Q|

Auto Processing (a
| Number of Days Before Process Restarts

[~ Run SAIS Process Automatically

ﬁgure 1.76 — SAIS Submission Screen

9. Check the box labeled Run SAIS Process Automatically to turn on the automatic
scheduled submission.

3. Click the Save button at the top of the screen.

Since the error reports won'’t pop-up on the screen, they will have to be retrieved from the
History tab of the SAIS Submission screen. The two reports that should be rescreened
are the SAIS-01 and the SAIS-02 reports. To retrieve these reports, please see the
following section on Rescreening Transaction History.

When the submission process has been automated, the steps will run as follows:
o Step #1 will run as scheduled every selected number of days.
e Step #2 will run immediately after Step #1 has finished.

o Step #3 will run 60 minutes after the completion of Step #2. If the download is not
available from the state after 60 minutes, Step #3 will run every 60 minutes until the
file is available and the step is complete.

e Step #4 will run immediately after Step #3 has finished.

Each step is scheduled through the RT Process Server, and can be screened in the Job
Queue Screener. If the RT Process Server is not running, the steps in queue will not be
processed until the process server is turned back on. Each step creates and schedules the
next step in the process server when the step is completed. In other words, step 1 creates
step 2 when step 1 is completed; step 2 creates step 3 when step 2 is completed; etc.

Even with automation enabled, the schedule can always be overridden by using the buttons
in the SAIS Submission screen to accelerate the process. For example, if there is still 40
minutes before the file will be downloaded, the download button can be clicked to download
the file immediately. The scheduled job will be deleted and the download will be run
immediately.
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RESCREENING TRANSACTION HISTORY

A list of every submission ever run is available on the History tab of the SAIS Submission
screen. It includes cancelled jobs as well as validation only jobs.

SAIS Submission

School Year: 2008-2009

Run_ Histery | State Student ID
Status of Submission Process

Transaction Number1 Status|4 ~ Job Status Download A
Filter Options (&)
Status Selection
v Apply Filter
SAIS Submission mshry Show Detail | (¥
a acto Repo
actio R a : : ompleted Step Deta alidatio
- -
g d ploaded | Do oaded O d|Disp 0 g Displa Displa
05/29/2009  |Uploaded T N
1-2009-0001 140.43:35  |(step 2) ” " - S e L
05/19/2009 Y ]
120000001 S01YE9 Icancelea 4 | = F |la o o

Figure 1.77 — History tab of the SAIS Submission Screen

To filter the submissions by their status, select the status to screen from the Status
Selection drop-down and click Apply Filter. Each submission displays the state
transaction number (or report unit), the last time a step in the submission was run, and the
current status of the submission. Each of the 4 steps is checked off as it is completed, and
the total number of validation warnings and errors is displayed.

SAIS Submission

School Year: 2008-2009

Run_History | State Student ID
Status of Submission Process

Transaction Number|1 Status/4 + Job Status Download v
Filter Options Q)
Status Selection
‘ w | Apply Filter ‘
SAIS Submission History Show Detail | (¥
a actio Repo
tio ompleted Step D datio PR
- -
d ploaded | Do oaded O Disp 0 g Display | Displa
05/29/2009 |Uploaded L ]
12009-0001 | {200 Do 4 4 il rla p o
05/19/2009 o ]
1-2000-0001 (322200 cancelled " w w r II o b o

Figure 1.78 — History Tab of the SAIS Submission Screen

To display the actual file submitted to the state for each submission, click the magnifying
glass in the Details Display column.

I=E]
File Edt Format Yew Help

"H", "Student Detail”,"123456000",1,#2000/05/104,#19:59:03#,,,,,2009,"2009-0001",{21} =
1,"964883|0] |7]123456101 |Luster 1 P","A","123456101", 064883 ", 736961 ,#2008,/09,/024,1,
{M},”Johnn%/'_',"P","Luster",,,"Lus‘ter‘",{M},{w},#1994/12/21#,{U5},{CA},,,"123456999",

100}, "Phyl 148", "Luster”, , {E1},{1. 00T, ., {1}, ,15},,,.,.1

4,"084883 |1 ", A", "123456101", ,736961,#2008,/00,/034,1,,,,{1.00},{1}

4,"064883 | 2| ", A", "123456101", ,736961,#2008,/09/114,1,,,,{1.00},{1}

4,"064883 |3 ", A", "123456101", ,736961,#2008,/00/164,1,,,,{1.00},{1}

4,"064883 4", A", "123456101", ,736961,#2008,/00/174#,1,,,,{1.00},{1}

4,"0684883|5]"," A", "123456101", ,736961,#2008,/00,/224,1,,,,{1.00},{1}
22,"964883]6| ", A", "123456101", 736961, ,,,"0547"

"F",0

Figure 1.79 — SAIS Transaction File
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The SAIS-01 Report from Step 1 of the submission process may be displayed by clicking
on the icon in the Display column in the Validation section. The SAIS-02 Report from Step

3 may be displayed by clicking on the icon in the Display column in the State Results
section.

To see the detail of any one submission, click the Show Detail button and click the line
number of the submission to screen.

SAIS Submission

School Year: 2008-2009

Run | History | State Student ID

Status of Submission Process

Transaction Number|1 Status4

- JOI?{Status Download

Filter Options

Status Selection
\ El

Apply Filter ‘

SAIS Submission History
actio
he

05/29/2009
10:43:35

Uploaded

1-2009-0001 (Step 2)

Show Detail | ()

0 0

05/19/2009

1-2009-0001 105856

Cancelled

EIE) 3
ﬁmT;'_

0 0 l|

Figure 1.80 — History Tab of the SAIS Submission Screen

SAIS Submission

(«

‘School Year: 2008-2009
Run_History | State Student ID

Transaction Number[1

Status of Submission Process

Status|4

v Jublstalus Download

Filter Options

Status Selection

v | Apply Filter |

The information displayed is the same transaction status information that displays on the
bottom of the Run tab as the submission is being processed. For a complete explanation of
each section, see steps 22-26 of the How to Run the Submission Process section in this

chapter.

SAIS S ission Hi

| Hide Detail |

Transaction Files

1-2000-
0001 '
1-2009-

0001 Download

Results

2009-

1 0001

=y

2009.10.1.sdf <

05/29/200
10:44:00

File
OK

2009.1.1.sdf 05/20/2009 Not
successfully [10:45:11

uploaded.

Available

Figure 1.81 — History Tab of the SAIS Submission Screen, Show Detail
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YEAR END PROCESSES

At the end of the school year, the state of Arizona frequently makes significant changes to
the data upload process. Consequently, the submission process in Synergy SIS is updated
to match the new processes and requirements for the state and can no longer submit for
previous school years. Generally, the new release that switches the submission process to
the new year occurs in August.

Before installing the patch or release that updates the submission process, districts should
create a final backup of the database for the previous year and maintain a copy of the
Synergy SIS release and patches for that year as of June 30. This allows districts to submit
data through the 915 process for previous year data while still submitting for the new year.
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Chapter Two:
SAIS COMPARISON

In this chapter, the following topics are covered:
» What is the SAIS Comparison
» How to run the SAIS Comparison process
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WHAT IS THE SAIS COMPARISON PROCESS?

The SAIS Comparison Process takes a file downloaded from the state of Arizona and
compares the data in the file to the data stored in Synergy SIS. This helps districts identify
missing or incorrect information to ensure all student information has been uploaded to the
state. This will help the district receive all possible funding, and also provides a tool to use
during the audit procedure to show compliance.

Currently only the ADMS72 is available for comparison, but eventually the SAIS
Comparison tool will support the ADMS75 report, the ELL reports, the SPED reports, and
any other reports available from the Dept. of Education that would be helpful in data
verification and correction.

The ADMS72 Report is the Unadjusted ADM Report, and it lists all students reported for the
school. For each student it records their enter and leave date, the track number, FTE,
Tuition Payer Code, Special Enrollment Code, Homebound Code, and the number of
absence days. Since only absences are reported to the state after FY2009, reported
attendance is no longer available on the report.

SdADMST2 Arizona Department of Education Page: 1
Unadjusted Membership Calculations Report Print Date:  10/30/2007 15:14:13

Requesting District ID: 00-02-98
Requesting District Mame: XYZ Unified School District

School Name: XYZ Elementary School
School CTDS: 00-02-98-001
Grade: 5

DOR CTDS  DOR Name

00-0z2-28 XY E Unified School District
Grade Register
0
5 ooos
SAISID Schoal Name First Last Track FTE Tuition Special HB Reported Reported Codes
Student Day Day Mum Payer Enroll Absence Attendance
1D of of
Membership Membership
1234587 5555 Duck, Donald 08/08/2007 MAA 1 1.00 1 A Mo 6.50 /A MiA
2345671 5432 Mouse, Mickey 08/08/2007 1VDS/2007 1 1.00 1 /A Mo MNiA /A MiA
3456712 4321 Mouse, Minnie 0E/18/2007 MiA 1 1.00 1 MIA Mo 0.50 NIA MiA

Tne Reporizd Absence numiber ks the amount of absence reported for the specified peried, and the Reported Atendance number 16 the amount of attendance reported duning that percd.

Hotas:
1 Siudent has a concurrent enrolment during all or part of this membership In another grade, track, or reglster In this school.
Swdent Nas 3 conzurrent enrolment during all or part of this membarsnip In anather scnoal In ihis district
3 Stwdent Nas 3 concument enroiment during all or part of this membership In anatner school In anotner districtU TED charter
4 This mambarsnip faled intzgnty prosessing and was not inciuded In the calcwiations for ADM and ADA.
3. Infeqray falied during the 40tn day raparing period.
t. Integriy falled during the 100ih day reporting period
©. Infegrity falled for e reporting period afer 1004 day.
5 Integrity has not besn run since the ast student data changs
3. Infegriy has not baen fun for e 401 g3y repoming perod
B. Infeqray has not baen nen far the 100N day r2parting pered.
¢. Infegrity has not baen run for the 10154 day trough End of Year reporting pericd

Figure 2.1 — Sample ADMS72 Report
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How TO RUN THE SAIS COMPARISON

Before starting the comparison process, select a school to examine. The comparison only
works at the school level, and the screen is not available when focused at the district level.

The comparison process is a three-step process. For Step One, download the ADMS72
Report from the SAIS system for the school in a text file format. In Step Two, the file is
uploaded into Synergy SIS. In the final step, the comparison process is run.

To download the ADMS72 report:

1. Using an Internet browser, go to the Common Logon page for the SAIS system:
https://www.ade.az.gov/commonlogon/Login.asp?Mode=Logon.

—
e COMMON LOGON

The gateway to secure data framsactiens and information

Figure 2.2 — SAIS Common Logon
2. Enter the username and password and click the Continue >> button.
3. Click the Student Detail Data Interchange (SDDI) link.

F_\m_;g;;, i COMMON L 0GON

The gatewas 1o seore data Wiesacaorns and nfeananon

¥eu have anthorzaton to nse

¥ LEA Cuendar
I Y;mimbmﬂlu;kx::ch‘u-@: l

Figure 2.3 — SAIS List of Programs Available

4. Choose the school for comparison from the Select the School drop-down menu.
The reports must be run at the school level, not the district level.

ARizoNa Student Detail Data Interchange
DepartMENT OF
Ebucation Sample School District

Select the schook

gl daer| |~ Y}
Upload &nea Status &rea ASEEOZ00E A8 3 Homs 14

Figure 2.4 — Student Detail Data Interchange page

5. By default the report downloads for the current fiscal year. To run the report for a
different year, select the four digit year in the Fiscal Year box.
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6. After the school and year is selected, click the Download Area link.

ARizona Student Detail Download
DEPARTMENT OF

Ebucation
Use this page to download data Upload | Status | Download [ Archive |  Maintenance | Home | Help |

Select one of the links below and enter the required data.

Fiscal Year: |2009

« Student ID

o Get SAIS IDs

o Get 5415 IDs With CTDS
s System Status

o Get the Status on submitted Import files
= Reports

o Student Integrity Status Report
o ShRDRCT 1 dept lombarchip By Dos B
SDADMSZ2 Unadjusted Student ADM Report
i B o111 i o] Mt i

SDADMSTS Adiusted Student ADM Report
SOADMST5-1 Adjusted Student ADM Limit Report

© _SDADMSTS-2 Concurrency and Subsequent
Enrollments Report

o SDADMSTF6 Funding Exclusion Report

© SDADMEZF Summer Withdrawals Report

© SDADMS7S Deleted Student Enrollments Repart
0 SDADMS73 Dropout Tracker Report
o

o
® e
© SDADMS74 Student Excessive Absence Report
o
o

SDADMSB0-1 Charter/Public Cancurrencies Report
CRANMERN_S Shdant Matail Coneoreanc: Bano o+

Figure 2.5 — Student Detail Download

7. Select the SDADMS72 Unadjusted Student ADM Report from the list on the left-
hand side of the page.

ARrizona Student Detail Download

DeErPARTMENT OF

Ebucation
Juse this page to download data | Upload | Status | Download | Archive | _ Maintenance |

Select one of the links below and enter the required data.

N Please select the appropriate format if downlg
Fiscal vear : [2009 5] © Portable Document Format € %ML Downlodg

Student ID

© Get SALS IDs

© Gefb 5415 IDs With CTDS

System Status

o Get the Status on submitted Import files
Reports

o Student [nteqgrity Status Repaort

o SDADMS71-1 Student Membership By DOA Report
o SDADMS72 Unadjusted Student ADM Report

© SDADMSF3 Student Personal Information Report
© SDADMS74 Student Excessive Absence Repart

o SDADMSTS Adjusted Student ADM Repart
@ _SDADMSTS-1 Adjusted Student ADM Limit Report

© _SDADMS7S-2 Concurrency and Subsequent
Enrollments Report

© SDADMS76 Funding Exclusion Report

SDADMS7Z Summer Withdrawals Report

SDADMS78 Deleted Student Enrollments Report
SDADMS7S Dropout Tracker Report

SDADMSB0-1 Charter/Public Concurrencies Report
SDADMSB0-2 Student Detail Concurrency Report
SDEC71 Early Childhood Program Participation Report
SDECT2 Early Childhood &ssessment Report

SDECY3 Early Childhood &ssessment Search Report

'Figure 2.6 — Student Detail Download, SDADMS72 Download
8. Click on the radio button for the Simple Text format.

00000000

9. Choose the grade level to download from the Grade drop-down. Select All to
download all grades at the school.

10. When all options have been selected, click the Go button.
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11. A box pops-up prompting to either Run or Save the file. Click the Save button to
save the report. The name of the file may be in any format, but remember the
location to where it is saved!

File Download x|

Do you want to open or save this file?

\ Mame: rptADM_S0472_06012009204620.kxt
Type: Text Document
From: www, ade.az.gov

Open Save M Cancel |

I--' % while fileg from the Intermet can be uzeful, some files can potentially
@ harm your computer. If you do not trust the source, do not open or
zave this file. What's the rishk?

Figure 2.7 — File Download Dialog Box

To upload the file to Synergy SIS:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

[ Liwe] _wegercy|
B r
Figure 2.8 — Synergy SIS Navigation Tree
2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

B 5 @ auickLaunch Ty %7 Synergy SIS

Defaut_|[ b s P Attendance
(| b Synergy SE

) Synergy SIS P AZ
P Course

P Course History

Figure 2.9 — Synergy SIS Folder Figure 2.10 — Synergy SIS Folder
Expanded

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

downward.
B Atendance b Attendance
- A7
b AZ P Attendance Info
I Course B Discipline Incident
P Course History P Program Info
Figure 2.11 — AZ Folder b sAIS

Figure 2.12 — AZ Folder Expanded

4. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points
downward.
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P Attendance

B Attendance - a7
= AL P attendance Info

b Attendance Info P Discipline Incident

T . P Frogram Info

P Discipline Incident — e

B Program Info b Reports

b sals P Setup
Figure 2.13 — SAIS Folder A o colase

v
Q‘ SAIS Comparison

] =miS Submission
Figure 2.14 — SAIS Folder Expanded

5. Click on the SAIS Comparison screen, and the screen appears in the content pane
on the right-side of the screen.

o
Q’ SAIS Comparisan

Figure 2.15 — SAIS Comparison Screen Icon

6. Check to make sure the current focus is set to the school for which the report was
downloaded. The focus is indicated in the top right-hand corner of the screen.

Ed 2 t Hope High Schoo)
po Year:2011-2012
J sennollmrs!nd UserAdmin User
Show active and inactivg/’|
Lock | Sign Ou | 3::;,‘,;..;] Help

Fiure 2.16 — Checking Current Focus
7. If this is the first time the comparison has been run for the school, continue to Step
9. If the comparison has been run before, the current data must be cleared before
adding a new 72 report or the 72 data will be duplicated. To clear the current data,
click on the Show Detail button.

SAIS Comparison [«
SAIS Compare Reports |
Report Options QD
Filter Date Do Mot Show Kids That Match
I | —

Add Show Detall | (Y

Compare Reports
e|Do e ateqo

ADMSTZ Compare ADMS72 Report >
Figure 2.17 — SAIS Comparison Screen, Show Detail Button
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8. To remove all the students from the comparison, click the Clear All Students
button. This only removes the students loaded for the school in focus. Students
uploaded at other schools will remain. Once the students have been cleared, a new
file can be uploaded.

SAIS Comparison

SAIS Compare Reports |

Report Options @
Filter Date Do Mot Show Kids That Maich
I
Compare Reports Add | Hide Detail |
J | Stud i
] ADMsT2 (#
SAl ison Students %]
% \
1 Abbott, Billy C. 0001341311 905483
1 Abernethy. Anne E. | 0001247316 902870
1] Acevedo Andrew 0001218156 886630
o Acevedo. Ashley 0001230477 901830
o Ackley. Brian R. 0001346307 913948
[ Acosta. Eugene A 0001208627 873921
1 Acosta. John A 0020901578 150265
1] Acunia. Kenneth O | 0001196474 110412

Figure 2.18 — SAIS Comparison, Detailed Screen
9. To add a new 72 report, click the Add button in the Compare Reports section.

SAIS Comparison [«
SAIS Compare Repunsl
Report Options &)
Filter Date Do Mot Show Kids That kMatch

r
_ —
Compare Reports k Add ow Detail | ()
ADMST2 Compare ADMS72 Report 3

Figure 2.19 — SAIS Comparison Screen

10. The Attach Document box pops-up. Click the Browse button to locate the report file
downloaded from the state.

Aftach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload
23 Click Upload

I < Browse... i ’
Upload |

Figure 2.20 — Attach Document box
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11. Click through the folders to locate the file that was downloaded. Click on the file,
and then click the Open button.

2 Choose File to Upload

~ Computer ~ HP (C:) ~ Edupoint - Notes ~ 72 Reports 121007

1x.

@ @

Organize » 4fiViews v | NewFoider

e
1) 2009 Mass Scheduling.zip
1) 6B Trairing Guides.2p =

=l [a e

Fie game: [sthd
) Cancel J
Figure 2.21 — Choose File to Upload Box

12. When the location and name of the file appears in the box, click the Upload button.

Aftach document

Steps To Upload Image:
1) Click Browse and select the file you wish to upload

2) Click Upload

|E:\Shared\?2Repor‘[-Grade Browse... |
Upload

Figure 2.22 — Upload Box
13. When the upload is complete, the Upload Successful! Box appears. Click OK to

acknowledge the message.

Windows Internet E |

l . Upload successFull

Figure 2.23 — Upload Successful Box

Once the data from the state has been uploaded, the uploaded students can be seen in the
detailed screen of the SAIS Comparison screen. To see the uploaded students:

1. Click the Show Detail button on the SAIS Comparison screen.

SAIS Comparison [«
SAIS Compare Reports |
Report Options @
Filter Diate Do Mot Show Kids That Match

r
Compare Reports ‘ Add < [ Show Detail |’
ADMST2 Compare ADMST2 Repart [
Figure 2.24 — SAIS Comparison Screen, Show Detail Button
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2. To remove all the students from the comparison, click the Clear All Students
button. This only removes the students loaded for the school in focus. Students
uploaded at other schools will remain.

SAIS Comparison

SAIS Compare Reports |

Report Options Q)

Filter Date Do Not Show Kids That Match

r

Compare Reports Add | Hide Detail |
) il

] ADwsT2 ( cermisnoens

Ison Students @

% | \
| | Abbott. Billy C 0001341311 905483
- Abernethy, Anne E. | 0001247316 902870
u Acevedo, Andrew 0001218156 886630
| | Acevedo. Ashley 0001230477 901830
i | Ackley. Brian R. 0001346307 913948
u Acosta. Eugene A 0001208627 873921
| | Acosta_John A 0020901578 150265
[ | Acunia. Kenneth O. | 0001196474 110412

Figure 2.25 — SAIS Comparison, Detailed Screen

3. Individual students may also be removed from the comparison process by checking
them off in the X column. Then click the Save button to delete those students.

To run the comparison process:
1. Adjust the Report Options for the comparison. The options are:

o Filter Date — The report downloaded from the state only contains the data up
through the last SAIS submission. Any data in Synergy SIS entered AFTER the
last submission will not be on the downloaded ADMS72 report, and it will show
up as “unmatched” in the comparison report. To exclude the latest data and
remove potential errors, enter the date of the last submission in the Filter Date
box. The date should be entered in the format M/D/YY or may be selected by

clicking the Calendar & button.

e Do Not Show Kids That Match — Students that match are uploaded to the state
correctly and the data at the state and in Synergy SIS is matching. Since no
action needs to be taken for these students, they can be excluded from the
report by checking the Do Not Show Kids That Match box.

SAIS Comparison [«
SAIS Compare Reports |
&)
Filter Date Do Not Show Kids That Match
r
Compare Reports [ add | ShowDetal | @
\ \ | \
ADMS72 Compare ADMS72 Report »

Figure 2.26 — SAIS Comparison Screen, Report Options
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2. Once the options are set, click the green arrow symbol in the Process column in

the ADMS72 row to run the report.

Figure 2.27 — SAIS Comparison Screen, Process Button

3. The report pops-up in a PDF format.

SAIS Comparison [«
SAIS Compare Flepnrtsl
Report Options Q
Filter Date Do Mot Show Kids That Match
r
Compare Reports | Add ” Show Detail ‘O
ADMST2 Commpare ADMS72 Report (»)
N—="

Figure 2.28 — SAIS Comparison Report

4. The report is divided into 4 sections of students:

Adams Elementary Year 2008-2009
F_'I SAIS Comparison ADMS72 Report: STU501
Schag) pistrict
Students at ADE and in GEMESIS but have differences
Student Name Grd SIS Number SAISID G is Ab: ADE Ab Diff
Begay. Bruce o8 128210 00034155 2.00 1.50 -0.50
Brown, David o4 152885 UCE]CCI:S 2.00 1.00 -1.00
Calixto, Laura o8 aavaze UCEI:IG]g' 1.00 0.00 -1.00
Carter, Phillip K 148654 UCEJG]:? 1.00 0.50 -0.50
Charley, Beverly o8 aGEeE12 ocn:l.“-;i 1.00 0.00 -1.00
Cohoe, Patrick o4 arz1ie UCDJ?S?E 1.00 0.50 -0.50
Corthell, Jason 3] 148321 UEEJEG‘?; 1.00 0.00 1.00
Delgado, Billy o3 124808 UCE.‘.‘EG:? 1.00 0.00 1.00
Escoto, Helen o3 105585 GCIBGU;: 1.00 0.50 0.50
Flores Chacon, Douglas o2 115411 00078415 1.00 0.50 0.50
Galindo, Louis [+:] 135602 GCIJEB;; 2.00 0.00 2.00
Luster, Johnny oS5 o54883 GCEI:I?QZZ 1.00 1.50 0.50
Student Sub Total 12 :

e Students

in both but not matching — These students are in both Synergy SIS and the

72 Report, but the attendance numbers don’t match.

e Students

in Synergy SIS but not the 72 Report — These students are in Synergy SIS

but are not on the ADMS72 report, and most likely have not been uploaded to the
SAIS system due to a validation error.

e Students

in the 72 Report but not in Synergy SIS — These students are listed in the

72 report but are no longer in Synergy SIS. They may have been deleted from
Synergy SIS or no showed, but the data removing them from the SAIS system has

not been
e Students

uploaded.
that match — These students’ data is the same in both Synergy SIS and

the 72 Report and it does not need further correction.

Copyright© 2012 Edupoint Educational Systems, LLC 53



State of Arizona Data Reporting User Guide Chapter Two

Note: Possible causes for a student to be in Synergy SIS but not on the
ADMS72 Report

A transaction adding an enrollment for the missing student has
not been successfully processed in SAIS. This would most likely
occur for one of two reasons: 1) an enrollment transaction for the
missing student was never submitted to SAIS; 2) a submitted
enrollment transaction failed during SAIS import processing.

The last enrollment transaction to successfully process in SAIS
deleted the enroliment for the missing student. Students who
have been successfully deleted from membership, participation
in special education or participation in an English Language
Learner program are listed on the SDADMS78 — Deleted Student
Enroliment Report.

The student has been successfully enrolled as a member of the
school in SAIS, but, due to a data entry error, is listed under a
funded district of residence, grade level or register ID other than
what had been intended. Such students will appear on an
SDADMS72 report, but not under the grade, register or DOR
intended.

--from Reconciling ADMS72 and 75 Reports with Student Rosters,
Arizona Department of Education, November 2007
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Chapter Three:
COMMUNITY COLLEGE

In this chapter, the following topics are covered:
» Adding community college courses to a student’s record
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ADDING COMMUNITY COLLEGE RECORDS

If students at the district take community college classes for credit at their high school, a
record of these classes needs to be entered into Synergy SIS. To enter a student’s
records:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the screen.
I
=CL T T
i o  dnnesmeemont
rpanizaton J *

Figure 3.1 — Synergy SIS Navigation Tree

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

7 Synergy SIS
# D Attenclance
D Course

P Course History
Figure 3.3 — Synergy SIS Folder Expanded

Figure 3.2 — Synergy SIS Folder

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

P Attendance b Attendance

e l’ Attandance Infi
D Course P Discipline Incident
P Course Histary : Pragram Info
. SAlS
Figure 3.4 = AZ Folder Figure 3.5 — AZ Folder Expanded

4. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points

downward.
vz
p '&'ﬁendance b Attendance Info
[ Discipline Incident
= .'E'.Z [ Program Info
= GAIS
b Attendance Info b Renote
B Discipline Incident e
p P | f Vg Community College
rogram info QﬁSAISCOmparison
'7" 5.&'5 QJ SAIS Submission
Figure 3.6 — SAIS Folder Figure 3.7 — SAIS Folder Expanded

5. Click on the Community College screen, and the screen appears in the content
pane on the right-side of the screen.

F
g Community College
Figure 3.8 — Community College Screen Icon
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Find the student for which to enter the courses. To find a student’s record, there are two
methods: Scroll or Find. To scroll through the student records to find the student:

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

L ockiomo B |

| Synergy SE -
 synergy SIS Community College
t‘:ﬁe”dame |Student Name:  schoot:  Status:

Figure 3.9 — Right Scroll Button
2. To scroll in reverse alphabetical order, click the left Scroll button at the top of the

screen.
L
b ESD 2lvena]| @YD D | 655 || Fnd || vndo
b @005 -]
 synergy s1s Community College
E’?Eendame |Student Name: School:  Status:

Figure 3.10 — Left Scroll Button

3. Continue clicking on the scroll buttons until the desired student record appears.

To switch to the Find mode to look for the student records:
1. Click on the Find Mode button.
COE
Figure 3.11 — Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.

| \(9 \CD \9 | ;ﬂ | Find | Undo Form Status: Find | & Ty f:,
Community College

Student Mame:  School  Status:

Last Name \Nrst Marme Middle Name  Suffix ~ Perm D Grade Gender

|3mith 1 [ [ 3 3

Co i e Classes [ asd %)

< [ Line | | | |

Figure 3.12 — Finding By Last Name

3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen appears. Then use the scroll buttons if needed to find
the exact student.

Note: In the Find Mode, students can also be found by searching by
any of the yellow fields on the screen. Entering anything in any box but
the first one brings up a pop-up window with a list of students matching
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the criteria entered. To select a student, click on their name and their
student record appears in the Community College screen. Close the
pop-up window after selecting the record. For more about finding
students in any screen, please refer to the Synergy SIS — Student
Information User Guide.

7.

9.

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.

Edvu pscgliﬂplrE

Hope High School
Year.2011-2012
User:Admin User
Show active and inggife

L

Fire 3.13 — Checking Current Focus

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is

already turned on.
pensv]| @ QB | 55 (e oo |

Figure 3.14 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

PP | e | ]
Figure 3.15 — Current Form Status

Click the Add button in the Community College Classes section.

Community College

Student Mame: Abbott, Billy C. School: Hope High School  Status: Active

| College Class |

Last Mame First Marme Middle Kame  suffix  Perm D Grade Gender

fAbbott Biilly E | 205483 12 v |Male =
Community College Classes ( | Add |¥
5 [ e | | |

Figure 3.16 — Community College Screen, Adding
A blank line is added. Enter the class ID of the course in the College State ID box.

Community College («

Student Mame: Abbott, Billy C. School Hope High School  Status: Active

| College Class |

Last Name First Name Middle Mame  Suffix ~ Perm ID Grade Gender
|abbott |Billy Jc | [a05453 12 v |Male v

Community College Classes [ A Q]
X | | |

I |

Figure 3.17 — Community College Screen, Adding

Enter the date the student started the class in the College Entry Date box, and the
date the student completed the class in College Exit Date. The dates should be

entered in the format M/D/YY or may be selected by clicking the Calendar ¥ button.
Enter the number of classes completed in the College Class Count field.

10. Click the Save button at the top of the screen to save the changes.
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To delete a course:

1. Check the box in the X column next to the class to be deleted.

Community College

College Class |

Student Wame: Abbott, Billy C. School Hope High School  Status: Active

Last MNarne First Narme Middle Marme  SUffix Perrm 1D Grade Gender
|Abbott Billy e | j305453 12 v |Male v
munity College Classes Add | (&)
x | |
u SI5-101 09/06/2008 05/29/2009 2

Figure 3.18 — Community College Class, Deleting

Click the Save box at the top of the screen to delete the class.

MENU OPTIONS

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

The option available under the Menu button is:

e[ @D

e
* |
i 8

Save

Wiew Audit Detail For Community College

Figure 3.19 - Community College Scréen, Menu Options

Screen Audit Detail For Community College — the Audit Trail History screen lists
all of the changes made to the student’s records, what was changed, who changed
It is the same audit trail report
available through the Student screen. Since the college information is stored in a
grid, it is not yet available for tracking via the audit detail report.

it, and the date and time the change was made.

Audit Trail History

@

Properties

Show Detall | Q)

Student
Student
Student
Student
Student

Student

Student
Student

Student
Student
Student

Student
Student

HomelLanguage
MailAddressGU
HomeAddressGU
GridCode
HomeAddressGU
GridCode
HomeAddressGU
GridCode
GridCode
HomeAddressGl
MailAddressGU
GridCode
HomeAddressGU
MallAddressGU
MailaddressGU
HomeAddressGU
GridCode
MailAddressGU
HomeAddressGU
GridCode

Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update
Update

1
<Link>
<Link=
4B
<Link=
741B
<Link=
4B
7416
<Link>
<Link=
741B
<Link:=
<Link>
<Link:=
<Link>
7418
<Link=
<Link>
99599

oo
<Link>
<Links=
T41B
<Links=
T41B
<Link=
T41B
7416
<Link>
<Links=
7418
<Link:=
<Link=
<Link:=
<Link>
7418
<Links=
<Link>
99939

Wiilson, Rob
Yyilson, Rob
Wiilson, Rob
YWyilson, Rob
Wiilson, Rob
Yyilson, Rob
Wilson, Rob
Wilson, Fob
YWilson, Rob
Wilson, Rob
Wilson, Rob
Wilson, Rob
YWilson, Rob
Wilson, Rob
YWyilson, Rob
Wvilson, Rob
YWyilson, Rob
Wiilson, Rob
Yyilson, Rob
Wiilson, Rob

12/06/2008 08:20:02
11/24/2008 15:45:41
1141242008 23:24: 31
11/12/2008 23:24:31
11/12/2008 23:24:22
11/12/2008 23:24:22
10/22/2008 08:17:43
10/22/2008 08:17.43
102242008 08:17.36
10/22/2008 08:17.36
10/15/2008 16:49:31
06/03/2008 21:40:50
06/03/2008 21:40:50
06/03/2008 21:40:50
06/03/2008 21:39.56
06/03/2008 21:39:56
06/03/2008 21:39.56
06/03/2008 21:37:57
08/03/2008 21:37.57
06/03/2008 21:37:57

Figure 3.20 — Audit Trail History for Community College

The Print button at the top of the screen may be used to print the information on the
Special Ed Student Services screen.
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Edit | IIndo |

ERICICICIE)

Figure 3.21 — Print Button

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

show the information available using the scroll bars.

@D

;;j| Save | Undo

A Farm Status: Ready (Update Mods) | @ % f‘_

Community College

Student Name: Abbott, Billy C. School: Hope High School  Status: Active

College Class |
Last Name First Name Middle Name Suffix ~ Perm ID Grade Ge
[Abbott [Billy C | [a05483 12 v Ma
Community College Classes Add |0

| Line College State ID College Entry Date College Exit Date | College Class Count

| 1sis-101 09/08/2008 05/29/2009 2

Figure 3.22 — Printed Community College Screen
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Chapter Four:
SPECIAL EDUCATION

In this chapter, the following topics are covered:

>

vVvyyvyyvyy

The 45-day special education screening date

The initial IEP date

Adding special education service records

Screening & deleting special education service records
Recording a student’s withdrawal from special education
How to re-enroll a student in special education

62
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ENTERING THE SCREENING DATE

Within 45 days of a student's enrollment, every student must go through a special
education screening. The date of this screening should be entered into Synergy SIS.
To enter the special education screening date:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

Figure 4.1 — Synergy SIS Navigation Tree

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

Bl [ @ ouickLaunch Ly ¥ Synergy SIS
Defaut__ || b esp P Attendance
all b Synergy SE
) Synergy SIS b AL
P Course
P Course History
Figure 4.2 — Synergy SIS Folder Figure 4.3 — Synergy SIS Folder
Expanded

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

= Btudent

P Attendance b Reports

b oaz

P Setup
P Course
. Groups
P Course Histary
P Discipline x}‘; Mass Assign Counselor
P Discipline Incident ?3 Mass Assign Student Groups
b Fees %i Mass Email
4 Grad? Bt g Mative Amertican
b Grading ©
b Health r Phane Search
P Locker
P Mass Scheduling £ Student Canference
b PRtEn % Student Experience
P Query @
b Schedule o Student Groups
P Staff %J Student Motifications
P Student ﬁ‘ Student Phona Numbers
Figure 4.4 — Student Folder Figure 4.5 — Student Folder Expanded

4. Click on the Student screen, and the screen appears in the content pane on the
right-side of the screen.

& [susend

Figure 4.6 — Student Screen Icon
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Find the student for which to enter the screening date. To find a student’s record, there are
two methods: Scroll or Find. To scroll through the student records to find the student:

1. Click on the right Scroll button at the top of the screen to advance to the first
student’s records. Records are sorted alphabetically by last name.

[ ] Lo i Guick Launch |

My Tookar

[ T TO) Y
Student~

Student Name: Scacst Homewmam  Temchar

-

Figure 4.7 — Right Scroll Button

2. To scroll in reverse alphabetical order, click the left Scroll button.
L] L, i

My Tooksar 3
-

2 Student

Efuderi Sudent Name: Schost Haomersomc  Temcher
Figure 4.8 — Left Scroll Button

3. Continue clicking on the scroll buttons until the desired student record appears.

3| =5 |

A

To switch to the Find mode to look for the student records:
1. Click on the Find Mode button.

@O

Figure 4.9 — Find Mode Button

2. Enter either the whole last name or the first part of the last name of the student in
the Last Name box.
[EmaC Ye Y NI e e e e | romsnn e | & g
Student

Student Name: School Homeroom:  Teacher:

s [arent/Cuardian__Other Info__Emetgency | Enroliment | Envollment History | Classes Documen ts | Student Contact Log
Tast Nare Nt Name Middle Name_ Suffix__ Perm ID Grage Gender  Track

[Smith J [ | v v v

Q

Home Language Spoken to Student at Home Nick Narme Last Name Goes By
v ~
SAIS ID Eirth Date: Birth Place Birth Yerification Eirth Certificate Num
v

Birth State - Birth Country - Email
Figure 4.10 — Finding By Last Name
3. Click the Find button or press the Enter key. The first student with the last name
entered into the Find screen appears. Then use the scroll buttons if needed to find

the exact student.

Note: In the Find Mode, students can also be found by searching by
any of the yellow fields on the screen. Entering anything in any box but
the first one brings up a window with a list of students matching the
criteria entered. To select a student, click on their name and their
student record appears in the Student screen. Close the window after
selecting the record. For more about finding students in any screen,
please refer to the Synergy SIS — Student Information User Guide.

4, 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.
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2 Hope High School
Edupoint v )
. i UserAdmin User
Sepee Show active and inagfi ‘
] Lock | Sign Out | Support | Help

Figure 4.11 — Checking Current Focus

5. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is

already turned on.
fen]| @@ B | 55 (e Do |

Figure 4.12 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

Trmlic e YO

Figure 4.13 — Current Form Status
6. Click on the Other Info tab.

Student

Student Name: Abbett, Billy C. School Hope High School  Homeroom:  Teacher

_ Demographics | Parent/Guardial Dther Info ergency  Enmollment  Enroliment History ~ Classes | Documents  Student Contact Log
Last Name First Name ===—Tiidcle Name _ Suffix_ Perm ID Grade Gender  Track

[Abbott [Billy lc | [oos483 12 v Male v ~

Student Information Q)

Home Language Spoken to Student at Home Kick Narme Last MName Goes By
Spanish * | Spanish b I |

SAIS ID Birth Date Eirth Place Birth Yerification Birth Certificate Mum
0001341311 0541341992 Mesa Birth Certificate or Affidavit v

1 Birth State Birth Country Email

California w | |United States of America v IBiIIy Abbott@esd.com
Figure 4.14 — Student Screen

7. Enter the date in the Special Ed Screening Date field. The date should be entered
in the format M/D/YY or may be selected by clicking the Calendar L button.
Student

Student Mame: Abbett, Billy C. Schook Hope High School  Homeroom:  Tsacher:

Demographics | Parent/Guardian O(hgrlnfnl Emergency | Enrollment — Enrollment History  Classes  Documents | Stodent Contact Log

Last Mame First Name Middle Name SUffix Perm D Grade Gender Track
[Abbott [Billy e | [p05483 12 v |[Male v v
School Information ]

Bus Route To School Bus Route From School [~ Extend Learning Program

[~ wocational
Locker Number IVEP ¥ Has Changed Flag
¥ AllowTylenol
Allow Medication

v

Other Information (]
Custach

-

Expected Graduation Year Original Enter Date Original Enter Code Original Enter Grade Final Withdrawal Date Immigration Date

2009 08/11/2009 b b 7
Psych Recordsff Special Ed Screening DatelFamily Code Dwelling Type  Social Security Number
~ il [09/28/1993 E Two adult family ~ | House v |123-45-5759
[~ Us Citizen [~ Chronic liness [~ Excessive Debt Indicator
I Directory List Exclude I Migrant [~ General Equivalency Diploma
[~ Refugee [~ Foster Home
Counselor Name 4 ELL Code ELL Date Country OF Citizenship Non Citizen Type
Diaz, Jog v B v v

Figure 4.15 — Other Info Tab, Student Screen
8. Save your changes by clicking the Save button at the top of the screen.
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ENTERING THE INITIAL IEP DATE

If a student is determine eligible for special education services and has not been in a
special education program before, an initial IEP (Individualized Education Plan) must be
completed within 30 days. To enter the date on which the initial IEP was completed:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

Figure 4.16 — Synergy SIS Nav_igation Tree

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

BN ’ﬁ Quick Launch ?\J b 4 Synel"gy SIS
Default b ESD
<|f b syneray s¢ P Attendance

b Synergy SIS D AZ
P Course
Figure 4.17 — Synergy SIS Folder p Course HiStOW
Figure 4.18 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance = Student Programs

b Az P Reports

P Course b Setup

b Course Histary

P Discipline ]'h Childhood Assessments

P Discipline Incident 2%

b Feesp &',‘( Childhood Program Padicipation

- iz Eanls u English Language Learners

P Grading =

P Health @ Free and Reduced Meals

P Locker A

P Mass Scheduling pmetibans b lidada Shucod Beaar ot s
=

- Pemet & Special Ed Student Services

B Guery

P Schedule 1 Student GATE

P Staff +

b Student ﬁ_‘: Student Meeds

P Student Programs

. %3 Student Program Summary
Figure 4.19 — Student Folder

Figure 4.20 — Student Programs Folder Expanded

4. Click on the Special Ed Student Services screen, and the screen appears in the
content pane on the right-side of the screen.

.q
| Special Ed Student Services |
Figure 4.21 — Special Ed Student Services Screen Icon

5. 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. m
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4 Hope High School
Edupoint \ev i
‘ 7 School District UserAdmin User

Show active and inactive

Lock | Sign Out | Support | Help

Figure 4.22 — Checking Current Focus

6. Find the student for which to enter the initial IEP date using either the Scroll or Find
method.

‘Menuv ‘ @ @ @ | g_fj | Find Undo
SpecClal Ed otident oervices
Student Name:

Form Status: Find | E‘E‘ %&

(«

School.  Status: RoomName: VerboseAge:

Services | _Senices Transactions | Initial [EP
Last Name First Name:

Middle Name Perm ID Grade Gender  Birth Date

I | | )
Add Need!Services
Need

&

L | Add New Meed/Service |

Services

Show Detail | ()
e[Descriptio ervice Code Date (it Date Prima .

Kit Reaso ded SPED Se ce DOR eed onci

Figure 4.23 — Special Ed Student Services Screen
7. Once the student has been located, click on the Initial IEP tab.
Special Ed Student Services

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name:  WerboseAge: 17 yrs 3 mths.

Services | Semvices Transactio Initial IEP

Last Name First Nae=T/idcle Name Perm ID
[Abbott [Billy

Grade Gender Birth Date
[c |905483 12 ~ Male v 06131992

Add Need/Services
Need|

Q

~ ‘ Add New Meed/Service |

Services

e | Descriptio ervice Code er Date it Date . LEUdREL
R ce DOR

Figure 4.24 — Special Ed Student Services Screen, Student Info

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

]| @ D | (e Do |
Figure 4.25 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

Tm]lic Y Y€ M e
Figure 4.26 — Current Form Status

Show Detail [ ()

oncurre
eed
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9. Enter the following information in the boxes provided:
Special Ed Student Services

Student Name: Abbott, Billy C. Schoot Hope High School  Stestus: Active  Room Mame: 231 Werbosedge: 24yrs 0 mths

Services | Sewices Transactions | Initial IEP |
Last Mame First Name Middle Mame  Perm 1D Grade Gender Birth Date:

Abbott Billy © 905483 12 ~ Male v 0541341985
|EP Dates (]
Initial IEF Date Proposed Service Date AZ EIP Indicatary

r

Figure 4.27 — Special Ed Student Services Screen, Initial IEP Tab

¢ Initial IEP Date — enter the date on which the initial IEP was completed.
The date should be entered in the format M/D/YY or may be selected by
clicking the Calendar [ button.

e Proposed Service Date — enter the date on which the student will begin to
received special education services. The date should be entered in the

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

e AZ EIP Indicator — if the student participated in the AZ EIP (Arizona Early
Intervention Program for children from birth to age 3), check this box.

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

ADDING SPECIAL EDUCATION SERVICES

Once a student is eligible for special education services, the special education team
determines the primary need and what services will be provided to fulfill that need. This
information needs to be recorded in Synergy SIS so that it can be reported to the state in
conjunction with the normal upload procedure. To record a student's special education
need and service:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

bl

Goad marnang.

Anncamcement:
q

B r

Figure 4.28 — Synergy SIS Navigation Tree

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

3 7 Synergy SIS
| S0 P Attendance
1’-"" 4[| b synergy SE
‘A“"u\',_,_ b Synergy SIS D AZ
B

Grade Bok P Course

Adm'l_.ogm P Course History
Figure 4.29 — Synergy SIS Folder Figure 4.30 — Synergy SIS Folder
Expanded
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3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the

blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Aftendance == Student Programs

b Az
P Course b Reports
P Course History P Setup
7 DIFRTIme Ak chilghood Assessments
P Discipling Incident .
P Fees a‘;“ Childhood Program Participation
P Grade Book
P Grading u English Language Learners
I Health >
P Locker ? Free and Reduced Meals
P Mass Scheduling = Mass Update Student Programs
P Parent -
P Query [ & Special Ed Student Services ]
P Schedul
b e . Student GATE
Staff 0
[ it gj Student Meeds
P Student Programs 1A
Figure 4.31 — Student Folder %& Student Program Sumrmary

Figure 4.32 — Student Programs Folder Expanded

4. Click on the Special Ed Student Services screen, and the screen appears in the

content pane on the right-side of the screen.

-5
oAids| Special Ed Student Services |
Figure 4.33 — Special Ed Student Services Screen Icon

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.

Edupoint

Hope High School
Year:2011-2012
User:Admin User
Show active and inactive

Lock | Sig. Out | Support | Help
N————

L

Figure 4.34 — Checking Current Focus

Find the student for which to enter the special education services using either the
Scroll or Find method.

=N | \@ \QD \9 | ;‘5 | Fnd | Undo Farm Status: Finc | (] %&
Special Ed Student Senvices [«

Student Wame:  School  Status:  Room Mame:  Werbosege:

Sgwicesl Sewices Transactions | Initial [EP
Last Mame First Mame Middlle Name  Perm D Grade Gender  Birth Date
| | | I 5 3
Figure 4.35 — Special Ed Student Services Screen

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @A B | S D |

Figure 4.36 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

PO | e | s |
Figure 4.37 — Current Form Status
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8. Select the student’s need from the Need drop-down box, and click the Add New
Need/Service button.

Special Ed Student Services
Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name:  VerboseAge: 17 yrs 3 mths
Servicesl Sernvices Transactions  Initial IEP
Last Name First Name Middle Name  Perm ID Grade Gender Birth Date
Abbott |Billy Ic |905483 12 v Male v |05/13/1992
Add Need/Services (&
Need v Add New Need/Service
Services [ Show Detail |
x| | [onctte [ectas oy = |

Figure 4.38 — Special Ed Student Service Screen, Adding

9. The Spec Ed Service Add screen pops-up. Select the service the student will be
receiving from the Service Code drop-down box.

Save Service | %
Spec Ed Service Add

| Add Service |
Need
Hearing Impairment b

| Service (6]
BENVICE Code nter Date Exit Date Exit Reason
E

A-Inside Regular Class 80% or more of the v |09/08/2008

Funded SPED Service DORJConcurrency

123456000

w

Figure 4.39 — Spec Ed Service Add Screen

10. Enter the date the student will begin receiving the service in the Enter Date box.
The date should be entered in the format M/D/YY or may be selected by clicking the
Calendar E¥ button. By default it enters today’s date.

11. By default the CTD code of the current district in focus in Synergy SIS is entered in
the Funded SPED Service DOR box. If this student’s special education services
are funded by another district enter the CTD code for that district in the Funded
SPED Service DOR box.

12. Select the school’s role in coordinating the student’s special education needs from
the Concurrency drop-down list. If this school is the primary coordinator, select
Primary. If this school provides some special education services to the student but
does not manage the student’s case, select Secondary. If nothing is selected, it is
uploaded to the state as Primary. All services for a student must have the same
concurrency selected.

) Reference: The CTD code is assigned to the district by the state of
~ Arizona. For instructions on how to look up the CTD code of a district,
see the Before Starting section in Chapter 1 of the Synergy SIS — State

of Arizona Data Reporting Administrator Guide.

13. Click the Save Service button at the top of the screen to save the record, or click
Close to close the screen without saving.
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14. Once the need & service has been added, indicate the primary need on the
Services tab by clicking the box under Primary Need.

Special Ed Student Services (=
Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name:  VerboseAge: 17 yrs 3 mths
Services | Senices Transactions  Initial IEP
Last Name First Name Middle Name Perm ID Grade Gender Birth Date
Abott Billy Ic 05483 12 ~ Male v 051311992
Add Need/Services (6]
Need v Add New NeedService
Services Show Detail ‘ (@]
X | Joerome (50, amaon
Hearing A-Inside Regular Class 80% or Prima v
n 1 Impairment more of the day 09/08/2008 123456000 r y

Figure 4.40 — Special Ed Student Services Screen
15. Click the Save button at the top of the screen to save the change.
16. If the student entered the school with a Certificate of Educational Convenience or

through Open Enrolliment, enter this enroliment code in the detailed screen of the
need/service. To enter the special enroliment code, click the Show Detail button.

Special Ed Student Services [«
Student Name: Abbott, Billy C. Schook Hope High School ~ Status: Active RoomMName:  VerboseAge: 17 yrs 3 mths
Serviceﬁl Services Transactions | Initial [EP
Last Name First Name Middle Name Perm ID Grade Gender Birth Date
|Abbott Billy Ic |905483 12 v \Male v 0513/1992
Add Need/Services (@]
Need - Add New Meed,/Service
Services Show Detail
x | fomerome [o5, [he | |
Hearing A-Inside Regular Class 80% or Prima v
n Impairment more of the day 09/08/2008 123456000 r ry

Figure 4.41 — Special Ed Student Services Screen, Show Detail button

17. Select the type of enrollment from the Special Enrollment Code drop-down box.

Special Ed Student Services («
Student Name: Abbott, Billy C. Schocl: Hope High School  Ststus: Active  Room Name: 231 Vetbosefge: 24yrs 0 mths
| Senricesl Services Transactions  Initial [EP
Last Mame First Name Middle Mame  Perm 1D Grade Gender Birth Date
Abbott |Billy c [o05483 12 v |Male v |05/13/1985
Add Need/Services "]
MNeed Add Mew Meed/Service |
Services Hide Detail | ()
Service Code: A
| Hearing Impairment
| Detail |
Services Add |O
x
I 09/08/2008 | 123456000 v

Figure 4.42 — Special Ed Student Services, Detailed Screen

18. If there are multiple needs/services, the enrollment code must be entered for each

need/service during that enrollment period. Click on each need/service line on the
left-hand side to select the enrollment code.

19. Click the Save button at the top of the screen to save the changes.
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WITHDRAWING FROM SPECIAL EDUCATION SERVICES

When a student is no longer participating in special education, the exit date and reason
must be recorded in the Special Ed Student Services screen.

Reference: If the student is withdrawing from the school, Synergy SIS

., can be setup to automatically withdraw the student from the special
S education services at the same time the withdrawal is entered into the
Student screen. To configure this, see the section on Overall Student

Programs Transactions Setup in Chapter 3 of the Synergy SIS — State of
Arizona Data Reporting Administrator Guide.

To record the student’s withdrawal:

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.

4 Hope High School
Edupoint ek
~ 7 School District User:Admin User

Show active and inactive

?1,‘

Figure 4.43 — Checking Current Focus

Lock | Sig~ Out | Support | HeY,
——

2. Find the student’s records using either the Scroll or Find method.

=N | \@ \QD \9 | ;‘ij | Fnd | Undo Farm Status: Finc | (] %%
SpeCIaI Ea SEUaenE ger\flces E

Student Wame:  School  Status:  Room Mame:  Werbosege:

Sgwicesl Sewices Transactions | Initial [EP
Last Mame First Mame Middlle Name  Perm D Grade Gender  Birth Date
| | | I 5 3
Figure 4.44 — Special Ed Student Services Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

o] [ @ @ @ [ (e D oo |

Figure 4.45 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

POD & e | |
Figure 4.46 — Current Form Status
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4. Click on the Show Detail button in the Special Ed Student Services screen.

Special Ed Student Services B

Student Name: Abbott, Billy C. School: Hope High School Status: Active RoomMName:  VerboseAge: 17 yrs 3 mths

Services | Services Transactions _ Initial IEP

Last Name First Name Middle Name  Perm ID Grade Gender  Birth Date
[Abbott [Billy e Joos4a3 12 ¥ Male v |05/13/1992
Add Need/Services (@]
Need “ Add New Need/Service

—
Services

([ show Detail |)

Hearing A-lnside Regular Class 80% or Prima =
\L Impairment more of the day 09/08/2008 123456000 Il ry

Figure 4.47 — Special Ed Student Services Screen, Show Detail button

5. Select the need/service line to withdraw by clicking on it on the left-hand side of the
screen.

Special Ed Student Services E

Student Mame: Abbott, Billy C.

School: Hope High School  Ststus: Active  Room Mame: 231 YWerboselfoge: 24 yrs 0 mths

Services | Senices Transactions  Initial IEP

Last Mame First Name Middle Name  Perm ID Grade Gender  Birth Date
Abbott Billy C [o05483 12 v Male v 0511341985
Add Need/Services ]
Meed Add Mew Need)Service |
Services | Hide Detail |

Service Code: A
| Hearing Impairmert

| Detail |

Services Add |@

x

I 09/08/2008 ~J) 123456000 v

Figure 4.48 — Special Ed Student Services, Detailed Screen

Enter the date the student withdrew in the Exit Date box. The date should be
entered in the format M/D/YY or may be selected by clicking the Calendar k¥ button.

Select the reason the student withdrew from the Exit Reason drop-down box.
Click the Save button at the top of the screen.

Tip: All students must be marked as withdrawn from Special Education
Services at the end of the year using the School is Out code. A quick
way to do this is using the Mass Update Student Programs screen. For
more information about this screen, see Chapter 10 in this guide.
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The exit code selected for the SPED withdrawal must also match the withdrawal code used
in the enrollment record for the student or the Year End Status. The appropriate matches
are:

Year End Codes

| sc-sil
G- c A- SA-SHll 1 e lled

Graduated | Completed | Attended Enrolled (course
(AIMS) req)

SE-Still
Enrolled
(met no
req)

Promoted | Retained

SPED Exit Codes

1-Transfer to

regular yes yes yes yes yes
education
2-Graduated

3- Reached
maximum

known to be
continuing

7-Dropout
8-Transition
to
kindergarten

9-Ends one
SPED

service but

starts another

10-
Withdrawn by
parent
request and
no longer
enrolled
11-Expelled
but still
receiving
services

12-Exit from
one need but
continuing in
another

13-End of
school year

Note that 'J' service code participations cannot be validated against Year End code as they are private school students and do
not receive ADM
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Withdrawal Codes

wa
Transfer to
b=
hometsught

Wiz
Conpleted

w1-
Trans fer

Expelledor | Absence

Wa-liness Transfer o | W11-GED | Vocsational

Matrix
Changes__|

SPED Exit /CodéQ

1-Trans fer to
regular
education

known o be
continuing
7-Dropout

& Trans iion

kindergarten

10-Withdraw n
by parent
reques t and no
benger enrolied
11-Expelled but
stillreceiving
SErvices
12-Exit from one
need but
continuing in
another

Mote thatservice code J participations cannct be valdated against w ithdraw sl codes =5 they are private s chool students and do not receive ADNM.
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RE-ENROLLING IN SPECIAL EDUCATION SERVICES

If the student re-enrolls in the school or special education services after the special
education service has been marked as withdrawn, the enrollment record needs to be
entered into the Special Ed Student Services screen. Since all of the special education
services records have to be marked as withdrawn at the end of the year, any student who
returns to the school the following year must have a new enroliment record as well.

Note: Only one record with the same need and service may be entered
into the student’s special education record. The same need may be
entered only if the student is receiving a different service. To enter a
different need, or the same need with a different service, follow the
instructions for Adding Special Education Services in this chapter.
Otherwise, if the student is re-enrolling with the same need and service,
follow the instructions in this section.

To re-enroll a student in the same need and service:

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.

a Hope High School
Edup0| nt Vear 20112012
‘ 7 School District User:Admin User

Show active and inactive

L

Fire 4.49 — Checking Current Focus

Lock | Sy~ out | Suport | ey
S — '

2. Find the student’s records using either the Scroll or Find method.

‘Menu | \9 \CD \)D | :,'jj | Find Undo Form Status: Find | @ %{?ﬁ
Special Ed Student Services E

Student Mame:  School  Status:  Room Mame:  Werbosedge:

Sgwicesl Serices Transactions | Initial [EP
Last Name First Mame Middle Mame  Perm (D Grade Gender  Birth Date
I I I I v w
Figure 4.50 — Special Ed Student Services Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

?:}:| Edit Undo |

[eruv]| (9 @ D | 5

Figure 4.51 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

KO e
Figure 4.52 — Current Form Status
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4. Click on the Show Detail button in the Special Ed Student Services screen.
Special Ed Student Services =

Student Name: Abbott, Billy C. Schook Hope High School  Status: Active RoomMName:  VerboseAge: 17 yrs 3 mths

Sewioesl Senices Transactions  Initial IEP

Last Name First Name Middle Name  Perm ID Grade Gender  Birth Date
[Abbott [Billy fc Joos4a3 12 ¥ Male v |05/13/1992
Add Need/Services (@]
Need v Add New Need/Service ‘ /—\
Services Show Detall
e|De ptio e e Code er Date . . SEESFERSE : . :
Date Reaso DOR
Hearing A-Inside Regular Class 80% or Primar -
impaimment | more of the day 09/08/2008 123456000 Il ry

Figure 4.53 — Special Ed Student Services Screen, Show Detail button

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

Special Ed Student Services

Student Mame: Abbott, Billy C.

[«

School: Hope High School  Ststus: Active  Room Mame: 231 YWerboselfoge: 24 yrs 0 mths
Services | Senices Transactions  Initial IEP

Last Mame First Name Middle Name  Perm ID Grade Gender  Birth Date
|Abbott Billy C [o05483 12 v \Male v |05/134985
Add Need/Services ]
NEEd| Add Mew Need)Service |
Services | Hide Detail |
ervice Code: A
Hearing Impairment
¥ Detail |
Services Add (]
. p PED £
er Date Date 2as0 e DOR 0
T
03/08/2008 v | 123456000 v

Figure 4.54 — Special Ed Student Services, Detailed Screen
6. Click the Add button in the Detail section.

Special Ed Student Services

Student Name: Abbott, Billy C. Schocl: Hope High School  Ststus: Active  Room Name: 231 Vetbosefge: 24yrs 0 mths

Ser\ricesl Services Transactions  Initial [EP

Last Name First Mame Middle Mame  Perm ID Grade Gender  Birth Date
|Abbatt |Billy jc 05483 12 v |Male v |05/13/1985
Add Need/Services ]
NEEd| Add Mew Meed/Service |
Services | Hide Detail |y
L ! Service Code: A
Hearing Impairment
| Detail | D
Services Add
. odl SPED
er Date Date 2aso0 o DOR 0
odle
09/08/2008 v | 123456000 v

Figure 4.55 — Special Ed Student Services, Detailed Screen, Add button
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7. In the blank line that appears, edit the Enter Date so that it reflects the student’s
enrollment date. By default it enters today’s date. The date should be entered in

the format M/D/YY or it may be selected by clicking the Calendar E¥ button.
Special Ed Student Services [«

Student Name: Abbott, Billy €. School: Hope High School  Status: Active  Room Mame: 231 VerboseAge: 24yrs 0 mths

Services | Services Transactions  Initial IEP

Last hame First Mame Middle Mame  Perm ID Grade Gender Birth Date
Abbott |Billy Jc (305483 12 v Male v 051341985
Add Need/Services (&
Meed Add Mew Need/Service |
Services Hide Datail |O
Service Code: A
I {l|Hearing Impairment
| Detail |
Services Add |0
>
l 09,/08/2008 05/29/2009 13-School is Out | 123456000 v
I ooms2009 [ v

Figure 4.56 — Special Ed Student Services, Detailed Screen, Adding Enroliment
8. Enter the CTD code of the district in the Funded SPED Service DOR box.

9. If the student entered the school with a Certificate of Educational Convenience or
through Open Enrollment, select the Special Enrollment Code from the drop-down.

10. Click the Save button at the top of the screen to save the new enrollment.

11. If the student receives multiple services, they must be re-enrolled in each service by
repeating the steps above.

SCREENING SPECIAL ED TRANSACTIONS

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

1. Click the Services Transactions tab of the Special Ed Student Services screen.

Special Ed Student Services
Student Name: Abbott, Billy €. School: Hope High School  Status: Active  Room hame: 231 VerboseAge: 24yrs 0 mths
Services  Senvices Tl i | Initial IEP
Last Mame: First Name Middle Name  Perm 1D Gratle Gencer  Birth Date
[abbot [Bitty e [o05283 12 v Male v 09131985 [
I Auto Generate
Tr ion Detail
Outsicle Reg
Hearing Class < 21%
07/01/2008 Impairment  of the 10/30/2008 B 06/05/2009 12 Haope High School
| day [res)
LEGEND
Bolded Text Calculated Values
Highlighted Row: Indicates an Error condition

Figure 4.57 — Services Transactions tab of the Special Ed Student Services Screen
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2. Each transaction is listed on a separate line. Values that are shown in Bold are
calculated by Synergy SIS.

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

Transactions listed here may not have been uploaded to the state yet. This screen shows
all transactions, not just those uploaded. Which records have been uploaded depends on a
number of factors, including the error status of the transactions, the date of the last
submission, and if Synergy SIS has been setup to automatically create the transactions.

DELETING SPECIAL EDUCATION SERVICE RECORDS

To completely remove a special education service record:
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.

Edupoint
b/ School District Show active and inactive

T8, mdl.s!,r-w"w
Figure 4.58 — Checking Current Focus

Hope High School
Year.2011-2012

2. Find the student for which to enter the special education services using either the
Scroll or Find method.

= | \‘9 \@ \9 | ;jj | Find Undo Form Status: Find | o ﬁm%
SpeCIaI Ea Sfuaenf Sewlces E

Student Mame:  School  Status:  Room Mame:  Werbosedge:

Ser\ricesl Serices Transactions | Initial [EP
Last Name First Mame Middle Mame  Perm (D Grade Gender Birth Date

| | | | v >
Figure 4.59 — Special Ed Student Services Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

preni~]| @ D B [ £5(Cez ] v |

Figure 4.60 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it

says Form Status.
Edit Unda
Figure 4.61 — Current Form Status

[rern~]| @ DB | &5
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4. Click on the Show
Services screen.

Detail button on the Services tab of the Special Education

e|Des

D

Special Ed Student Services («

Student Name: Abbott, Billy C. School Hope High School Status: Active  RoomMName:  WerboseAge: 17 yrs 3 mths

Senricesl Semices Transactions | Initial IEP
Last Name First Name Middle Name  Perm ID Grade Gender  Birth Date
|Abbott [Biny Jc Ja0s483 12 v |Male v 05/13/1992

Add Need/Services Q)
Need v addNewNeedfServiee | —
Services Show Detail

Hearing
Impairment

ode

ar Date

i

3

A-nside Regular Class 80% or
more of the day

09/08/2008

0

ded SPED Se
DOR

123456000

0

- Primary v

Figure 4.62 —

Special Ed Student Services Screen, Show Detail Button

5. Click on the need/service line on the left-hand side of the screen that needs to be

deleted.

Special Ed Student Services

(«

Student Name: Abbott, Billy C.

Services | Senices Transactions

School: Hope High School  Status: Active  Room Mame: 231 WerbossAge: 24yrs 0 mths

Initial [EP
Last Marne First Mame Middle Mame  Perm ID Grade Gender Birth Date
bttt Billy E 305483 12 ¥ Male  ~ 05/13/1985
Add Need/Services %]
Meed| Add New NesdjServics ‘
Services | Hide Detail |
Service Code: A

Hearing Impairment

Detail |

Services

Spet:lal
Funded SPED
% |Line |Enter Date Exit Date Exit Reason Service DOR Enroliment

Code

l 09082008 BB | 123456000 b

Figure 4.63 — Special Ed Student Services, Detailed Screen

6. Click on the X column of all enrollment records in the detailed area on the right.

Special Ed Student Services («
Student Wame: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 231 VerboseAge: 24yrs 0 mths
| Sewicesl Services Transactions  Initial IEP
Last Name First Name Middle Mame  Perm 1D Grade Gender Birth Date
[Abbott Billy c [o05483 12 v Male v 05131985
Add Need/Services "]
NEEEI| Add Mew Meed)Service |
Services | Hide Detail |
e |De : Service Code: A
Hearing Impairment
| Detail |
Senvices Add (]
. el SPED
er Date Date 2350 e DOR |.
02/08/2008 | 123456000 v

Figure 4.64 — Special Ed Student Services, Detailed Screen

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

At the top of the Special Ed Student Services screen, a Menu button provides access to
additional information regarding the student’s special education records.
— Save | Unda

venu ]| (9 Q@ () | &5
Yie Audit Detail For Special Ed Student Services|,
Figure 4.65 — Special Ed Student Services Screen, Menu Options

The option available under the Menu button is:

e Screen Audit Detail For Special Ed Student Services — the Audit Trail History
screen lists all of the changes made to the student’s records, what was changed,
who changed it, and the date and time the change was made. It is the same audit
trail report available through the Student screen. Since the Special Education
information is stored in a grid, it is not yet available for tracking via the audit detalil

report.

Audit Trail History
Properties Show Detail |O
Student HomelLanguage Update 01 oo Wyilson, Rob | 12/08/20058 08:20:02
Student MailaddressGU Update <Linkz <Link= Wilson, Rob | 11/24/2008 154541
Student HomeAddressGU Update <k <Link= Wilson, Rob | 11412/2008 23:24.31

GridCode Update 7418 7418 Wilson, Rob  |11/12/2008 23:24.31
Student HomeAddressGLU Update =Link= =Link= Wyilson, Rob | 11/12/2008 23:24.22
GridCode Update 7418 7418 Wilson, Rob | 11/12/2008 232422
Student HomeAddressGU Update <k <Link= Wilson, Rob | 10/22/2008 08:17:43
GridCode Update 7418 7418 Wilson, Rob  |10/22/2008 08:17.43
Student GridCode Update 7418 7418 Wilson, Rob  |10/22/2008 08:17.36
HomeAddressGLu Update <Linkz <Link= Wilson, Rob | 10/22/2008 08:17:36

Figure 4.66 — Audit Trail History for Special Ed Student Services

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

o] | @ @ @ (ED) e | v |

Figure 4.67 — Print Button

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

‘ @D ,‘;ﬂ save | undo /I Fom Status: Ready (Update Mode) | {2 P S
Special Ed Student Services

Student Name: Abbott, Billy C. School: Hope High Schaol Status: Active Room Name: 231 VerboseAge: 24 yrs 0 mths

__Services | Semvices Transactions _Inifial IEP

Last Name First Name Middle Name Perm ID Grade Gender [
[Abbott [Billy lc [905483 12 < Male ™S
Add Need/Services [=)
Need v Add New Need/Service

Services Snow Detail | ()
¥ | Line Description Service Code Enter Date E:L‘E ;:i:tlsun ;::ﬂi: SEERD ‘PrimuryNeed‘
| o Hearing B0% or more of e 09/08/2008 123456000 -

Impairment day '

Figure 4.68 — Printed Special Ed Student Services Screen
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Chapter Five:
ELL

In this chapter, the following topics are covered:
» Adding, modifying and deleting ELL Assessments
» Adding ELL program records
» Withdrawing & re-enrolling a student in the ELL program
» Entering & deleting an ELL waiver
» Recording follow-up and parent contact notes

82
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OVERVIEW OF THE ENGLISH LANGUAGE LEARNERS
PROGRAM

For any student that indicates that their home language is other than English, an English
language proficiency exam (AZELLA) must be administered within 30 days of enroliment.
Prior to FY2009 (the state’s fiscal year 2009, school year 2008-09), the results of these
tests must be entered into Synergy SIS so that they can be reported to the state. After
FY2009, the test results are returned directly to the state by the company processing the
tests and the tests do not have to be recorded in Synergy SIS. However, districts may
continue to enter the test results to maintain their own records of the assessment results.

If the student is classified as anything but proficient in English on the test, the student must
be placed in an ELL program or their parent must sign a waiver. The program or waiver
information must be recorded in Synergy SIS so that it can be uploaded to the state.

The English Language Learners screen can also keep a record of any communication with

the student’s parents regarding the student’s ELL participation, and it can record any follow-
up communication.

ADDING A ELL ASSESSMENT RECORD

To add a record of a completed assessment of a student:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the screen.
p el
min 7} = b Geness Good narning,
o  Arnewmeement
‘Ceganizaton J =

Figure 5.1 — Synergy SIS Navigation Tree

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

7 Synergy SIS
P Attendance
P AZ
P Course
P Course History

Figure 5.3 — Synergy SIS Folder
Expanded

Figure 5.2 — Synergy SIS Folder
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3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

: Aftendance = Student Prograrms
Az
b Course P Reports
P Course History P Setup
P Discipline .
b Discipline Incident il childhond Assessments
bF a8
b orane Buok £ childhaod Program Participation
b Grading L .
P Health 4 English Language Learners
P Locker
(s .e Free and Feduced Meals
b Parent 7 Mass Update Student Programs
b query -
b Schedule o Special Ed Student Services
b starf
b Student . Btudent GATE
P student Programs M
Figure 5.4 — Student Programs Folder ' Student Needs

%E Student Program Summary
Figure 5.5 — Student Programs Folder Expanded

4. Click on the English Language Learners screen, and the screen appears in the
content pane on the right-side of the screen.

B English Language Learners
Figure 5.6 — English Language Learners Screen Icon

5. 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.

Edupolnt

Hope High School
Year:2011-2012
UserAdmin User
Show active and inaci ‘

Lock | Sign Out | Support | Help

Figure 5.7 — Checking Current Focus

6. Find the student for which to enter the record using either the Scroll or Find

method.
/e Quick Launch i
: ZSD = |MEI1L|‘ | K{‘) (@ \)D g;f) | Find Undo
enesea
¥ Genesis English Language Learners
:‘:Eendance Student Name: Scheool  RoomMame:  Staff Mame:

Figure 5.8 — English Language Learners Screen

7. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

)| @@ | (G Do |

Figure 5.9 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

PP S| e | ]
Figure 5.10 — Current Form Status

8. Select the test to add from the ELL Test drop-down list, and click the Add button.
The year of the test may be a year previous to the current school year. The year of
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the test simply indicates the year the test definition was created, and it does not
have to match the current school year.

English Language Learners

Student Name: Abbott, Billy C. Schook Hope High School  Room hame:  Statf Mame:

| ELL | ELL Transactions | Waiver History | Follow Up | Parent Contact

Last Name First Mame Middle Mame  Suffis ~ Perm ID Grade Gender

Abbott Billy [c | Jans4a3 12 v Male v

Add Test To Student Q|
ELL Test | nad]

ELL Assessment (%]

X == e e | |

Figure 5.11 — English Language Learners Screen, Assessment Tab

9. The Student ELL Test Detail screen pops-up. Enter the date the student completed
the assessment in the Admin Date box. The date should be entered in the format

M/D/YY or may be selected by clicking the Calendar ¥ button. By default it enters
today’s date.

Student ELL Test Detail («
Student Name: Abbott, Billy C. Test Name and Year: ELL - 2008
Test Parts |
Adrmin Date Grade School Mame «
09/30/2009 12 v
Test Parts (]
1 |Oral | Basic ¥ 354
2 Reading Emergent v 289
[ 3E Witing Pre-Emergent b 178
B Overall Emergent 9 245

Figure 5.12 — Student ELL Test Detail Screen, Adding

10. To associate the test with a specific school, such as the school that administered

the test, click on the gray arrow next to the School Name. Find the school in the
Find School screen that pops-up, and click Select.

11. For each part listed (Oral, Reading, Writing & Overall), select the Performance
Level achieved from the Performance Level drop-down list and enter the score

achieved in the Raw Score column. The performance levels are Pre-Emergent,
Emergent, Basic, Intermediate or Proficient.

Note: Acceptable test scores fall in between 100-997. If the student did
not complete that part of the test, enter 998. If the student is classified
as Continuing FEP (Fluent English Proficient), enter 999.

12. Click the Save button at the top of the screen to save the record.

English Language Learners

Student Name: Abbott, Billy C. School Hape High School Room Name: Sttt Name:

|ELL ELL Transactions ~ WWaiver History | Follow Up  Parent Contact

7La5t Marme First Mame Middle Mame  Suffix Perm 1D Grade Gender

Abbott [Billy e | Joos483 12 v Male v

Add Test To Student (&]
ELL Test v | s

ELL Assessment [#]
% [ [t oo s

ELL- 12 |w v Show
- 0502008 [P ons 3429 178245 | r

Figure 5.13 — English Language Learners Screen, New Record Added
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13. Once the assessment has been saved, two additional pieces of information need to
be added. Select the overall Result Code from the drop-down list. The result code
indicates the student’s overall ELL classification. Possible values are:

e English Language Learner (ELL) — overall result of test is not proficient.

e ELL After Reclassification (ELLAR) — student was previously classified as
proficient, but the latest test results show the student is not proficient.

¢ Initial Fluent English Proficient (IFEP) — the test results show the student
is proficient in English.

e Reclassified Fluent English Proficient (RFEP) — student was previously
classified as not proficient, but the latest test results show the student is
proficient.

e Continuing Fluent English Proficient (CFEP) — the student was previously
classified as proficient and the latest test results show the student is still
proficient in the English language.

14. Before FY2009, if the assessment should not be reported to SAIS, check the box in
the column Exclude From SAIS. From FY2009 on, assessment results are no
longer reported to the state.

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

MODIFYING AN ELL ASSESSMENT

To modify an existing ELL Assessment:

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.

7 Hope High School
Edupoint =
School District
' Show active and inaggpe?’|

Lock | Sign Out | Support | Help

Figur5.l4 — Checking Current Focus
2. Find the student’s ELL record using either the Scroll or Find method.
I

P Genesea
= Genesis

b Attendance
»

English Language Learners

Student Name: School: RoomMName:  Staff Name:

Aléigure 5.15 — English Language Learners Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @@ B | 55 (e D= |

Figure 5.16 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

o] @@ B |55 | _eae | oo |
Figure 5.17 — Current Form Status

86 Copyright© 2012 Edupoint Educational Systems, LLC



Chapter Five State of Arizona Data Reporting User Guide

4. Click in the fields of the test to modify, and make the necessary changes.

English Language Learners

Student Name: Abbott, Billy C. Schoot Hope High School  Room Mame:  Staff Mame:
A | ELL ELL Transactions | Waiver History | Follow Up  Parent Contact

Last Mame First Marme Middle Mame  Suffic  Perm ID Grade Gender

[Abbott [ty e | 05483 12 v Male v

Add Test To Student (&
ELL Tast v | add

ELL Assessment

Linelfdmin nate Tast Mamelfirade  |[Result Code riral [Readinn (Writina [ Merall [ Test Netails |Schonl Nama Exclude me

TT oo D :I:

Modifying

5. Click the Save button at the top of the screen to save the changes.
6. To modify the performance levels on each part of the test, click on Show Details.

English Language Learners
Student Name: Abbott, Billy €. School Hope High School  Room Name:  Staff Neme:
A | ELL ELL Transactions | Waiver History | Follow Up  Parent Contact
Last Mame First Mame Middle Name SLffix Perm 1D Grade Gender
[abbott [Billy [ | [os4a3 12 v Male v
Add Test To Student &
ELL Test v add

ELL Assessment

Exclude me
Line |Admin Date Test Hame [Grade Result Code Oral [Reading Writing |Cwverall | Test Details |School Name SAIS
r v

(| 09/30/2009 | 354|259

Figure 5.19 — English Language Learners Screen, Show Details

7. The Student ELL Test Detail screen pops-up. Make the necessary modifications,
and click the Save button at the top of the screen to save the changes.

Student ELL Test Detalil @

Student Name: Abbett, Billy C. Test Mame and Year: ELL - 2008

Test Parts |

Admin Date Grade School Name 4=

N9/30/2009 12 v

Test Parts ("]

aPa o Performance Leve Ra ore

1 Cral Basic v 354
2 Reading Emergent b 289
3 Writing Pre-Ermergent b 178
4 Owverall Emergent b 245

Figure 5.20 — Student ELL Test Detail Screen, Modifying
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DELETING AN ELL ASSESSMENT

To completely remove an existing ELL Assessment:

1.

5.

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.

Hope High School

E d u POl nt Year:2011-2012

Sehool District User:Admin User
Show active and inggsfe

Lock | Sign Out | Support | Help

Figure 5.21 — Checking Current Focus

Find the student for which to delete the record using either the Scroll or Find
method.

b ESD — _
b synergy SE .
English Language Learners

< Synergy SIS
Ve Student Name: School: Room Name: Staff Name:
Figure 5.22 — English Language Learners Screen

b a7

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

peni]| @ @ B | 65 (Ceae Do |

Figure 5.23 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

e 1O N I e
Figure 5.24 — Current Form Status

Check the box in the X column of the test to delete.

English Language Learners
Student Mame: Abbott, Billy €. Schoot Hope High School  Room Mame:  Staff Hame:
A | ELL ELL Transactions | Waiver History | Fallow Up  Parent Contact
Last Mame First Marme Middle Marme  Suffiik  Perm D Grade Gender
|2bbott Billy lc B05453 12 v |Male
Add Test To Student (&
ELL Test v add

ELL Assessment

| 4  Line|Admin Date Test Hame (Grade Resuit Code Oral |Reading Writing (Overall | Test Details |School Name Exc"é‘:ﬁ;mm
2 v

Ii | l09/30/2009 2 M ez

Figure 5.25 — English Language Learners Screen, Deleting

Click the Save button at the top of the screen to remove the record.
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RECORDING PARTICIPATION IN THE ELL PROGRAM

To record the student's participation in the ELL program:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the screen.
@5y
Admin 7| b Gensos Good marning,
- K
i\ = Anncamcement
Crgantzation, P

Figure 5.26 — Synergy SIS Navigation Tree

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

Bl [ @ ouickLaunch ry, <7 Synergy SIS
Defaut || b esp P Attendance
1 |l b synergy SE
) Synergy SIS D AZ
P Course
P Course History
Figure 5.27 — Synergy SIS Folder Figure 5.28 — Synergy SIS Folder
Expanded

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

b tiendance = Student Programs

b Az N

P Course Reports

P Course History [ Setup

b Discipline .

> e (e [.!.l Childhood Assessments

b Fees B -
b Grade Book

b Grading E English Language Learners

P Health -

b Locker Free ang Reducen Meals

P Mass Scheduling 2%

b Parent - Mass Update Student Programs
b a - ; ;

» s::;mm &g Special Ed Student Services

1> EEi 7 Student GATE

P Student )

P Student Programs gﬂ_ﬁ.‘ Student Neads

Figure 5.29 — Student Programs Folder %u. Sugent P .
« otudent Program Summary

Figure 5.30 — Student Programs Folder Expanded

4. Click on the English Language Learners screen, and the screen appears in the
content pane on the right-side of the screen.

E English Language Learners

Figure 5.31 — English Language Learners Screen Icon
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5. 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.

E d 4 t Iiope Higil ‘School
po Year2011-2012
d semrl ugm UserAdmin User '
ow active and inacti

—
Lock | Sign Out | Support | Help

Figure 5.32 — Checking Current Focus

Find the student for which to enter the program using either the Scroll or Find
method.

(ST PE] [] & Quicklounch EEEEEEENGy,
: Efr:argy e = Menu"-l @ @ @ (‘f} Find Undo

< Synergy SIS

P Attendance
b a7

| English Language Learners

‘:
]’J Student Name: School: RoomMName: Staff Name:
Figure 5.33 — English Language Learners Screen

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

pen]| @ @@ | 855 (Cee Do |

Figure 5.34 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

)| QD | 5| e | e
Figure 5.35 — Current Form Status

Click on the ELL tab of the English Language Learners screen.

English Language Learners G

Student Name: Abbott, Billy C. Schoot Hope High School  Room Mame: 231 Staff Name: Gordon, K.

Assessment E|_|_| ELL Transactions = Waiver History | Follow Up | Parent Contact

Last Mame First Mame Middle Mame  Suffic  Perm 1D Gradle Gender
[Abbott [Billy C | [s05483 12 v |hale
ELL Add (%)

Figure 5.36 — English Language Learners Screen, ELL Tab

9. Click the Add button in the ELL section.

English Language Learners «

Student Narne: Abbott, Billy C. Schodl Hope High School Room Name: 231 Staff Name: Gordon, K.

Assessment E|_|_| ELL Transactions = Waiver History ~ Follow Up |~ Parent Contact

Last Marmne First Mame tidddle Narne  SUfix Ferm 1D Grade Gender
Abbott [Biny B | Js453 12 v Male v
ELL Add

Figure 5.37 — English Language Learners Screen, ELL Tab, Add button
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10. A new line appears in the ELL grid. Enter the date the student will begin
participating the program in the Date box. The date should be entered in the format

M/D/YY or may be selected by clicking the Calendar k- button.

English Language Learners

Student Name: Abbott, Billy €. Schook Hope High School Room Name: 231 Staff Name: Gordon, K.

Assessment E|_|_| ELL Transactions = ‘“Waiver History = Fallow Up  Parent Contact

Last Name First Mame Middle Name  Suffix Ferm 1D Grade Gender
[Abbott [Billy C J Jon5483 12 v Male v
ELL add | Q@
x | | | |
'l v v v

Figure 5.38 — English Language Learners Screen, ELL Tab, Adding

11. Select the type of program from the Program drop-down list. The possible options
are: Structured or Sheltered English Immersion (SEI), Bilingual/Dual Language with
Waiver 1, Bilingual/Dual Language with Waiver 2, Bilingual/Dual Language with
Waiver 3, or Individual Language Learner Plan (ILLP)

12. Select if the student is New or Continuing in the program from the Participation
Status drop-down list.

13. Click the Save button at the top of the screen to save the record.

WITHDRAWING FROM THE ELL PROGRAM

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

Reference: If the student is withdrawing from the school, Synergy SIS

., can be setup to automatically withdraw the student from the programs at
~ the same time the withdrawal is entered into the Student screen. To
configure this, see the section on Overall Student Programs

Transactions Setup in Chapter 3 of the State of Arizona Data Reporting
Administrator Guide.

To record the student’s withdrawal:

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.

Edupeint

Hope High School
Year201-2012
User:Admin User
Show active and inactive

Lock | Sign "t | Support | Help
~—

8

Fire 5.39 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

: Eysr::lrgy SE 7 \59 ‘\@ (\») ‘ :/J = — |
w Synergy, SIS English Language Learners

P Attendance
b a7

Student Name: School: RoomName:  Staff Name:
Figure 5.40 — English Language Learners Screen
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3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

o] | @ @ B [ £5(Ces D v |
Figure 5.41 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it

says Form Status.
Edit Undao
Figure 5.42 — Current Form Status

Tl Ye YE NN
4. Click onthe ELL tab of the English Language Learners screen.

English Language Learners [«

Student Name: Abbott, Billy C. Schoot Hope High School  Room Mame: 23 Staff Name: Gordon, K.

Assessrmen ELL| ELL Transactions = “Waiver History = Follow Up | Parent Cantact

Last Marme First Marne Micdle Mame  Surfix Pern 1D Grade Gender

[Abbott [Billy c | [o05483 12 v Male v

ELL add Q)
< [ Line | \ | \ |

Figure 5.43 — English Language Learners Screen, ELL Tab

5. Enter the date the student withdrew in the Exit Date box. The date should be
entered in the format M/D/YY or may be selected by clicking the Calendar k¥ button.

English Language Learners

Student Name: Abbott, Billy C. School: Hope High School  Room Mame: 231 Staff Name: Gordon, K.

Assessment ELL| ELL Trangactiong | WWaiver History = Follow Up  Parent Contact

Last Name First Mame Middle Mame  Suffix Perm D Grade Gender
Jabbott |Billy € | 305483 12 v |Male v

ELL [ add

% | | | |
I 09/05/2008 S-Individual Language Lea || N-New vi v

Figure 5.44 - English Language Learners Screen, ELL Tab, Exit Date & Reason

6. Select the reason the student is withdrawing from the program from the Exit
Reason drop-down list. The possible exit reasons are: Reclassified as FEP by
Reassessment, Withdrawn from school, Withdrawn by parent request, Transferred
to a different program, Withdrawn due to SPED Criteria, and Transferred to Different
Track.

7. Click the Save button at the top of the screen.

Tip: All students must be marked as withdrawn from programs at the
end of the year using the Withdrawn from School code. A quick way to

U / do this is using the Mass Update Student Programs screen. For more
information about this screen, see Chapter 10 in this guide.
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RE-ENROLLING IN THE ELL PROGRAM

If the student re-enrolls in the school or in the ELL program after the program has been
marked as withdrawn, a new record needs to be entered into the ELL tab of the English
Language Learns screen. Since the student’s ELL program has to be marked as withdrawn
at the end of the year, any student who returns to the school the following year must have a
new record for the program as well.

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

DELETING ELL PROGRAM RECORDS

To completely remove an ELL program record:

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.

Edupoint

Hope High School
Year:2014-2012

User:Admin User
Show active and inactive

Lock | Siy~ Out | Support | Helr
™

?1..

Figure 5.45 — Checking Current Focus

2. Find the student’s records using either the Scroll or Find method.
[bee vensel] @ QD 5| _ena | vro |
| Enyfistrtarfguage Learners

< Synergy SIS
Ve |Student Name:  School: Room Name:  Staff Name:
Figure 5.46 — English Language Learners Screen

b a7

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @ @ B || 5H(Ceae D v |

Figure 5.47 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

Figure 5.48 — Current Form Status

4. Click on the ELL tab of the English Language Learners screen.

English Language Learners [
Student Name _Abbott, Billy €. School Hope High School  Room Name: 231 Statf Name: Gordon, K.
Aszessmfnt  ELL (B ELL Transactions  Waiver History  Follow Up  Parent Contact
LastName Ne? st Name Middle Name  Suffic  Perm ID Grade Gender
Abbott [Billy E | [o0s483 12 v Male v
ELL add | @

Figure 5.49 — English Language Learners Screen, ELL Tab

5. Click on the X column of all enrollment records in the detailed area on the right.
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English Language Learners

Student Name: Abbeott, Billy C. School Hope High School  Roam Name: 231 Staff Mame: Gordon, K.

Assessment ELL| ELL Transactions = WWaiver History ~ Follow Up ~ Parent Contact

Last Name First Name Middile Mame  Suffix Perm 1D Grade Gender
[robott [Billy C | [ans4a3 12 v Male v

ELL [ Add

X [ \ | \

o 09/05/2008 S-Individual Language Lea || N-MNew b

Figure 5.50 — English Language Learners Screen, ELL Tab

6. Click the Save button at the top of the screen to delete the record.

SCREENING ELL TRANSACTIONS

Synergy SIS can automatically create the transaction records that need to

be uploaded to

the SAIS system at the State of Arizona. This is configured on the District Setup screen.
For more information about setting this up, see the section on Overall Student Programs
Transactions Setup in Chapter 3 of the State of Arizona Data Reporting Administrator

Guide. To screen the transactions:

1. Find the student’s records using either the Scroll or Find method.

OTTPE] [) @ QuickLaunch | e~
P ESD Ellvena AT (<0 (Q) (3D | o4 = -
P synergy SE e L (9 D) | L) | _Find
VTN A English Language Learners
z!:tiendance Student Name: School: RoomName: Staff Name:

Figure 5.51 — English Language Learners Screen

2. Click the ELL Transactions tab of the English Language Learners screen.

English Language Learners

Student Name: Abbott, Billy C. School: Hope High School  Room hame: 231 Staff Name: Gordon, K.

Azzsessment | EL ELL Transactions siver History  Follow Up  Parent Contact

Bolded Text: Calculated values
Highlighted Row: Indicates an Error condition

Figure 5.52 — ELL Transactions tab of the English Language Learners Screen

Last Name Middle Mame SUffix Perm 1D Grade Sender
[abbott |Billy [ | |onE483 12 v Male v
= Auto Generate
Transaction Detail
| |
] 07012008 '(Tﬂﬂ?ua' Language Leamer Plan .., 09/05/200) 06/05/2009 Hope Han
LEGEND R

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

calculated by Synergy SIS.

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

Transactions listed here may not have been uploaded to the state yet. This screen shows
all transactions, not just those uploaded. Which records have been uploaded depends on a
number of factors, including the error status of the transactions, the date of the last
submission, and if Synergy SIS has been setup to automatically create the transactions.

ENTERING & DELETING A WAIVER
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If the student’s parents do not want the student participating in ELL, they may sign a waiver.
The waiver should be recorded on the Waiver History tab of the English Language Learners
screen. Waivers, however, are not reported to the state. To record a waiver:

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.

Hope Higi\ School

E po‘ t Year:2011-2012
dg s:nwlugrm User:Admin User
Show active and inactive

iy Lock | Siyn Out | Support | Helr
N————

Fiure 5.53 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

| b ESD
P synergy SE
< Synergy SIS

P Attendance
b a7

o

i |
ners

j{Student Name: School: RoomMName: Staff Name:
Figure 5.54 — English Language Learners Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

o] [ (@ @ B | S(Cee D v |

Figure 5.55 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

Figure 5.56 — Current Form Status

4. Click on the Waiver History tab of the English Language Learners screen.

English Language Learners [«
Student Name: Abbott, Billy C. School: Hope High School  Room Name: 231 Staff Name: Gordon, K.
Assessment | ELL  ELL Transacti®  Waiver History | FOWy Up | Parent Contact
Last Name First Name uffix _ Perm ID Grade Gender
Abbott |Bi|ly C 905483 12 v Male v
Status Q|
Walver Date Grade Type Status Status Date
o @ - v -
Waiver History Add Q@

Figure 5.57 — English Language Learners Screen, Waiver History Tab

5. Click the Add button in the Waiver History grid.

English Language Learners «

Student Name: Abbott, Billy C. Schoo: Hope High School  Room hame: 231 Statf Name: Gordon, K.

Assessment | ELL -~ ELL Transactions | Waiwver Histnryl Follow Up ~ Parent Contact

Last Marne First Name Middle Name  Suffix  Perm ID Gratle Gender
[abbott [Billy Ic | 05483 12 v |Male v
Status Q|
Wyaiver Date Grade Type Status Status Date
r v v - e

Waiver History Add ("]
: er Date : : : er Status Date

Figure 5.58 — English Language Learners Screen, Waiver History Tab, Add Button
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6. A new line appears in the grid. Enter the date of the waiver in the Waiver Enter
Date box. The date skauld be entered in the format M/D/YY or may be selected by
clicking the Calendar " button.

English Language Learners E

Student Name: Abbott, Billy C. Schook Hope High School  Room hame: 231 Statf Name: Gordon, K.

Assessment | ELL - ELL Transactions | Waiver History | Follow Up ~ Parent Contact
Last Wame First Mame Middle Mame  Suffic  Perm ID Grade Gender
|Abbott |Billy Jc J Je05483 12 v |Male v
Status @
Waiver Date Grade Type Status Status Date
= - - -

Waiver History | Add |O
% | | | | | \
o - v v

Figure 5.59 — English Language Learners Screen, Waiver History Tab, Adding

7. Select the grade level of the student from the Waiver Grade drop-down.

8. Choose the Waiver Type from the drop-down list. Since this is not reported to the
state, these are district-created values but they generally list the three types of
waivers allowed by the state — My child already knows English, My child has special
individual needs, or My child is 10 years or older.

9. Select the Waiver Status from the drop-down list. Since this is not reported to the
state, these are district-created values but they generally list if the waiver was
denied or approved.

10. Enter the date the waiver status was changed in the Waiver Status Date box. The
date should be entered in the format M/D/YY or may be selected by clicking the
Calendar [ button.

11. If the waiver is withdrawn by the parents or the student withdraws from school, enter
the Waiver Exit Date. The date should be entered in the format M/D/YY or may be
selected by clicking the Calendar E¥ button.

12. Click the Save button at the top of the screen to save the waiver.

To delete a waiver:

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

English Language Learners [«
Student Name: Abbott, Billy €. School: Hope High School Room Name: 231 Staff Name: Gordon, K.
Assessment | ELL | ELL Transactions | Waiver History | Follow Up ~ Parent Contact
Last Mame First Mame Widdle Mame  Suffix  Perm ID Grade Gender
[Abbott [Bily Jo | Jons4e3 12 v Male v
Status QD
\Walver Date Grade Type Status Status Date

¥ 08/Ms/2008 12 v My child is 1+ | Granted v [09/05/2008

jwver History ‘ Add ‘O
% \ \ | | |
| 09/05/2008 12 A Wy child is 10 Granted e 09/05/2008

Figure 5.60 — English Language Learners Screen, Waiver History Tab, Deleting

2. Click the Save button at the top of the screen.
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RECORDING FoLLOW-UP

To record a note regarding a follow up action taken with regards to the student's ELL
assessment or participation in the ELL program:

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.

Hope Higi’n School

E A t Year201-2012
d u Pscgllugnn UserAdmin User
v Show active and inactive

ra, Lock | Siy~ Out | Support | Help
Figure 5.61 — Checking Current Focus ~—

2. Find the student’s records using either the Scroll or Find method.

TP [y h Quickis E——

FE T [T
 Synergy SIS English Language Learners
:':t;e"dame Student Name: School: Room Name: ~ Staff Name:

Figure 5.62 — English Language Learners Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @A | (e Do |

Figure 5.63 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

prrae]| @@ @ | 65 e ] v

Figure 5.64 — Current Form Status

4. Click on the Follow Up tab of the English Language Learners screen.

English Language Learners
Student Name: Abbett, Billy C. Schoo: Hope High School  Room Name: 231 Staff Name: Gordon, K.
Assessment | ELL ~ ELL Transactions  “Waiver Hfory | Follow Up | ent Contact
Last Marme First Name Micld | ™ 1T | Grade Gender
[Abbott [Eilly e | fans453 12 v Male v
Follow Up Add @
’7 Line|Date Comment

Figure 5.65 — English Language Learners Screen, Follow Up Tab

5. Click the Add button in the Follow Up grid.

English Language Learners

Student Name: Abbott, Billy C. Schoot Hope High School  Room Name: 231 Statf Name: Gordon, K.

Aszzessment | ELL - ELL Transactions = Waiver History Fullqup| Parent Contact

Last Mame First Mame Midcile Name  Suffix Perm 1D Grade Gender
Abbott [Billy C | |305483 12 v Male v e

Follow Up Add

Figure 5.66 — English Language Learners Screen, Follow Up Tab, Add Button
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6. A new line appears in the grid. Enter the date of the follow up in the Date box. The
date should be entered in the format M/D/YY or may be selected by clicking the

Calendar 2 button.

English Language Learners («

Student Name: Abbott, Billy C. Schoo: Hope High School  Room Name: 231 Statf Name: Gordon, K.

Assessment  ELL  ELL Transactions = “Waiver History | Follow Up| Parent Contact

Last Mame First Name Middle Mame  Suffix FPerm D Grade Gender
[abbott [Bily Jc | Jon583 12 v Male v
Follow Up Add ‘ @
% |
i -]
I | @ =

Figure 5.67 — English Language Learners Screen, Follow Up Tab, Adding

7. Enter a note regarding the follow-up action in the Comment field. The comments
may be checked for spelling by clicking the SpellCheck ¥l button.

8. Click the Save button at the top of the screen to save the follow-up note.

To delete a follow-up note:
1. Click in the box in the X column in front of the follow-up note to be deleted.

English Language Learners

Student Mame: Abbott, Billy C. School Hope High School  Room Name: 231 Staff Name: Gordon, K.

Assessment  ELL  ELL Transactions | Waiver History | Follow UFI Parent Contact

Last Name First Mame Middle Name  Suffix Perm 10 Grade Gender
[Abbott [ty Je J (EE] 12 v |Mals v

Follow Up Al @
X | |

- X — =
'—I [5/15/2000 ] @ Received a vaiver from Billy's parents. z||

Figure 5.68 — English Language Learners Screen, Follow Up Tab, Deleting

2. Click the Save button at the top of the screen.
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RECORDING PARENT CONTACT

To record a note regarding contact made with the student’s parents regarding their ELL
participation or their ELL assessment:

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.

Hope ﬁigil School

p‘ ,‘ t Year:2011-2012
E&E Scnoollbgﬂa User:Admin User

Show active and inactive /
Lock| Sin out[ Suppoft| He'p
N————

Figure 5.69 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

D] o h Quickiamch .
b ESD A (( Z
P synergy SE
< Synergy SIS

P Attendance
b a7

English Language Learners

Student Name: School: RoomName: Staff Name:
Figure 5.70 — English Language Learners Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @ @@ | S Do |

Figure 5.71 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

pens]| @ @@ | 5| ez | e

Figure 5.72 — Current Form Status

4. Click on the Parent Contact tab of the English Language Learners screen.

English Language Learners (=
Student Name: Abbott, Billy C. School Hope High Sehool  Room Mame: 231 Stafi Name: Gordon, K.
Assessment  ELL - ELL Transactions | Waiver History | Follow Parent Contact
Last Name First Name Middle Name  Suffi Eoemm— Genrar
|Abbott |Billy € | Jan5483 12 v |Male v
Parent Contact Add (]

Figure 5.73 — English Language Learners Screen, Parent Contact Tab

5. Click the Add button in the Parent Contact grid.

English Language Learners &

Student Name: Abbott, Billy C. School Hope High School  Room Mame: 231 Staff Name: Gordon, K.

Assessment | ELL - ELL Transactions = “Waiver Histary | Follow Up FarenlCumaﬂl

Last Name First Mame Middle Mame SUffix FPerm ID Grade Gender
Abbott |Billy C J Jo05483 12 v Male v —
Parent Contact Add (&)

Figure 5.74 — English Language Learners Screen, Parent Contact Tab, Add Button
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6. A new line appears in the grid. Enter the date of the parent contact in the Date box.
The date should be entered in the format M/D/YY or may be selected by clicking the

Calendar 2 button.

English Language Learners

Student Name: Abbott, Billy C. Schoot Hope High School  Room hame: 231 Staff Mame: Gordon, K.

Assessment  ELL | ELL Transactions | ‘Waiver Histary | Follow Up [ Parent Contact |

Last Mame First Name Middle Name  Suffix Ferm D Grade Gender
[anbott [ty Jc | Jsns483 12 v Male v

Parent Contact [ A ]
x | |

r v 8o ﬂ

Figure 5.75 — English Language Learners Screen, Waiver History Tab, Adding

7. Choose the Type of contact from the drop-down list. Since this is not reported to
the state, these are district-created values but they generally list such types as Initial
or Annual.

8. Enter a note regarding the parent contact in the Comment field. The comments
may be checked for spelling by clicking the SpellCheck &l button.

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

To delete a note regarding parent contact:
1. Click in the box in the X column in front of the note to be deleted.

English Language Learners «

Student Name: Abbeott, Billy C. School Hope High School  Room Name: 231 Staff Name: Gordon, K.

Assessment | ELL | ELL Transactions  “Vaiver History  Faollow Up ParemCunlaml

Last hame First MNarme Midldle Mame  Suffix Perm ID Grade Gender
[sbbott [Biny Jc | 305483 12 v Male v
nt Contact [ a0 O
X

Initial g OSent a letter to Billy's parents with the results of the ;I
ELL asSessment test. =l

I| I 09/05/2008

Figure 5.76 — English Language Learners Screen, Parent Contact Tab, Deleting

2. Click the Save button at the top of the screen.

MENU OPTIONS

At the top of the English Language Learners screen, a Menu button provides access to
additional information regarding the student’s records.
— Save | Lnd

veru~]| () @ ) | 555
Wiew ddit Detail For English Language Learners
Figure 5.77 — English Language Learners Screen, Menu Options

The option available under the Menu button is:

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

Audit Trail History
Properties [ Show Detail | @
| |
| |5tudent HomelLanguage Update 01 ao YWilson, Rob |[12/08/2008 08:20:02
| 7 Student MailAddressGU Update =Link= =Link= Wyilson, Rolb |11/24/2008 13:45:41
Student HomeAddressGU |Update =Link> <Link= Wilson, Rob |11/12/2008 23:24:31
|4 GridCode Update 741B 741B Wilson, Rob | 11/12/2008 23:24:31
Student HomeAddressGU  |Update <Link> <Link= wilson, Roo | 11/12/2008 23:24:22
GridCode Update 7418 7418 Wilson, Rob | 11/12/2008 23:24:22
Student HomeAddressGU Update <Link= <Link= Wyilson, Rob  |[10/22/2008 08:17:43
| 8 GridCode Update 7418 7418 Wilson, Rob | 10/22/2008 08:17:43
| “|Student GridCode Update 741B 741B Wilson, Rob | 10/22/2008 08:17:36
HomeAddressGU  |Update <Link> <Link= wilson, Roo | 10/22/2008 08:17:36
||| 5tudent MailAddressGU Update <Links <Link:= Wyilson, Rob | 10/15/2008 16:49:31
Student GridCode Update 7416 7418 Wilson, Rob  |06/03/2008 21:40:50
| 13 HomeAddressGU  |Update =Link> <Link> Wilson, Rob  |06/03/2008 21:40:50
| ] 5tudent MailAddressGU Update <Link=> <Link:= Wyilson, Rob |06/03/2008 21:40:50
| 5| Student MallAddressGu Update <Link> <Link= wilson, Rob |06/03/2008 21:39:56
Student HomeAddressGU Update <Link= <Linkes Wyilson, Rob  |06/03/2008 21:39:56
GridCode Update 7416 7418 wilson, Rob  |06/03/2008 21:39:56
| 5| Student MailAddressGU Update =Link> <Link> Wilson, Rolb  |06/03/2008 21:37:57
| =] Btudent HomeAddressGU Update =<Link=> =<Link:= Wilson, Rob |06/03/2008 21:37.597
GridCode Update 995999 959993 Wilson, Roo |06/03/2008 21:37:57

Figure 5.78 — Audit Trail History for English Language Learners

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

o] | @ @ @ (E) e | v |

Figure 5.79 — Print Button

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

| '<_<) :_D )_)) f-:“:! | Save | Undo & Form Status® Ready (Update Mods) | (g2 % %
English Language Learners

Student Name: Abbott, Billy C. School: Hope High School Room Name: 231  Staff Name: Gordon, K.

Ass ent | ELL ELL Transactions Waiver History Follow Up  Parent Contact
Last Name First Name Middle Name Suffix  Perm ID Grade Ge
|Abbott |Billy C | [905483 12 v Ma
Add Test To Student Q@
ELL Test | |Add

ELL Assessment

¥ | Line| Admin Date Lea;:e Grade Result Code Oral| Reading| Writing| Overall

__ ELL |12 |~ |English Language Leamer (ELL)  +
— 1//09/05/2008 - 523 758 397 518
2006

Figure 5.80 — Printed English Language Learners Screen
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Chapter Six:
CHILDHOOD PROGRAMS

In this chapter, the following topics are covered:

» Adding childhood assessment records
Modifying & deleting childhood assessment records
Adding childhood program participation records
Withdrawing & re-enrolling a student in a childhood program
Screening program transactions

vvyyyvyy

Deleting program records
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OVERVIEW OF CHILDHOOD PROGRAMS

Childhood Programs are used by pre-schools or other pre-kindergarten programs in the
state of Arizona. Recordkeeping for the Childhood Programs requires two sets of records.
Prior to FY2012 (the state’s fiscal year 2012, school year 2011-12), the results of these
tests must be entered into Synergy SIS so that they can be reported to the state. After
FY2012, the test results are returned directly to the state by the company processing the
tests and the tests do not have to be recorded in Synergy SIS. However, districts may
continue to enter the test results to maintain their own records of the assessment results.
In addition to the test records, the information regarding the programs in which the student
is participating must be entered and submitted to the state as well. This chapter outlines
how to add assessment records as well as the program records for the Childhood
Programs.

ADDING A CHILDHOOD ASSESSMENT

While six different tests may be used to monitor student progress in a childhood program,
each district standardizes on one test to use during the assessment process. The
Childhood Assessment screen is then customized to record the information for the selected
test. For instructions on how to customize this screen to match the test selected, please
refer to the section on Early Childhood Education (ECE) Reporting in Chapter Three of the
State of Arizona Data Reporting Administrator Guide. To add a record of a completed
assessment of a student:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the screen.
p el
n 7 F Genese Gead marning,
ﬂﬂﬂ - Anﬂlal—;umurrh
| Liea|  Segemcy|
. m or

Figure 6.1 — Synergy SIS Navigation Tree

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

7 Synergy SIS
b Attendance
b Az
P Course

P Course Histary

Figure 6.3 — Synergy SIS Folder
Expanded

Figure 6.2 — Synergy SIS Folder
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3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the

blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance = Student Programs
b az P Reparts
P Course b cetun
P Course History
P Discipline l.lh Childhood Assessments
P Discipline Incident 2%, J
P Fees ion
b Grade Book E English Language Learners
P Grading Z
P Health é Free and Reduced Meals
P Locker 2
b Mass Scheduling < Mass Update Student Programs
=
b Parent S Special Ed Student Services
P Query
P Schedule " Student GATE
b Star >
P Student &\J’a Student Meeds
) b Btudent Programs | %Q, Student Pragram Summary
Figure 6.4 — Student Programs Folder Figure 6.5 — Student Programs Folder Expanded

Click on the Childhood Assessments screen, and the screen appears in the
content pane on the right-side of the screen.

,[lh Childhood Assessments
Figure 6.6 — Childhood Assessments Screen Icon

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.

Hope High School

EdupOi nt Year2011-2012 ’
. User:Admin User
s Show active and inagfi

Ty Lock | Sign Out | Support | Help

Figure 6.7 — Checking Current Focus

Find the student for which to enter the record using either the Scroll or Find
method.

ITPE] [, h QuickLs %
b ESD 5 QDD |55 | _rnd | undo

P Synergy SE : -
 Synergy SIS | Childhood Assessments

P Attendance
b a7

Student Name: School: RoomMame: Staff Name:
Figure 6.8 — Childhood Assessments Screen

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

peni]| @ @ B | 5 (Ceoe Do |

Figure 6.9 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

e 1O N N e
Figure 6.10 — Current Form Status

Select the test to add from the Child Assessment Test drop-down list, and click the
Add button.
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Childhood Assessments @

Student Mame: Ramasa, Keith School Pinnacle Pre-School  Room Mame:  Staff hlame:

_Last Mame First Mame Middle Name  Suffix Perm 1D Grade Gender

Ramada Jiczith [ 257012 Ps v |Male v

Add Test To Student (&
Chiltt Assessment Test] v| add ]

Child Assessment D

Figure 6.11 — Childhood Assessments Screen, Adding

9. The Child Assessment Test Detail screen pops-up. Enter the date the student
completed the assessment in the Admin Date box. The date should be entered in
the format M/D/YY or may be selected by clicking the Calendar button. By
default it enters today’s date.

IW E—;—j | Save | Undo ‘ Form Status: Ready (Upsate Mode) | =2 @
Child Assessment Test Detalil [«
Formattediame: Ramada, Keith TesthameYear: COR - 2008
| Test Parts |
Admin Date
05/31/2009
Test Parts @
e |Pa e 1
1 Initiative
2 Social Relations
3 Creative Representation
4 Movement and Music
3 Language and Literacy
[ Science and Mathematics

Figure 6.12 — Child Assessment Test Detail Screen, Adding

10. For each part listed, enter the score achieved in the Raw Score column. The
names and number of parts differ depending on the test used at the district.

11. Click the Save button at the top of the screen to save the record.

MODIFYING A CHILDHOOD ASSESSMENT

To modify an existing childhood assessment:

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.

A Hope High School
Edupoint e )
N 561001 District UserAdmin User

Show active and ina
Lock | Sign Out | Support | Help

Figure 6.13 — Checking Current Focus
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2. Find the student for which to modify the record using either the Scroll or Find
method.

@POE] |, & oucklonch D™,
b ESD = Menuv gf] ‘ Find Undo

P synergy SE
 Synergy IS Childhood Assessments
: J:t:endance Student Name: School  RoomMName:  Staff Name:

Figure 6.14 — Childhood Assessments Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. |If the button is not available, Update mode is
already turned on.

pen]| @ @B | 55 (Cee Do |

Figure 6.15 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

)| @D 5| e | i
Figure 6.16 — Current Form Status

4. Click in the fields of the test to modify, and make the necessary changes.
Childhood Assessments

Student Mame: Ramada, Keith School: Pinnacle Pre-School  Room Name:  Staff Name:

-Last Mame First Name Middle Mame  Suffix  Perm D Grade Gender

Rarmada [Keith | jag7012 PS v |Male v
Add Test To Student @
Child Assessment Test v ﬂ
Child Assessment (%]
0 A B3 p 0 - -
el Date TR ative[Porial | (Creatie 3 - o5t Deta
09/05/2008 COR - 2008 23 20 25 18 21 15 Show Details

Figure 6.17 — Childhood Assessment Screen, Modifying
5. Click the Save button at the top of the screen to save the changes.
The test may also be modified by clicking on Show Details.

Childhood Assessments

Student Mame: Ramada, Keith School: Pinnacle Pre-School  Room Name:  Staff Name:

A I

_Last Marme First Name Middle Mame  Suffix  Perm D Grade Gender
Ramada [I<zith [ jaa7012 PS v hale v
Add Test To Student (%]
Child Assessment Test v Add
Child Assessment (-]
T A B3 p 0
Date : ame ative [~ = A g a est Deta
slatin -
09,/05/2008 COR - 2008 23 20 25 18 21 15 Show Details

Figure 6.18 — Childhood Assessment Screen, Show Details
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The Child Assessment Test Detail screen pops-up. Make the necessary modifications, and
click the Save button at the top of the screen to save the changes.

Child Assessment Test Detall («
Formattediame: Ramada, Keith TestMameesr: COR - 2008
_ Test Parts |
Admin Date
(090572008

Test Parts (]

[Line[partMumber  [PattName  [RawScore
[k Initiatrve 23
2 Social Relations 20
I_Z. 3 Creative Representation 25
4 Movement and Music 18
S ] Language and Literacy 21
B[] Science and Mathematics 14

Figure 6.19 — Child Assessment Test Detail Screen, Modifying

DELETING A CHILDHOOD ASSESSMENT

To completely remove an existing childhood assessment:

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.

Iiope ﬁigil School

Edupoint \epaz
Mg 5611001 District UserAdmin User

Show active and ina
Lock | Sign Out | Support | Help

Figure 6.20 — Checking Current Focus

2. Find the student for which to delete the record using either the Scroll or Find
method.

@Dl [ @ ouickiaunch NN, |
: Eysri.rgy SE = |,£«2 Qq Q’ u:fj | —,F'"d _,U'ndo
Childhood Assessments

< Synergy SIS
an

P Aladanie Student Name: School: RoomMame: Staff Name:

Figure 6.21 — Childhood Assessments Screen

b a7

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

peni]| @ @ B | 5 (Cee Do |

Figure 6.22 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

)| @D | 5| e | e
Figure 6.23 — Current Form Status
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4, Check the box in the X column of the test to delete.
Childhood Assessments

Student Mame: Ramada, Keith School: Pinnacle Pre-School  Room Name:  Staff Name:

-Last Mame First Name Middle Mame  Suffix  Perm D Grade Gender

Rarmada [Keith | jag7012 PS v |Male v
Add Test To Student ("]
Child Assessment Test v Add
Child Assessment ("]
0 A B3 p 0 = -
Date e dime alfe | o latio Representat|® : 8 est Deta
09/05/2008 COR - 2003 23 20 25 18 21 158 Show Details

Figure 6.24 — Childhood Assessment Screen, Deleting

5. Click the Save button at the top of the screen to remove the record.

ADDING A CHILDHOOD PROGRAM

Seven different programs are available to pre-school students such the Early Childhood
Block Grant or the Title | Even Start Programs. More than one program may be recorded
for each student. To record a student's participation in a program:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

Figure 6.25 — Synergy SIS Navigation Tree

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

gl . @ Quick Launch i'a. b 4 Synergy SIS
Default b ESD
=l b smergy s¢ P Attendance

b Synergy SIS . AZ
P Course
Figure 6.26 — Synergy SIS Folder ’ Course HiStOW
Figure 6.27 — Synergy SIS Folder
Expanded
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3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance = Student Programs
b Az P Repors

P Course b Set

P Course Histary el

b Discipiine Childhood Assessments
P Discipline Incident o -
P Fees &7 Childhood Program Participation
P Grade Book :
> Gty - English Language Learners
b Health @ Free and Reduced Meals
P Lacker v
P Mass Scheduling = Mass Update Student Programs
P Parent -
> G & Special Ed Student Services
2 Skl " Student GATE
b staff o
P Student ,ﬁj Student Needs
P Student Programs A
Figure 6.28 — Student Programs Folder @ Student Program Summary

Figure 6.29 — Student Programs Folder Expanded

4. Click on the Childhood Program Participation screen, and the screen appears in
the content pane on the right-side of the screen.

ab
g;,"‘ Childhood Programm Pardicipation
Figure 6.30 — Childhood Program Participation Screen Icon

5. 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.

" Hope High School
Edup0|nt Year 2042012

v Seheol District UserAdmin User
nwacﬁvemdinm
L Lock | Sign Out | Support | Help
Figure 6.31 — Checking Current Focus

6. Find the student for which to enter the program using either the Scroll or Find

P Attendance
b a7

method.
IS [y i QuickLaunch E——
it S e [FCYEE)
< Synergy SIS | Childhood Assessments

Student Name: School:  RoomMame:  Staff Name:
Figure 6.32 — Childhood Program Participation Screen

7. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

pen]| @ @D | 855 (Cee Do |

Figure 6.33 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

e Ye YO U
Figure 6.34 — Current Form Status

Copyright© 2012 Edupoint Educational Systems, LLC 109



State of Arizona Data Reporting User Guide Chapter Six

8. Select the student’s program from the Childhood Programs drop-down box, and
click the Add New Program button.

Childhood Program Participation

Student Mame: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Name:  Vetbosedge: 3yrs 8 mths

| Programsl Programs Transactions

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

|Ramada Keith | j997012 PS v Male v 0941572005
Add Program ]
ChildHood Programs L Add Mew Program

Services | Show Detail |O
B e e Pl -l | | S |

Figure 6.35 — Childhood Program Participation Screen, Adding
9. The Childhood Program Participation Add screen pops-up.

Save Service |@
Childhood Program Participation Add

| Add Program |

Program ]
EnterDate ExitDate ProgramCTDS Familylncome Live In Household MotherEmpstatus FatherEmpSstatus
£/31/2009 |123455000 r v r r

Grade PPT Exempt Adult Education ID

Ps b bt

Figure 6.36 — Childhood Program Participation Add Screen

10. Enter the date the student will begin participating the program in the Enter Date
box. The date should be entered in the format M/D/YY or may be selected by
clicking the Calendar i button. By default it enters today’s date.

11. By default the CTD code of the current district in focus in Synergy SIS is entered in
the Program CTDS box. If this student’s programs are funded by another district
enter the CTD code for that district in the Program CTDS box.

., Reference: The CTD code is assigned to the district by the state of

N Arizona. For instructions on how to look up the CTD code of a district,

@ see the Before Starting section in Chapter 1 of the Synergy SIS — State
of Arizona Data Reporting Administrator Guide.

12. If the family’s income is at or below federal poverty level standards, check the box
labeled Family Income.

13. Indicate which family members live in the house with the child by selecting the
appropriate value from the Live in Household drop-down box.

14. If the mother is employed, check the box labeled MotherEmpStatus. If the father is
employed, check the box labeled FatherEmpStatus.

15. Select the student’s grade level from the Grade drop-down.

16. If the child is participating in the Title | Even Start or State Family Literacy programs
but is exempt from taking the PPVT IIl and PALS-PreK tests, select the exemption
reason from the PPVT Exempt drop-down.
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17. If the child is participating in the Title | Even Start or State Family Literacy programs
which require other family members participate in an adult education program in
conjunction with the child, enter the Adult Education ID of the program. This ID is
assigned by the Arizona Dept. of Education.

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

WITHDRAWING FROM A CHILDHOOD PROGRAM

When a student is no longer participating in a program, the exit date and reason must be
recorded in the Childhood Program Participation screen.

Reference: If the student is withdrawing from the school, Synergy SIS

., can be setup to automatically withdraw the student from the programs at
~ the same time the withdrawal is entered into the Student screen. To
configure this, see the section on Overall Student Programs

Transactions Setup in Chapter 3 of the State of Arizona Data Reporting
Administrator Guide.

To record the student’s withdrawal:

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.

Edup()lnt Vear 2012012
‘ ¥ School District UserAdmin User
Show active and inactive

T, Lock | Sig." Out | Support | Hel,,
Figure 6.37 — Checking Current Focus

Hope High School )

2. Find the student’s records using either the Scroll or Find method.

b ESD Mvenuv (<‘<) (@ II/») ‘ 'jj

Find I Undo |
P synergy SE ‘ -
 Synergy SIS | Childhood Assessments
:ist;endance Student Name: School:  RoomName: Staff Name:

Figure 6.38 — Childhood Program Participation Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

o] | @ @D | 5 D v |

Figure 6.39 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

DD |5 s | v |
Figure 6.40 — Current Form Status
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4. Click on the Show Detail button in the Childhood Program Participation screen.

Childhood Program Participation
Student Mame: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Mame:  Yerboselge: 3 yrs 8 mths
| Prugramsl Frograms Transactions
Last Mame First Name Middle Name  Perm 1D Grade Gender Birth Date
Ramata Kith [ jaa7012 PS v Male v 091152005
Add Program (&)
ChildHood Prograrms v Add New Program
P
Services ( | Show Detail |o
L
*
Early
I Childhood 1 08/05/2008 123456000 W |Both 2 2
Block Grant

Figure 6.41 — Childhood Program Participation Screen, Show Detail button

5. Select the program line to withdraw by clicking on it on the left-hand side of the
screen.

Childhood Program Participation

Student Name: Ramada, Keith Schoot Pinnacle Pre-School  Ststus: Active  Room Mame:  Verbosesgs: 3 yrs 8 mths
| Frngrams| Programs Transactions
Last Narme First Name Middle MName  Perm 1D Grare Gender  Birth Date
Ramada eith | [og7012 Ps v Male v |09152008
Add Program Q|
ChildHood Programs v dd New Program
[Services [ hide Detail |G
‘De(aill
Early
Childhong iPredram [ md @
Elock Grant]
ras
I | 08/05/2008 i 7PY123456000  |Both v| & 2 >

Figure 6.42 — Childhood Program Participation, Detailed Screen
6. Enter the date the student withdrew in the Exit Date box. The date should be

entered in the format M/D/YY or may be selected by clicking the Calendar ¥ button.
7. Click the Save button at the top of the screen.

Tip: All students must be marked as withdrawn from programs at the
‘ end of the year using the End of School Year code. A quick way to do
Y this is using the Mass Update Student Programs screen.

For more
information about this screen, see Chapter 10 in this guide.

Note: Childhood Program Participation data may be modified in the same manner as

explained for withdrawing from the program. Click on the Show Detail button, make the
changes, and click on the Save button.
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RE-ENROLLING IN A CHILDHOOD PROGRAM

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

Note: Only one record with the same program may be entered into the
student’s record. To enter a different program, follow the instructions for
Adding a Childhood Program in this chapter. Otherwise, if the student is
re-enrolling with the same program, follow the instructions in this
section.

To re-enroll a student in the same program:
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.

Edupoint
‘ ,pchl District Show active and inactive J

L] Lock | SiymOut | Support | Help
Figure 6.43 — Checking Current Focus —

Hope High School
Year:2011-2012 |

2. Find the student’s records using either the Scroll or Find method.

P ESD Y = : —
b synergy SE ! _\«) @ 2 | _Find | |
< Synergy SIS | ehilthoo Psse=amenis

P Attendance

RS Student Name: School:  RoomMName: Staff Name:

Figure 6.44 — Childhood Program Participation Screen

3. Once the student’s records are located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

o] | @ @D | £5(Ceae D v |

Figure 6.45 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

o] @@ B |55 | _eae | oo |
Figure 6.46 — Current Form Status
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4. Click on the Show Detail button in the Childhood Program Participation screen.

Childhood Program Participation

Student Mame: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Mame:  “erbosefge: 3 yrs § mths

| Programsl Frograms Transactions

Last Name First Name Middle Name  Perm ID Grade Gender  Birth Date
Ramada Ji<eith | 237012 PS v Male v |09/15/2005
Add Program Q|
ChildHood Programs| v|  addnewprogam |

T

Services Show Detail

e |De [ ogde er Date .‘.. [) e atio
. D
Early

Childhood 1 09/0&/2008 1234560000 F  |Both = =
Block Grant

Figure 6.47 — Childhood Program Participation Screen, Show Detail button

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

Childhood Program Participation

Student Name: Ramada, Keith Schoot Pinnacle Pre-School  Ststus: Active  Room Mame: erbossAge: 3 yrs 8 mths

Programs | Programs Transactions

VLESI Mame First Mame Middle Mame  Perm ID Graig Gender Birth Date
Ramada [iceith | [pg7012 Ps v [Male v 03/152008
Add Program Q|
ChildHood Programs v Add Mew Program |
Senvices [ Hide Detail |G
Detail |
Early
Childhood  PTegram Add @
Block Gran 5 othe
e er Date Date D e B ouseho PP e A ation ID
09/05/2005 123456000 W |Both vl ¥ | ¥ v
Figure 6.48 — Childhood Program Participation, Detailed Screen
6. Click the Add button in the Detail section.
Childhood Program Participation
Student Name: Ramada, Keith Schoot Pinnacle Pre-School  Status: Active  Room Mame:  verbossAge: 3 yrs 8 mths
| Frugramsl Programs Transactions
Last Mame First hame hiddle Mame  Perm ID Grade Gender Birth Date
Ramada [iith | [pa7iz = v Male v |09/15/2005
Add Program Q|
ChildHood Programs v Add Mew Program |
Senvices [ Hide Detail |G
gD i) Detail |
Early
Childhood Program Add Q@
Block Gran , athe
e |Enter Date Date D T Live In Househo
(09/m5/2008 [ 123456000 F | Both v F | F v

Figure 6.49 — Childhood Program Participation, Detailed Screen, Add button
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7. In the blank line that appears, edit the Enter Date so that it reflects the student’s
enrollment date. By default it enters today’s date. The date should be entered in
the format M/D/YY or it may be selected by clicking the Calendar k3 button.

Childhood Program Participation

Student Name: Ramada, Keith School Pinnacle Pre-School  Ststus: Active  Room Name:  Verbosefge: 3yrs 8 mths
_ Programs | Programs Transactions

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

Ramada Keith | [parniz P ¥ Male v 0952005 [P

Add Program Q|

ChildHood Programs R Add New Program

Services [ Hide Detall |@
JQ Detail |

Early
lcmldhond Program [ a @

Block Granf]
T

I~ 0oms2008 [ (59| 123456000 ¥ | EBoth vl ¥ |
= =

v
o 5/31/2009 r v 0 v l

Figure 6.50 — Childhood Program Patrticipation, Detailed Screen, Adding Enroliment
8. Enter the CTD code of the district that is paying for the program in the CTDS box.

) Reference: The CTD code is assigned to the district by the state of
S Arizona. For instructions on how to look up the CTD code of a district,
see the Before Starting section in Chapter 1 of the Synergy SIS — State

of Arizona Data Reporting Administrator Guide.

9. If the family’s income is at or below federal poverty level standards, check the box
labeled Family Income.

10. Indicate which family members live in the house with the child by selecting the
appropriate value from the Live in Household drop-down box.

11. If the mother is employed, check the box labeled MotherEmpStatus. If the father is
employed, check the box labeled FatherEmpStatus.

12. Select the student’s grade level from the Grade drop-down.

13. If the child is participating in the Title | Even Start or State Family Literacy programs
but is exempt from taking the PPVT IIl and PALS-PreK tests, select the exemption
reason from the PPVT Exempt drop-down.

14. If the child is participating in the Title | Even Start or State Family Literacy programs
which require other family members participate in an adult education program in
conjunction with the child, enter the Adult Education ID of the program. This ID is
assigned by the Arizona Dept. of Education.

15. Click the Save button at the top of the screen to save the new enrollment.

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

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

1. Find the student’s records using either the Scroll or Find method.

@&l L) (8 QuickLaunch (T |
P ESD Menu ( <a ( o !:' % :C}», - Indo
= b O J&55 | e
< Synergy SIS Childhood Assessments
: l:t:endance Student Name: School: RoomMName: Staff Name:

Figure 6.51 — Childhood Program Participation Screen

2. Click the Programs Transactions tab of the Childhood Program Participation
screen.

Childhood Program Participation

Student Name: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Mame:  Werbosedge: 3 yrs 8 mths

Programs  Programs Transactions |
Last Name First Name Middle Name  Perm ID Grade Gender  Birth Date
|Ramada Keith | 597012 PS v |Male v D9/15/2005
[~ Auto Generate

Transaction Detail

Early :
07/01/2008 [Childhood | 09/05/2008 05/29/2008| 23456000 r|lr E';;TSEEM
Block Grant

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

Figure 6.52 — Programs Transactions tab of the Childhood Program Participation Screen

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

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

Transactions listed here may not have been uploaded to the state yet. This screen shows
all transactions, not just those uploaded. Which records have been uploaded depends on a
number of factors, including the error status of the transactions, the date of the last
submission, and if Synergy SIS has been setup to automatically create the transactions.
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DELETING PROGRAM RECORDS

To completely remove a program record:

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.

7 Hope High School
Edupoint secsamintier |

Show active and inactive

Lock | Siy" Out | Support| He'g'
——

Fiure 6.53 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

O [ & ovicklooncn IS |
b ESD “Mlrenu~ ] ~ i ndo
= 5 Lo | o]
 Synergy SIS Childhood Assessments
: id:endame Student Name: School:  RoomName:  Staff Name:

Figure 6.54 — Childhood Program Participation Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @ @ B | S5 (Cex D v |
Figure 6.55 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

pens]| @ @@ | 5| ez | e

Figure 6.56 — Current Form Status

4. Click on the Show Detail button on the Programs tab of the Childhood Program
Participation screen.

Childhood Program Participation

Student Mame: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Name  Verbosedge: 3 yrs 8 mths

| Prngrams| Programs Transactions

Last Name First Mame Middle Name  Perm ID Grade Gender  Birth Date
Ramada |Keith | Jagz012 PS v |Male v D3/15/2005
Add Program 0|
ChildHood Programs) v|  ndduewprogram |
-
Services Show Detail
o o I Dp
e|De 1 e er Date Da ‘_ D 0 - 0 aho 0
D

Early

Childhood 1 09/05/2008 123456000 Both = =

Block Grant

Figure 6.57 — Childhood Program Participation Screen, Show Detail Button
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5. Click on the program line on the left-hand side of the screen that needs to be
deleted.

Childhood Program Participation

Student Name: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Name:  Yerbosedge: 3yrs 8 mths

_ Programs | Programs Transactions

Last Narme First Mame Middle Narme  Perm 1D Grade Gender Eirth Date
Ramada [Iaith | Jogr012 PS v |Mals v 09/15/2005
Add Program Q

ChildHood Programs v|  addewProgan |

[ Hide Detail |G

Ml |Q

Adult Education ID

’7’71 09/05/2008 123456000
Figure 6.58 — Childhood Program Participation, Detailed Screen

6. Click on the X column of all enroliment records in the detailed area on the right.

Childhood Program Patrticipation

Student Name: Ramada, Keith School Pinnacle Pre-School  Status: Active  Room Name:  Yerbosedge: 3yrs 8 mths

Programs | Programs Tranzactions

Last Narme First MNarme Micidle Name  Perm 1D Grade Gender  Birth Date
Ramada [Keith | o701z PS v |Male v 09/15/2005
Add Program Q

ChildHood Programs v Add Mew Program ‘

Services

Ling |Decscription [ TR N |

[ Hide Detail |G

Add Q@

ggram
Family Mother [Father
% || ne|Enter Date Exit Date CTDS h Live In Household Emp | Emp |[PPVT Exempt Adult Education ID
Income
b Status |Status

ﬁ( loonszs P 123456000

Figure 6.59 — Childhood Program Participation, Detailed Screen

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

MENU OPTIONS

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

Mernu | @ @ @ | g;‘_'j | Save | Undo |
Yiew Audit Detail For Childhood Program Participation
Figure 6.60 — Childhood Program Participation Screen, Menu Options
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The option available under the Menu button is:

Screen Audit Detail For Childhood Program Participation — the Audit Trail

History screen lists all of the changes made to the student’s records, what was
changed, who changed it, and the date and time the change was made.

Audit Trail History

@

Properties

Bhnw Dretail

Line |Business Object Property Name g::l:gn New Yalue Old Value (User Name [Date Time Stamp

Figure 6.61 — Audit Trail History for Childhood Program Participation

’71 ChildProgParticipation |FatherEmpStatus Delete i?j?nrm ??arégug
h StudentGU Delete <Link= ig?ﬂrm ??gﬁgug
’_ ChildPgmPartHisGU Delete <Links K;?ﬂri-n ?_sffgﬁgug
’_:1 ProgramCtds Delete 123455000 512/ MA00E
’i LivelnHouse Delete 3 oer.  |daralratns
F MatherEmpStatus Delete v Kam-n E'?f 321’ Sg”g
’7" Familylncome Delete N Kaﬁ:i'n ?EIS‘J{EEDB
’7 Grade Delete 0390 er, |]5/a1/2009
’7' ACUREducationiD Delets ngﬂri-n ?E’gxégug

10 EnterDate Delete 20090905 Eg'ﬂl-n ?gfgﬁgug
W ExitDate Delete ig';‘;-n ?? 3411; 5399
’T ProgramCode Delete 1 xlig?nri'n ?_5;3:1’%309
K

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

Childhood Program Participation screen.

ren]| @ @ B ()

Figure 6.62 — Print Button

Edit | IIndo |

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

show the information available using the scroll bars.

| @ @ @ | ‘:;j | Save | Undo Form Status: Ready (Update Mode) | % Rmé:'{
Childhood Program Participation
Student Name: Ramada, Keith School: Pinnacle Pre-School  Status: Active Room Name:  VerboseAge: 3 yrs & mths
Programs | Programs Transactions
Last Name First Name Middle Name Perm ID Grade Gender E
[Ramada [Keith | j997012 PS v Male v [
Add Program QD
ChildHood Programs v Add New Program |
Services Show Detail |
; B Mother Fathe Adult
- - Leave) Family| Live In PPVT -
)(_ Line| Decscription Code Enter Date Date CTDS Income| Household SE::ES slf::gs’l Exempt E:Jducam
Early
| 1 ghidhood 09/05/2008 123456000 ¥ Both F F
Grant

Figure 6.63 — Printed Childhood Program Participation Screen

Copyright© 2012 Edupoint Educational Systems, LLC

119



State of Arizona Data Reporting User Guide Chapter Seven

120 Copyright© 2012 Edupoint Educational Systems, LLC



Chapter Seven State of Arizona Data Reporting User Guide

Chapter Seven:
STUDENT GATE

In this chapter, the following topics are covered:
» Adding GATE program records
» Withdrawing & re-enrolling in the GATE program
» How to delete a GATE program record
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ADDING STUDENT GATE RECORDS

If the school offers a GATE program (Gifted and Talented Education), the student’s record

of participation in this program can be entered into the Student GATE screen.

GATE

records are not used for state reporting at this time, and student participation in GATE-
related programs for state reporting purposes is recorded in the Other Needs & Programs
screen. The GATE screen can also store the results of the tests taken for entry into the
program such as the Stanford-Binet or CogAT. To enter a student’s records:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of

the screen.

A
(T A Quick Lausch i |
<t 1l TR Geod marning,
o ‘ o —
Anncancement
i | p——
| Liwa] ey |
= mor

Figure 7.1 — Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.
7 Synergy SIS
P Attendance
b Az
P Course
P Course History
Figure 7.2 — Synergy SIS Folder Figure 7.3 — Synergy SIS Folder
Expanded
3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.
b Attendance = Student Programs
b Az P Repors
P Course
P Course History [ Setup
P Discipline
] glsmg:me Incident l'b Childhood Assessments
b Fees 20 o
P Grade Bok & Childhood Program Participation
: Er;dnl:g D‘ English Language Learners
b Locker
> NS GRS ié Free and Reduced Meals
b Parent > Mass Update Student Programs
P GQuery -
P Schedule \t Sardces
b Staff
b Student . Btudent GATE
P Student Programs :
Figure 7.4 — Student Programs Al Student Needs
Folder %3 Student Program Summary
Figure 7.5 — Student Programs Folder Expanded
4. Click on the Student GATE screen, and the screen appears in the content pane on
the right-side of the screen.
0 Student GATE
Figure 7.6 — Student GATE Screen Icon
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5. 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.

E d A t Hope ﬁfgii ‘School
Year.2014-2012
up?|l n U::EAdmin User.
Mg S€M00 District

Show active and inge#0

Lock | Sign Out | Support | Help

Figure 7.7 — Checking Current Focus

6. Find the student for which to enter the record using either the Scroll or Find

method.
Tvue JE A Q
b craans N @D 5| _rwa | v |
: Locke Student GATE
b Wass Scheduling IStudentName: ohoot Stae. Foom

Figure 7.8 — Student GATE Screen

7. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @ @@ | 55 (Ceae Do |

Figure 7.9 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

]| @@ B (65| e | s
Figure 7.10 — Current Form Status

8. Click the Add button in the Student GATE section.
Student GATE [«

Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room: 231

Student GATE |

Last Name First Name Middle Name — Suffix  Perm ID Grade Gender

[Abbott [Billy Ic | [onag3 12 ¥ Male v

Current GATE Code (&
Gate Code Enter Date Gate Grade Gate Program  Number Times Tested

s I —

Gate Category [ jed)

I High Achievement I Intellectual I~ Leadership I Specific Academic [ Visual/Performing Arts /—\
GATE History Add

Figure 7.11 — Student GATE Screen, Adding

Copyright© 2012 Edupoint Educational Systems, LLC 123



State of Arizona Data Reporting User Guide Chapter Seven

9.

10.

11.
12.

13.
14.

15.
16.

17.

18.

A blank line is added. Enter the date the student will begin participating the program
in the Enter Date box. The date should be entered in the format M/D/YY or may be

selected by clicking the Calendar ¥ button. By default it enters today’s date.
Student GATE

Student Mame: Abbott, Billy C. School Hope High School  Status: Active Room: 231

Student GATE |

Last Name First Name Middle Name  Suffix  Perm 1D Grade Gender
[Abbott [Billy e | Jns483 12 v Male v
Current GATE Code Q|
Gate Code Enter Date Gate Grade Gate Program  Number Times Tested
w - hd
Cate Category [ ek
I High Achievement I Intellectual ™ Leadership ™ Specific Academic I Wisual/Perfarming Arts
GATE History Add Q9
[Test | | | |
] 5/31/2009 v v v v )

Figure 7.12 — Student GATE Screen, Adding

Select the GATE Code from the drop-down. These values are set by the district,
and may be used as a status code such as applied, disqualified, etc.

Select the student’s grade from the Gate Grade drop-down menu.

Enter the student’s test scores in the Test Scores section. Select which test was
used from the Test drop-down menu. These values are set by the district, but are
commonly set to tests such as the Stanford-Binet or WISC.

Enter the scores themselves in the FS, Partial, Screen, and MC fields.

Enter any notes about the test in the Comment field. The comments may be
checked for spelling by clicking the SpellCheck 31 button.

Click the Save button at the top of the screen to save the record.

Three fields can also store overall information about the student’s participation in the
GATE program. The GATE Category lists the category of the student’s
participation. The categories are selected by the district. Check the boxes of all
that apply to the student.

Student GATE
Student Name: Abbott, Billy C. Schoo Hope High School  Stetus: Active Room: 231
_ Student GATE |
Last Name First harne Middle Name  Suffix  Perm 1D Grade Gender
[Abbott [Billy e | fons483 12 v Male v
Current GATE Code (&
Gate Code Enter Date Gate Grade Gate Program  Mumber Times Teste
H-High School ~ | |09/5/2008 12 v v
Gate Categary Ujel)
¥ High Achievement ™ intellectual ™ Leadership ™ Specific Acadernic ™ Visual/Performing Arts
GATE History Add [}
[Test \ | | \ \
I 09/05/2009 H v|12 v v ~|2s 2 28 31 @ =)

Figure 7.13 — Student Gate Screen

Select the GATE Program from the drop-down list, and enter the number of times a
student took the entrance test in the Number Times Tested field. The GATE
program is also selected by the district.

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

124
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., Reference: Additional details about the district-created fields such as
N the GATE Program and GATE Category, and how to setup these
values, can be found in the Student GATE section in Chapter Three of

the State of Arizona Data Reporting Administrator Guide.

WITHDRAWING FROM THE STUDENT GATE PROGRAM

When a student is no longer participating in the Student GATE program, the date of
withdrawal and the reason for the withdrawal must be recorded in the Student GATE
screen.

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

Administrator Guide.

To record the student’s withdrawal:

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.
oy i )

Edupoint
V ‘Seheol District
~————

r,

Figure 7.14 — Checking Current Focus

2. Find the student’s records using either the Scroll or Find method.

P Grading L EH Lfa \CD VD ;sj Find Undo
P Health

b Locker otudent GAITE

_b Mass Scheduling Student Name: School: Status: Roont

Figure 7.15 — Student GATE Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

preni~]| @ @ @ [ £5(Cez ] v |

Figure 7.16 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

PP = | ]
Figure 7.17 — Current Form Status
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4. Enter the date of withdrawal in the Exit Date box. The date should be entered in
the format M/D/YY or may be selected by clicking the Calendar L button.

Student GATE

Student Mame: Abbott, Billy C. School Hope High School  Status: Active  Room: 231

Student GATE |

Last Marne First Marme Middle Mame  Suffix  Perm 1D Grade Gender
[Abbott [Billy Jc | Jon5483 12 v Male v

Current GATE Code (]
Gate Code Enter Date Gate Grade Gate Program  Mumber Times Tested

H-High Schoal v 09/05/2008 12 ~ IND-Individual v | |1

Gate Cateqory[Jjel)

¥ High Achievement [ Intellectual I~ Leadership M Specific Academic [ Yisual/Performing Arts

GATE History rdd | @
i = s partal_[scrsen e |

I 09/05/2008 H |12 | vlME vz 32 ] 31 L =

Figure 7.18 — Student GATE Screen, Exit Date & Reason

5. Select the reason the student withdrew from the Exit Reason drop-down. These
values are selected by the district.

6. Click the Save button at the top of the screen.

Tip: All students should be marked as withdrawn from programs at the

end of the year using the End of School Year code. A quick way to do

Y this is using the Mass Update Student Programs screen. For more
' information about this screen, see Chapter 10 in this guide.

RE-ENROLLING IN THE STUDENT GATE PROGRAMS

If the student re-enrolls in the school or in the Student GATE program after the program has
been marked as withdrawn, a new record needs to be entered into the Student GATE
screen. Since the student’s Student GATE program has to be marked as withdrawn at the

end of the year, any student who returns to the school the following year must have a new
record for the program as well.

To re-enroll the student in the program, just add a new record with the new date following
the instructions in the Adding Student GATE Records section in this chapter.
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DELETING STUDENT GATE RECORDS

To complete remove a record of participation in the Student GATE program:

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.

Hope High School

Edupoint e )
Show active and inactive

e, Lock | SiynOut | Support | Help
~———

Fiure 7.19 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

b Grading = =] TN
P Health

b Loer | StuGeRT GATE

_"W'ﬂssscr‘edu""g ISludentName: School  Status:  Room:

Figure 7.20 — Student GATE Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @ Q@ | (e Do |

Figure 7.21 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

Tm]lic Y Y€ M e
Figure 7.22 — Current Form Status

4. Click the checkbox in the X column for the record to be deleted.
Student GATE

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room: 231

Student GATE |

Last Mame First Mame Middle Mame  Suffic ~ Perm ID Grade Gender

[Abbott [Billy Jc | Jansa83 12 v Male v

Current GATE Code (&
Gate Code Enter Date Gate Grade Gate Program  Mumber Times Tested

H-High Schaal v 0052008 12 | IND-Individual + | |1

Gate Category[ el
v High Achievement I Intellectual I Leadership M Specific Academic I Visual/Performing Arts

History Add (@]
ate ore
er Date . ate ade Date

09/05/2008 H |12 v v|[B v]25 32 28 31 =L =
Figure 7.23 — Student GATE Screen, Deleting

5. Click the Save button at the top of the screen to delete the record, or click Undo to
cancel the deletion.
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MENU OPTIONS

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

venu~]| (9 D () | &35 |
Wiew Adit Detail For Student GATE
Figure 7.24 — Student GATE Screen, Menu Options

The option available under the Menu button is:

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

Audit Trail History [«
Properties | show Detail | 3
L |StudentGATECategotyLst |StuPgmGatCatLstGU |Insert <Link= User, Admin|05/31/2009 13:34:58
| 2 GateCategory Insert S User, Admin|05/31/2008 13:34.88
| 3 StudentGL Insert <Link> User, Admin|05/31/2008 13:34:58
|| StudentGATE GatePrograrn Update IND User, Admin|05/31/2008 13:34:52
| ] MumberTimesTested |Update 1 User, Admin|05/31/2008 13:34:52
| ‘| StudentGATEHistory StudentGU Insert <Linke User, Admin|05/31/2008 13:28:57
| GateTest Insert B User, Admin|05/31/2008 13:28:57
| 8| TestScreenscore Insert 28 User, Admin|05/31/2009 13:28:57
|9 EnterDate Insert 20080303 User, Admin|05/31/2008 13:28.87
| 10| TestPartialScore Insert 32 User, Admin|05/31/2009 13:28:57
|11 GateGrade Insert 220 User, Admin|05/31/2008 13:28:57
| 12| StuPgmGatHisGU Insert <Link> User, Admin|05/31/2008 13:28:87
| 13| GateCode Insert H User, Admin|05/31/2008 13:28:57
| 14| TesthvcScore Insert 3t User, Admin|05/31/2008 13:28:57
| 15| TestFs5core Insert 25 User, Admin|05/31/2009 13:28:57
| 5| StudentGATE GateCode Insert H User, Admin|05/31/2008 13:28:57
| 17 GateGrade Insert 220 User, Admin|05/31/2009 13:28:57
| 18] GatePrograrn Insert User, Admin|05/31/2008 13:28:57
| 19| StudentGl Insert <Link> User, Admin|05/31/2008 13:28:87
| 20| MNumberTimesTested |Insert User, Admin|05/31/2009 13:28:57
| 21 EnterDate Insert 20080805 User, Admin|05/31/2008 13:26:57

Figure 7.25 — Audit Trail History for Student GATE

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

o] | (D @ B () _eax |1 |

Figure 7.26 — Print Button

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

‘ @D ,‘;ﬂ save ‘ Undo [\ Form Status: Ready (Update Mode) | (2 =
Student GATE

Student Name: Abbott, Billy C. School: Hope High School  Status- Active Room: 231

__Student GATE |

Last Name First Name Middle Name  Suffix ~ Perm ID Grade Ge
Abbott [Billy [c [ [o05483 12 v Ma
Current GATE Code Q|
Gate Code Enter Date Gate Grade Gate Program Number Times Tested
H-High School v |00/05/2008 |;| 12 + IND-Individua~ |1

Gate Category (Jio)
[¥ High Achievement [ Intellectual I Leadership I Specific Academic [ Visual/Performing Arts

GATE History

i Gate Exit |

Line| Enter Date Gate Grade Exit Date
= Code R“”’*l Test |Fs |Partial | screen
| 1//09/05/2008 H v|12 v v||B v 25 32 28

Figure 7.27 — Printed Student GATE Screen
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Chapter Eight:
FREE & REDUCED MEALS

In this chapter, the following topics are covered:
» Adding free & reduced meals program records
» Withdrawing & re-enrolling in the free & reduce meals program
» Screening the free & reduced meals transaction records
» How to delete a free & reduced meals record
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ADDING FREE & REDUCED MEAL RECORDS

If a student is eligible for free & reduced meals, this information needs to be recorded in
Synergy SIS so that they can be reported to the state in conjunction with the normal upload
procedure. If all the students at a school are eligible for free or reduced meals, the entire
school can be marked for free & reduced meals as outlined in the Synergy SIS — State of
Arizona Data Reporting Administrator Guide. If the school has been set to report all
students with NCLB Indicator 1 or 2, individual student records do not need to be entered.

Otherwise, to record an individual student's free & reduced meal eligibility:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
P |
n | b Geneses Goad marning,
- M?-nmnurrh
| -
Figure 8.1 — Synergy SIS Navigation Tree
2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

7 Synergy SIS
P Attendance
P Az
P Course

P Course Histary
Figure 8.3 — Synergy SIS Folder
Expanded

Figure 8.2 — Synergy SIS Folder

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

: :‘;””a””e = Student Programs
b Course P Reports
P Course Histary P Setup
7 SECHID il chilchood assesements
P Discipline Incident .
b Fees g;“ Childhood Prograrm Participation
P Grade Book
P Grading u English Language Learners
P Health -
P Locker ? Free and Reduced Meals
b hass Scheculing > Mass Update Student Programs
b Parent -
b Query A& Special Ed Student Services
P Schedule e
b Staff ! ‘ Student GATE
[ St ﬁj Student Needs
P Student Programs 54
Figure 8.4 — Student Programs Folder %& Student Pragram Summary

Figure 8.5 — Student Programs Folder Expanded

4. Click on the Free and Reduced Meals screen, and the screen appears in the
content pane on the right-side of the screen.

é Free and Reduced Meals

Figure 8.6 — Free and Reduced Meals Screen Icon
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5.

6.

10.

11.

12.

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.

4 Hope High School
Edupoint s
Year:2011-2012
J scnoollngﬂd User:Admin User ’
Show active and inacjy o
Lock | Sign Out | Support | Help

Figure 8.7 — Checking Current Focus

Find the student using either the Scroll or Find method.

Tvue @ QuickLaunch iy

b ESD Merovll (D@ (D | 2551 Fnd | bondo

e e QA (] o [ |

v Synergy SIS | Free and Reduced Meals
:i«t’t'endance !Student Name: Schook: Status: Room Name:

Figure 8.8 — Free and Reduced Meals Screen

Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

peni]| @ @ B | 5 (Ceae Do |

Figure 8.9 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

i Ye YO NN e
Figure 8.10 — Current Form Status

Click the Add button in the Free and Reduced Meals section.

Free and Reduced Meals (=
Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name:;
FRM | FRM Transactions
Last Name First Name Middie Name  Suffix  Perm ID Grade Gender
[Abbott [Bitly c | [a05483 12 v Male v | —
Free and Reduced Meals Add

i:igure 8.11 — Free and Reduced Meals Screen, Adding
A blank line is added. Enter the date the student will begin participating the program
in the Enter Date box. The date should be entered in the format M/D/YY or may be
selected by clicking the Calendar L button. By default it enters today’s date.

Free and Reduced Meals &

Student Name: Abbott, Billy C. School: Hope High School  Stalus: Active  Room Name:

FRM | FRM Transactions

Last Name First Name Middle Name  Sufiix  Perm ID Grade Gender
[Abbott [Bitly Jc [a0s483 12 v Male ~
Free and Reduced Meals Add ("]

Hoouiaoo. B [1NOE e ¥ ﬁ %
Figure 8.12 — Free and Reduced Meals Screen, Adding
Select either NCLB Indicator 1 or NCLB Indicator 2 from the FRM Code drop-
down. NCLB Indicator 1 is free, and NCLB Indicator 2 is reduced.

If the school is in federal improvement status, the student’s participation in the
School Improvement Supplemental Education Services program can be selected
from the Program Code drop-down.

Click the Save button at the top of the screen to save the record.
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WITHDRAWING FROM THE FREE & REDUCED MEALS
PROGRAM

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

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

Data Reporting Administrator Guide.

To record the student’s withdrawal:

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.

7] Hope High School
Edupoint \evauno
. User:Admin User
S e Show active and inactive

Ty Lock | Sign 2ut | Support | Helr
Figure 8.13 — Checking Current Focus

2. Find the student’s records using either the Scroll or Find method.

P ESD = Menu v ‘ (,(2} (Q) (')_)) | ;{‘:’} Find I Undo

P Synergy SE
< Synergy STs Free and Reduced Meals

P Attendance

N a7

Student Name: School: Status: Room Name:
Figure 8.14 — Free and Reduced Meals Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @ @B | S Do |

Figure 8.15 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

BB | es | ]
Figure 8.16 — Current Form Status
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4. Enter the date of withdrawal in the Exit Date box. The date should be entered in
the format M/D/YY or may be selected by clicking the Calendar L button.

Free and Reduced Meals @

Student Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name:

FRM |_FRM Transactions

Last Name First Name Middle Name  Suffix Perm ID Grade Gender

[Abbott [Billy c | [a05483 12 v [Male v

Free and Reduced Meals Add | ("]
X =] = =
- 09/01/2010 1-NCLB Indic v

Figure 8.17 — Free and Reduced Meals Screen, Exit Date

5. Click the Save button at the top of the screen.

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

end of the year using the End of School Year code. A quick way to do

}:{ this is using the Mass Update Student Programs screen. For more
' information about this screen, see Chapter 10 in this guide.

RE-ENROLLING IN THE FREE & REDUCED MEALS
PROGRAMS

If the student re-enrolls in the school or in the Free & Reduced Meals program after the
program has been marked as withdrawn, a new record needs to be entered into the Free &
Reduced Meals screen. Since the student’'s Free & Reduced Meals program has to be
marked as withdrawn at the end of the year, any student who returns to the school the
following year must have a new record for the program as well.

To re-enroll the student in the program, just add a new record with the new date following
the instructions in the Adding Free & Reduced Meal Records section in this chapter.
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SCREENING FREE & REDUCED MEALS
TRANSACTIONS

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

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

T =000

L 5| _poi | d |
w SYDECgY, 513 Free and Reduced Meals
b Attendance ;
RV Student Name: School: Status:  Room Name:

Figure 8.18 — Free and Reduced Meals Screen

2. Click the FRM Transactions tab of the Free and Reduced Meals screen.

Free and Reduced Meals @

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room Name:

FRM  FRM Transactions |

Last Name First Name Middle Name  Suffix Perm ID Grade Gender
[Abbott [Bitty c | Jo0s483 12 v Male v
Auto Generate

~
T ion Detail [

07/01/2010 NCLE 09/01/2010 |07/29/2011 Hope High School

Y Indicator 1 it pe Hg
NCLB )
07/01/2011 e 08/08/2011 Hope High School

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

Figure 8.19 —FRM Transactions tab of the Free and Reduced Meals Screen

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

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

Transactions listed here may not have been uploaded to the state yet. This screen shows
all transactions, not just those uploaded. Which records have been uploaded depends on a
number of factors, including the error status of the transactions, the date of the last
submission, and if Synergy SIS has been setup to automatically create the transactions.

Copyright© 2012 Edupoint Educational Systems, LLC 135



State of Arizona Data Reporting User Guide Chapter Eight

DELETING FREE & REDUCED MEAL RECORDS

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

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.
Edupoint T
vp&g' pistriet g;:rv: mﬂ:ﬁ'mmm
Lock | Sigh. Out | Support | Helr
~—

Figure 8.20 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

+_ i\ Quick Launch

Sy
e NM B[] i [ )|

w Synergy SIS Free and Reduced Meals

Aftendance
: s Student Name: School: Status:  Room Name:
Figure 8.21 — Free and Reduced Meals Screen

3. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

]| @ @@ | SHCex Do |

Figure 8.22 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

]| @ DD | 5 ea | v |
Figure 8.23 — Current Form Status

4. Click the checkbox in the X column for the record to be deleted.
Free and Reduced Meals [«

Student Name: Abbott, Billy C. Scheoi: Hope High School  Status: Active  Room Name:

FRM |_FRM Transactions
Last Name First Name Middle Name  Suffix__ Perm ID Grade Gender
|Abbott [Bity Ic | |o05483 12 v |Male v

Free and Reduced Meals Add (]

e = - Dde Date Progra ode
09/01/2010 1-NCLB Indic + 5

Figure 8.24 — Free and Reduced Meals Screen, Deleting

5. Click the Save button at the top of the screen to delete the record, or click Undo to
cancel the deletion.
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MENU OPTIONS

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

veni~]] Q@G | 655 == | -
viewe ALdit Detail For Free and Reduced Meals
Figure 8.25 — Free and Reduced Meals Screen, Menu Optidns

The option available under the Menu button is:

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

Audit Trail History =
Properties [ Show Detail | G
| | | [ \

|| |StudentFRMHistory  |EnterDate Update 20080205 |20090530 |User, Admin | 05/31/2003 07:50:06
|| “|StudentFRMHistory  |StudentGl Insert <Link> User, Admin |05/31/2009 07:49:49
| 8 EnterDate Insert 20090330 User, Admin |05/31/2008 07.43.49
|4 StuPgmFrmHIsGU  |Insert =Link> User, Admin  |05/31/2009 07:49:48
| 8§ FrmCode Insert 2 User, Admin  |05/31/2009 07:49:49
| :|StudentFRMHistory  |FrmCode Delete 2 User, Admin |05/30/2009 19:43.09
|| EnterDate Delete 20080909 |User, Admin | 05/30/2009 19:43:09
| 8 StuPgmFrmHisGU | Delete <Link> User, Admin |05/30/2009 19:43.09
| 8 StudentGU Delete <Link> User, Admin  |05/30/2009 18:43:08
| 10 ExitDate Delete User, Admin  |05/30/2009 19:43:09
||| |StudentFRMHistory  |EnterDate Insert 20080203 wWilson, Rob | 12/06/2008 16:43:33
| 12 StudentGlU Insert <Link> wWilson, Rob  |12/08/2008 16:43:33
| 13 StuPgmFrmHisGU  |Insert <Link> wWilson, Rob  |12/08/2008 164333
|14 FrmCode Insert 2 Wilson, Rob |12/08/2008 16:43:33
|7 Student HomeLanguage Update 01 an Wilson, Rob | 12/08/2008 08:20:02
| 5| Student MailAddressGU Update <Link> <Link> Wilson, Rob |11/24/2008 15:45:41
|| Student HomeAddressGU Update <Link> <Link> Wilson, Rob |11/12/2008 23:24:31
| 18 GridCode Update 7418 741B Wilson, Rob |11/12/2008 23.24.:31
| [=|Student HomeAddressGU Update =Link> <Link> Wilson, Rob | 11/12/2008 23:24:22
| 20 GridCode Update 7418 7418 Wilson, Rob |11/12/2008 23:24:22
|~ |Student HomeAddressGU Update <Link= <Link= Wilson, Rob | 10/22/2008 08:17.43
|22 GridCode Update 741B 7418 Wilson, Rob  |10/22/2008 08:17.43
| 5| Student GridCode Update T41B 741B wWilson, Rob  |10/22/2008 08:17.36
| 24 HomeAddressGU Update =Link> <Link> Wilson, Rob | 10/22/2008 08:17:36

Student MailAddressGL Update =Link> <Link> Wwilsan, Rob [10/15/2008 16:48:31

Figure 8.26 — Audit Trail History for Free and Reduced Meals

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

o] | @ @ @ (E) e | v |

Figure 8.27 — Print Button

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

| |(9 :j) )3) l_‘-;_’," Save ‘ Undo & Form Status: Ready (Update Mode) | |52 % é
Free and Reduced Meals

Student Name: Abbott, Billy C. School: Hope High School  Status: Active Room Name: 231

_FRM | FRM Transactions

Last Name First Name Middle Name Suffix ~ Perm ID Grade Ge
[Abbott [Billy c | [so5483 12 v Ma
Free and Reduced Meals Add [
¥ | Line| Enter Date | Frm Godle | Exit Date |

| 1) 09/05/2008 2-NCLB Indicator 2 v

Figure 8.28 — Printed Free and Reduced Meals Screen
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Chapter Nine:
OTHER NEEDS & PROGRAMS

In this chapter, the following topics are covered:
» Adding other needs & programs records
» Screening & deleting other needs & programs records
» Recording a student’s withdrawal from other needs & programs
» How to re-enroll a student in a program
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ADDING OTHER NEEDS & PROGRAMS

If a student is eligible for other needs & program, this information needs to be recorded in
Synergy SIS so that they can be reported to the state in conjunction with the normal upload
procedure. If only a need is recorded, only a Student Need transaction will be submitted to
the state. If the student’s participation in a program is also recorded, then a Support
Program transaction will also be sent to the state.

If all the students at a school are eligible for a need/program such as Title I, the entire
school can be marked for the program as outlined in the Synergy SIS — State of Arizona
Data Reporting Administrator Guide. If the school has been set to report all students with
the program, individual student records do not need to be entered.

To record an individual student's needs & programs:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

|| Lo i ouick Lausch e, |
Alfmin 0 _ (| I Geness Gead parning,
=
ah ah —M‘I'“F'“'-“m
| Liwe|  egancy |
: m r

Figure 9.1 — Synergy SIS Navigation Tree

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

=7 Synergy SIS
P Attendance
P az
P Course
P Course Histary

Figure 9.3 — Synergy SIS Folder
Figure 9.2 — Synergy SIS Folder Expanded

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the

P Attendance = Student Programs

b Az P Repors
P Course P Setup
P Course History
b Discipline alll childhood Assessments
h ..
: E::S‘plm Ineident .{5“ Childhood Program Paricipation
P Grade Book u English Language Leamners
P Grading =
P Health é Free and Reduced Meals
P Locker 5
P ass Scheduling :_ Mass Update Student Programs
b parent & Special Ed Student Services
P cuery
P Schedule ' Student GATE
b Staft i
b Student &a Student Needs
P Student Programs %&. Student Program Summary
Figure 9.4 — Student Programs Folder Figure 9.5 — Student Programs Folder Expanded

4. Click on the Student Needs screen, and the screen appears in the content pane on
the right-side of the screen.

i
/' student Meeds
Figure 9.6 — Student Needs Screen Icon
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5. 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.

}iope Higil School

E po‘ t Year.2011-2012
bdlj s:nco|| DEM UserAdmin User

Show active and inggs

L @ QuickLaunch Ly Lock | Sign Out | Support | Help
Figure 9.7 — Checking Current Focus

6. Find the student for which to enter the needs & programs using either the Scroll or

Find method.
‘s @ ouickLaunc T,
b ESD y Q) (») | 54
P Synergy SE Iﬂ =l 2a)
© synergy sTs | Student Needs
:i:e"dame Student Name:  School: Status: RoomMName:  VerboseAge:

Figure 9.8 — Student Needs Screen

7. Once the student has been located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

pen] | @ @@ | 855 (Cee Do |

Figure 9.9 — Edit Button

The current mode is listed in the top right-hand corner under Form Status.

e Ye YO U
Figure 9.10 — Current Form Status

8. Select the student’s need from the Needs drop-down box, and click the Add New
Need/Service button.

Student Needs

Student Mame: Abbott, Billy C. School Hope High School  Status: Active Room Name: 231 Verbosedge: 24 yrs 0 mths

Needs | MMeeds Transactions

Last Mame First Name Middle Mame  Perm D Grade Birth Date
|Abbott |Billy ic (205453 12 v |05/131985
@
MNeeds
| v | Add Mew Meed/Program |
Needs Show Detail | (J

74 | Line|Need Description Program Code Enter Date Exit Date Exit Reason Recensing Sch CTDS

Figure 9.11 — Student Needs Screen, Adding
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9. The Student Program Add screen pops-up. Select the program in which the student
will be participating from the Program Code drop-down box.

Save Program | E
Student Program Add. USA AZ

_ Add Program |
Program (%]

Frogram Code Enter Date Exit Date Exit Reason
502009 [

<

Receiving Sch CTDS
123456000

Figure 9.12 — Student Program Add Screen

10. Enter the date the student will begin participating the program in the Enter Date
box. The date should be entered in the format M/D/YY or may be selected by
clicking the Calendar k¥ button. By default it enters today’s date.

11. By default the CTD code of the current district in focus in Synergy SIS is entered in
the Receiving Sch CTDS box. If this student’s programs are funded by another
district enter the CTD code for that district in the Receiving Sch CTDS box.

., Reference: The CTD code is assigned to the district by the state of

N Arizona. For instructions on how to look up the CTD code of a district,

@ see the Before Starting section in Chapter 1 of the Synergy SIS — State
of Arizona Data Reporting Administrator Guide.

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

HOMELESS NEED

If the student’s need is Homeless, it is also required to select the student’s primary
nighttime residence. To add this to the student’s record:

1. Once the Homeless need has been entered, click on the Show Detail button.

Student Needs («
Student Name: Abbott, Billy C. school: Hope High School  Status: Active Room Name:  VerboseAge: 17 yrs 3 mths
L Needsl MNeeds Transactions
Last Name First Name: Middle Name  Perm ID Grade Birth Date
|Abbott |Billy lc |205483 12 v |05/13/1992
Add Program )
Needs
£ Add New Need/Program |
—
Needs (| Show Detail ‘)
iy
¥ | | | | |
[ Homeless 21st Century program 09/05/2008 123456000

Figure 9.13 — Student Needs Screen
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2. Select the student’s residence from the Nighttime Residence drop-down list. This
field only appears on the detailed screen if Homeless is selected as the need.

Student Needs

Student Name: Abbott, Billy C. School Hope High School Status: Active RoomName:  VerboseAge: 17 yrs 3 mths

Needs | MNeeds Transactions
Last Name First Name Middle Name Perm ID Grade Birth Date
|Abbott [Billy c 905483 12 ~ |05/1311992
Add Program P
Needs

Needs Hide Detail | Q)
Program Code: 21
[ Homeless | Detail |

History T
. | | | | |
a 09/05/2008 v | 123456000 { |Sheltered v

Figure 9.14 — Student Needs Screen, Detailed Screen

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

HOMEBOUND

A homebound or hospitalized student is one who is capable of profiting from academic
instruction but is unable to attend school due to illness, disease, accident, or other health
conditions, who has been examined by a competent medical doctor and is certified by that
doctor as being unable to attend regular classes for a period of not less than three school
months or a pupil who is capable of profiting from academic instruction but is unable to
attend school regularly due to chronic or acute health problems, who has been examined
by a competent medical doctor and who is certified by that doctor as being unable to attend
regular classes for intermittent periods of time totaling three school months during a school
year. The medical certification shall state the general medical condition, such as illness,
disease or chronic health condition that is the reason that the pupil is unable to attend
school.

Homebound or hospitalized categories can include students who are unable to attend
school for a period of less than three months due to a pregnancy if a competent medical
doctor, after an examination, certifies that the student is unable to attend regular classes
due to risk to the pregnancy or to the student's health. (A.R.S. § 15-901(B)(13))

To maintain homebound status the following requirements must be met:
e The student must be enrolled in the school the student would otherwise attend

o The student must be receiving at least 240 minutes of instruction per week (A.R.S. 8
15-901(A)(2)(b)(iii)) and (A)(6)(f)

o A certified teacher must be providing the instruction

Homebound and hospitalized students must report attendance by minutes attended. For
homebound and hospitalized students, a full week of attendance may be counted for each
week in which the student receives at least four hours of instruction.
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To report a student as homebound in Synergy SIS, do not enter a need in the Student
Needs screen. Instead, the student is flagged as homebound on the Enroliment tab of the
Student screen, and the needs transaction is automatically generated and sent to the state.
To mark a student as homebound:

1. Go to the Student screen, found under Synergy SIS > Student, and click on the
Enrollment tab.

Student [«

Student Name: Abbott, Billy €. Schook: Hope High School Homercom:  Teacher:

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

Last Name First Name Middle Name Suffix Perm ID Grade Gender

[Abbott [Billy Jc | [o05483 12 v Male v

Enrollment Information (&]
SAIS ID Enter Date Enter Code Leave Date Leave Code ADA/ADM

0001341311 |08/08/2011 E1 b 3 >

Enrollment Actiyi (6]
Last Activity Daje EffectiveDate

08/08/2011 09/15/2011

Grade revious Grade ode FTE Tuition Payer Code District Of Residence Instructional Sefting

12 v 100 | |Eligible for state funding v 200 - b

Program Code Special Enrollment Code Special Program Code Access 504, Homebound

01 b v ~1 o ie2

Came From Moved To

| |
EnrUser1 Enr User 2 Enr User 3
| |

EnrUserDD 4 EnrUserDDS5 EnrUser DD &
- v -

Figure 9.15 — Student Screen, Enrollment Tab, Homebound Student

2. Check the box labeled Homebound, and enter the date the student first became
homebound in the Effective Date box. Dates must be entered in MM/DD/YY format
or they can be selected by clicking on the Calendar & button.

3. Click the Save button at the top of the screen.

When the student returns to the classroom, the homebound designation must be removed.
To mark a student as returned from homebound status:

1. Go to the Student screen, found under Synergy SIS > Student, and click on the
Enrollment tab.

Student [«
Student Name: Abbott, Billy C. School Hope High School Homercom:  Teacher:
Demographics | Parent/Guardian | Other Info | Emergency | Enrollment | Enrolment History = Classes = Documents Student Contact Log
Last Name First Name Middle Name  Suffix Perm ID Grade Gender
|Abbott |Billy c | |a0s453 12 v||Male v
Enroliment Information (@]
SAIS ID Enter Date Enter Code Leave Date Leave Code ADAJADM
0001341311 |08/08/2011 E1 v ¥ b
Enrollment Activity (]
Last Activity Daifg EffectiveDate
09/0172011 EW (09/15/2011
Grade Previous Grade Ext Code FTE Tuition Payer Code District Of Residence Instructional Setting
12 b 100 | Eligible for state funding ~ + |123455000 he b
Program Code Special Enroliment Code Special Program Code Access 504 0 d
01 v v w |1
Came From Moved To
EnrUser1 Enr User 2 Enr User 3
EnrUser DD 4 EnrUserDD 5 Enr User DD 6

hd hd b

Figure 9.16 — Student Screen, Enrollment Tab, Returning Student
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2. Uncheck the box labeled Homebound, and enter the date the student returned to
school in the Effective Date box. Dates must ke entered in MM/DD/YY format or
they can be selected by clicking on the Calendar — button.

3. Click the Save button at the top of the screen.

In addition to flagging the student as homebound, the minutes of instruction the student
receives must be documented and sent to the state. To record the minutes of instruction

received:

1. Go to the Daily Attendance screen, found under Synergy SIS > Attendance, and
find the student using the Scroll buttons or Find mode.

2. Click on the Daily Entry tab.

Daily Attendance

Last Name First Name

Student Name: Abbott, Billy C. Scheol Hope High School Status: Active Homeroom:

Calendar _Days of Activity  Totals History  Daily Entry |_Attendance Letters

Middle Name  Suffix

Grade Gender

Abbott [Billy c

12 v Male v~

Date
09/0872011 Go To Date | Go To Current Date ‘

Attendance Reasons

Reason 1
v

Attendance Minutes

Arrive Time  Depart Time

Total Minutes Attended

Attendance Note

Attendance Note [B5] @

=

- |

Figure 9.17 — Daily Attendance Screen, Daily Entry Tab

3. Enter the total minutes of instruction received in the Total Minutes Attended box.

4. Click the Save button at the top of the screen.

Even if the school takes period attendance, the minutes of instruction for the day should be

recorded in the Daily Attendance screen.

WITHDRAWING FROM A PROGRAM

When a student is no longer participating in a program, the exit date and reason must be

recorded in the Student Needs screen.

iﬁb

Administrator Guide.

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

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.

Edupoint

Hope High School
Year:2011-2012
User:Admin User

Show active and inactive

Lock | Sign “ut | Support | Help
| —

a,

Figre 9.18 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

Tvue JEB o
P ESD L

i
) Synergy SE ll]l'vlenuv @ @ @ 22
w7 Synergy SIS H Student NeedS

E (GI Quick Launch

Find Undo

P Attendance

e Student Name: School: Status: RoomMName: VerboseAge:

Figure 9.19 — Student Needs Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @ @@ | SHCex Do |

Figure 9.20 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

]| @ DD | 5 ea | v |
Figure 9.21 — Current Form Status

4. Click on the Show Detail button in the Student Needs screen.

Student Needs
Student Mame: Abbott, Billy €. School Hope High School  Stabus: Active  Room Mame: 23 VerhosefAge: 24yrs 0 mihs
Nggdsl Meeds Transactions
Last Mame First Mame Micdle Name  Perm 1D Grade Birth Date
[abbott [Billy C o05483 12 v |05/131985
Add Program Q)
Needs
‘ v| Add New Meed{Program | A
Needs Show Detail

= [Need De : Program Code er Date Date Reaso D
Homeless 21st Century program 09/05/2008 123456000

Figure 9.22 — Student Needs Screen, Show Detail button
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5. Select the need/program line to withdraw by clicking on it on the left-hand side of
the screen.

Student Needs

Student Name: Abbott, Billy €. Schocl Hope High School Status: Active RoomName:  VerboseAge: 17 yrs 3 mths

Meeds | Meeds Transactions
Last Name First Name Middle Name Perm ID Grade Birth Date
[Abbott Billy Ic 905483 12 ¥ |05/13/1992
Add Program (%]
Needs

Needs Hide Detail | (@
Program Code: 21

||l Homeless || Detail |

History add O
% [l T | |
=1 [0av0s12008 o 123456000 | Sheltered v

Figure 9.23 — Student Needs, Detailed Screen

6. Enter the date the student withdrew in the Exit Date box. The date should be
entered in the format M/D/YY or may be selected by clicking the Calendar k¥ button.

Select the reason the student withdrew from the Exit Reason drop-down box.
Click the Save button at the top of the screen.

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

end of the year using the End of School Year code. A quick way to do

12 this is using the Mass Update Student Programs screen. For more
' information about this screen, see Chapter 10 in this guide.

RE-ENROLLING IN A PROGRAM

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

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

1. 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.

Ed = t Hope High School
Year:2011-2012

u P0| n U:';:Admin User

[ P sencol District

Show active and inactivey

-~ @ quickLaunch L Lock | $i7n Out | Support | Pap
~————

2. Find the student’s records using either the Scroll or Find method.

1 i Quick Launch Lo
: Efn[;rgy = l (« Q) (> 5;7} Find Undo
< synergy sIs Student Needs
P Attendance

| Student Name: School: Status: RoomMName: VerboseAge:
Figure 9.25 — Student Needs Screen

b ar

3. Once the student’s records are located, change to Update mode by clicking the Edit
button at the top of the screen. If the button is not available, Update mode is
already turned on.

o] [ (D @ B [ 55(Ceee D v |

Figure 9.26 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

)| @D | 5] e | e
Figure 9.27 — Current Form Status

4. Click on the Show Detail button in the Student Needs screen.

Student Needs
Student Name: Abbott, Billy C. School: Hope High School  Status: Active  Room Name: 231 Verbosedge: 24yrs 0 mths
Needs | IMeeds Transactions
Last hame First Mame Middle Mame  Perm ID Grade Birth Date
[Abbott [Billy Ic 05483 12 v 051301985
Add Program (@]
Meeds

v|  Addnewnesdfrogram | P
Needs Show Detail | (),
&|Need De : Program Code er Dale Date p— D
Homeless 21st Century program 09/05/2008 123456000

Figure 9.28 — Student Needs Screen, Show Detail button
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5. Click on the need/program line on the left-hand side of the
enroll the student.

screen in which to re-

Student Needs

[«

Needs | Meeds Transactions

Stucient Name: Abbott, Billy C. School Hope High School  Status: Active  Room Name: 231 VerbossAge: 24yrs 0 mths

Last Name First Name Middle Mame Perm ID Grade Birth Date
[abbott [Billy Ic [e05483 12 v D5/13/1985
Add Program (&
MNeeds
w Add New Need/Program
MNeeds Hide Detail | ("]
: 1 ragram Code: 21
[ Homeless l
Detail |
History [ aod @
X | | |
I ngms00e [ 05282009 E-End of school year v || 123455000
Figure 9.29 — Student Needs, Detailed Screen
6. Click the Add button in the Detail section.
Student Needs («
Student Narne: Abbott, Billy €. Schook Hope High School  Sialus: Active Room Mame: 231 Yerboseige: 24yrs 0 mths
Needs | [Veeds Transactiong
Last Mame First Mame Middle Name Perm ID Grade Birth Date
[abbott [Billy e [an54a3 12 v |os131985
Add Program Q)
Meeds
v Add New Meed/Program
Needs | Hide Detall ‘O
Program Code: 21
Homeless
Detail | ya N\
History \ ‘ Add |@
x | | .
I 09/05/2008 0572972009 5-End of schaol year | 123456000

Figure 9.30 — Student Needs, Detailed Screen, Add button

7. In the blank line that appears, edit the Enter Date so that it
enrollment date. By default it enters today’s date. The date

reflects the student’s
should be entered in

the format M/D/YY or it may be selected by clicking the Calendar E¥ button.

Student Needs

Student Mame: Abbett, Billy €. Schoot Hope High School  Stelus: Active  Room Neme: 231 Werbossdge: 24yrs 0 mihs

Needs | Needs Transactions

Last Wame First Mame Middle Mame  Perm D Grade Eirth Date
|Abbott |Billy Jc |s05483 12 ¥ 05131985
Add Program (&
MNeeds
. Add Mew MeedProgram
Needs Hide Detail | (@
|Prugram Code: 21
I [Homeless
Detail |
History [ & @
X | | |
I 03,/05,/2005 [2l 05/28/2009 5-End of schoal year | 123456000
~ sa07009 [ v

Figure 9.31 — Student Needs, Detailed Screen, Adding Enrollment

8. Enter the CTD code of the district in the Receiving Sch CTDS box.

9. Click the Save button at the top of the screen to save the new enrollment.
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10. If the student receives multiple programs, they must be re-enrolled in each program
by repeating the steps above.

SCREENING NEEDS TRANSACTIONS

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

1. Find the student’s records using either the Scroll or Find method.

b ESD (D@D | 55| Fnd || und
) e e | QD) | 55| _rFnd | vno |
w Synergy SIS Student Needs
:’::endame vStudent Name: School Status: RoomMName: VerboseAge:

Figure 9.32 — Student Needs Screen
2. Click the Needs Transactions tab of the Student Needs screen.

Student Needs

Student Name: Abbeott, Billy C. Schook Hope High School  Status: Active  Room Mame: 23 Werbosefge: 24yrs 0 mths

Meeds  Meeds Transactions |
Last Mame First Name Widdle Mame  Perm ID Grade Birth Date

Jabbott [Bily e Joosas3 12 v |05/13f1985
7 Auto Generate

Transaction Detail

213t .
07/01/2008 Homeless  |Century 09f05f20[l8 06/05/2009 123456000 ;EESDTlgh

program

LEGEND
Bolded Text: Calculated Walugs
Highlighted Row: Indicates an Errar condition

Figure 9.33 — Needs Transactions tab of the Student Needs Screen

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

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

Transactions listed here may not have been uploaded to the state yet. This screen shows
all transactions, not just those uploaded. Which records have been uploaded depends on a
number of factors, including the error status of the transactions, the date of the last
submission, and if Synergy SIS has been setup to automatically create the transactions.
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DELETING NEEDS & PROGRAMS RECORDS

To completely remove a need/program record:

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.

Hope High School

Edupoint et |
‘ o SChool District Shﬁmmand inactive

Ty Lock | Siy™ Out | Support | He'y
~———

Fiure 9.34 — Checking Current Focus
2. Find the student’s records using either the Scroll or Find method.

Tvue J B A Q '
b ESD ‘@@@ ::;j Find | Undo
D Synergy SE 2
w Synergy SIS Student Needs
:’::e"da"ce Student Name:  Schook  Status: RoomMName: VerboseAge:

Figure 9.35 — Student Needs Screen

3. Once the student’s records have been located, change to Update mode by clicking
the Edit button at the top of the screen. If the button is not available, Update mode
is already turned on.

]| @@ | (e Do |

Figure 9.36 — Edit Button

The current mode is indicated in the top right-hand corner of the screen where it
says Form Status.

prrae]| @@ @ | 65 e ] v

Figure 9.37 — Current Form Status

4. Click on the Show Detail button on the Needs tab of the Student Needs screen.

Student Needs
Student Mame: Abbott, Billy C. Schoot Hope High School  Status: Active  Room Mame: 231 VerhozeAge: 24 yrs 0 mthe
Needs | Meeds Transactions
Last Mame First Mame Middle Name  Perm ID Grade Birth Date
|mbbott [Billy Ic [an5483 12 v |05/1341985
Add Program O|
MNeeds
| v | Add New Need/Program |
Needs Show Detail

ed De 0 Program Code er Date Date Reaso
Homeless 21st Century program 0S/05/2008 123456000

Figure 9.38 — Student Needs Screen, Show Detail Button
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5. Click on the need/program line on the left-hand side of the screen that needs to be
deleted.

Student Needs («

Student Name: Abbott, Billy C. Schoot Hope High School  Status: Active  Room Name: 231 Verbosedge: 24yrs 0 mths

Needs | Meeds Transactions

Last Mame First Name Middle Mame  Perm ID Grade Birth Date
[Anbott [ilty 2 [p05483 12 v |osnznees
Add Program @
Needs
E¥ Add New Need/Program
Heeds Hide Detail | Q)
: rogram Code: 21
[ [ |Homeless L
etail |
History [ Al O
x | | | |
I 09/05/2008 05/29/2009 B-End of schaol year v | 123456000

Figure 9.39 — Student Needs, Detailed Screen

6. Click on the X column of all enrollment records in the detailed area on the right.

Student Needs («

Student Name: Abbott, Billy €. Schook Hope High School  Status: Active  Room Name: 231 Verbosedge: 24y1s 0 mths

Needs | Meeds Transactions

Last Mame First Mame Middle Mame  Perm ID Grade Birth Date
[Abbott [Billy jc Js05483 12 ¥ |05/13/1985
Add Program &)
Needs
- Add Mew Need/Program
Needs Hide Detail |O
Program Code: 21
| Homeless
Detail |
listgry [ _Add [
x | | | |
u 09/05/2008 05/29/2009 E-End of school year v | 123456000

Figure 9.40 — Student Needs, Detailed Screen

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

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

- e L
veruv] | (D DD | &35 |
I+iewe Audit Detail For Student Needs|
Figure 9.41 — Student Needs Screen, Menu Options

The option available under the Menu button is:

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

Audit Trail History [«

Properties [ show Detail | Q)
\ [ \

||| Student HomelLanguage Update 01 0o Wilson, Rob | 12/08/2008 08:20:02

|7 Student MailAddressGU Update <Link> <Link> Wilson, Rol 11/24/2008 15.45.41

|| - Student HomeAddressGU Update “Link> <Link> Wilson, Rolb | 11/12/2008 23:24:31

[ 4 GridCode Update 7A1B 741B Wilson, Rob | 11/12/2008 23:24:31

|l FiStudent HomeAddressGU Update <Link> <Link> Wilson, Rol | 11/12/2008 23.24.22

| B GridCode Update 741B 741B Wilson, Rob - 11/12/2008 23:24:22

|| Student HomeAddressGU Update <Link> <Link Wilson, Rob | 10/22/2008 08:17:43

| 8 GridCode Update 7418 741B Wilson, Rob | 10/22/2008 08:17.43

|| - Student GridCode Update 741B 741B Wilson, Rob10/22/2008 08:17:36

[ 10| HomeAddressGU Update <Link> <Link> Wilson, Rob10/22/2008 08:17:36

|| || Student MailAddressGu Update =Link> <Link> Wilson, Rob | 10/15/2008 16:49:31

|| " Student GridCode Update 7a1B 741B Wilson, Rob 06/03/2008 21:40:50

| 13] HomeAddressGU Update <Link> <Link> Wilson, Roh  06/03/2008 21.40:50

|| [ Student MailAddressGu Update “Link> <Link> Wilson, Rob 06/03/2008 21:40:50

|| IStudent MailAddressGu Update <Links> <Links Wilson, Rob 06/03/2008 21:39:56

|l [E Student HomeAddressGU Update <Link> <Link> Wilson, Rol | 06/03/2008 21.39.86

[ 17 GridCode Update 741B 741B Wilson, Rob | 06/03/2008 21:39:56

|| " Student MailAddressGU Update <Link> <Link> Wilson, Rob 06/03/2008 21:37:57

Il Student HomeAddressGU Update <Link> <Link> Wilson, Rob  06/03/2008 21:37.67
GridCode Update 99599 99999 Wilson, Rob 06/03/2008 21:37:57

Figure 9.42 — Audit Trail History for Student Needs

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

o] | (@ @ B () _eax |1 |

Figure 9.43 — Print Button

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

| @D ,‘;‘j| save | Undo A\ Form Status: Ready (Update Mode) | 2 %%
Student Needs

Student Name: Abbott, Billy C. School: Hope High School Status: Active Room Name: 231 VerboseAge: 24 yrs 0 mths

__Needs | Needs Transactions

Last Name First Name Middle Name Perm ID Grade Birth Date
[Abbott [Bity lc [o05483 12 ~ Da/13/1985
Add Program Q)
Needs

v Add New Need/Program
Needs Snhow Detail |
% | Line| Need Description | Program Gode | Enter Date | Exit Date | Exit Reason | Receiving Sch CTDS |
| T | 1Homeless 21st Century program  09/05/2008 123456000

Figure 9.44 — Printed Student Needs Screen
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Chapter Ten:
WORKING WITH ALL STUDENT
PROGRAMS

In this chapter, the following topics are covered:
» How to run a mass update of student programs
» How to screen a summary of all student programs
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How TO MAss UPDATE STUDENT PROGRAMS

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

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

Figure 10.1 — Synergy SIS Navigation Tree

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

E] [ @ oquickLaunch T, =7 Synergy SIS
Defaut || b £sD P Attendance

(4|l b Synergy SE D AZ

8 SIS

et P Course

P Course History

Figure 10.3 — Synergy SIS Folder
Figure 10.2 — Synergy SIS Folder Expanded

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance 7 Student Programs

ez P Reports

P Course

P Course Histary b Setup

P Discipline .

b Discipline Incident j!h Childhood Assessments

b Fees g;“ Childhood Program Paricipation
P Grade Book

b Grading u English Language Learners

P Health =

P Locker = ad Dochco ol hioo

P Mass Scheduling

“7 Mass Update Student Programs

P Parent

b Query " -

S Bt &% Special Ed Student Services
b Staff . Student GATE

P Student 3

b Student Pragrams ﬁ_ﬂ Student Meeds

Figure 10.4 — Student Programs Folder %E i P S

Figure 10.5 — Student Programs Folder Expanded

4. Click on the Mass Update Student Programs screen and the screen appears in
the content pane on the right-side of the screen.
R
=0 Mass Update Student Programs
Figure 10.6 — Mass Update Student Programs Screen Icon
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5. Select whether to Close (enter the exit dates) or Open (remove the exit dates) for
the selected programs from the Action drop-down list. The exit date that will be

entered for each program is the last valid school day for the school in which the
student is enrolled.

Update Programs
Mass Update Student Programs

Organization Name: Hope High Schoel School Year: 2009-2010

ACtion
Close b

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

Childhood Programs |_Enclish Language Leamers  Free & Reduced Meals  Student GATE | Student Needs = Special Ed Meeds
I~ Include in Process

Figure 10.7 — Mass Update Student Programs Screen

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

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

Childhood Programs English L L | Free & Reduced Meals |~ Student GATE | Student Needs | Special Ed Needs

™ Include in Process ELL Exit Reason

v

Figure 10.8 — Mass Update Student Programs Screen, English Language Learners Tab

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

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

| Childhood Programs ~ English Language Leamers | Free & Reduced Mealsl Student GATE | Student Needs | Special Ed Meeds
||— Include in Process

Figure 10.9 — Mass Update Student Programs Screen, Free & Reduced Meals Tab

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

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

w

Filter (&
Grade Filter

CrsC Kk Co1 oz
FosCoalCos ITos
ozl oslrogs 10
11 1z ri1z+

Figure 10.10 — Mass Update Student Programs Screen, Student GATE Tab

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

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

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

| Childhood Programs = English Language Learners | Free & Reduced Meals = Student GATE | Student Nggdsl Special Ed Needs
I Include in Process MNeeds Exit Reason

A

Figure 10.11 — Mass Update Student Programs Screen, Student Needs Tab
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14. Select the exit reason to be entered for the Student Needs records from the Needs
Exit Reason drop-down list.

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

Update Programs
Mass Update Student Programs

Organization Mame: Hope High School =School vear: 2009-2010

Action
Close v

Programs in the 2008-2010 school year will be closed. The last valid school day based on the students school of record will be used
as the exit date for the program.

Childhood Programs _ English Language Leamers ~ Free & Reduced Meals  Student GATE ~ Student Needs  Special Ed Heeds
[T Include in Process Special Ed Bt Reason

¥

Figure 10.12 — Mass Update Student Programs Screen, Special Ed Needs Tab

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

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

STUDENT PROGRAMS SUMMARY

The Student Programs Summary screen lists the transactions that have been generated for
a student for all student programs. To access the Student Programs Summary screen:

1. Open the Synergy SIS Navigation Tree by clicking on the Tree button at the top of
the screen.

Figure 10.13 — Synergy SIS Navigation Tree

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

. ‘ 7 Synergy SIS
Defaut__ || b £s0 P Attendance

m 4|l b Synergy SE > AZ

(i P Course

P Course History

g Figure 10.15 — Synergy SIS Folder
Figure 10.14 — Synergy SIS Folder Expanded
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3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the

blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance = Student Programs

b Az

P Course b Reports

P Course Histary P Setup

P Discipline .

b Disciplin Incident [!b Childhood Assessments

P Fees & < Childhood Program Paticipation
P Grade Book

b Grading u English Language Leamers

P Health 2

P Locker é Free and Reduced Meals

P Mass Scheduling oy

B Parent " Mass Update Student Programs
P Query i . :

e — & Special Ed Student Services

L i + Student GATE

P Student n

P Student Programs fi bloood

Figure 10.16 — Student Programs
Folder

by Student Pragram Summary
Figure 10.17 — Student Programs Folder
Expanded

Click on the Student Program Summary screen and the screen appears in the
content pane on the right-side of the screen.

n'_-H
%& Student Program Summarny
Figure 10.18 — Student Program Summary Screen Icon

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.

A Hope High School
Ed up("nt Vear 2012012
‘ 7 School District User:Admin User
Show active and inac
L Lock | Sign Out | Support | Help

Figure 10.19 — Checking Current Focus

Find the student for which to enter the needs & programs using either the Scroll or
Find method.

I \@ \CD (= l ;;7} /A Form Status: Ready (Upciste Made) | & ﬁ
Student Program Summary
Student Name: Abbott, Billy C. Schoot Hope High School  Ststus: Active Room Name:  Age: 17 yrs 11 mths

Figure 10.20 — Student Program Summary Screen
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7. The Student Program Summary displays all student program transactions that have
been uploaded to the state for the student. This includes the transactions for
Childhood Program Participation, English Language Learners, Free and Reduced
Meals, Special Ed Student Transactions, Student Needs, and Student GATE.

Student Program Summary
Student Name: Abbott, Billy C. Schoal Hope High School  Status: Active Room Mame:  Age: 17 yrs 11 mths

Student Prog |
Last Name First Name Middle Mame  Perm D Grade Gender  Birth Date

[Aobott [Billy Jc Jans4a3 12 v [Male v 05/131992
lAuto Generate Needs As Of Date
F = Go To Date ‘

Childhood Program Participation Transaction Detail
e art Date [Progra Date Date [CTDS [Fa ome [LivelnHousehold [Mothe a athe atus [Organizatio

o=@

English Language Learners Transaction Detail

Structured or Sheltered English
Immersion

Hearing
Impairment

1\ 07/m1/2009

Student Needs Transaction Detail

@
i i . . ¢ Program - ,_ "
Line|Fiscal Year Start Date Need Code Enter Date Exit Date Exit Reason  |Recening School CTDS School Error
@

Student Gate Transaction Detail

Line Enter Dat G3te | ate Grade [Exit Dat S Suipor,14%8
ine [Enter Date ate Grade |Exit Date
Code Reason|[Test[Fs  [Partial Screen MC Test Comment

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

Figure 10.21 — Student Program Summary Screen
8. By default, the screen displays all of the transactions that have been created for the
school in focus, and all transactions for the year up to the current date. To list the
transactions uploaded up through a previous date (removing all transactions from
the screen that were uploaded after that date), enter the new date in the As Of Date
box in MM/DD/YY format. The date can also be selected by clicking on the
Calendar [ button. Then click on the Go To Date button to change the screen.

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

In this chapter, the following topics are covered:
» What are the available SAIS & Student Programs reports
» How to customize the reports before printing
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AVAILABLE REPORTS

The available reports for SAIS and Student Programs are found in four locations. Three of
these locations are under the AZ folder, and one under the Student Programs folder. Under
the AZ folder, the reports can be found in the Attendance Info folder, The Programs Info
Folder, and the SAIS folder. Under the Student Programs folder, the reports are found
under the Reports folder.

Report Folders

AZ > Attendance Info > Reports
AZ > Programs Info > Reports
AZ > SAIS > Reports
Student Programs > Reports

There are also four types of reports available — individual, list, summary and extract.
Individual reports print out information about a single student per page, but can be printed
for multiple students at one time. List reports generate lists of multiple students, generally
one student’s information per line. Summary reports summarize student data into statistics
and numbers. Extracts pull information out into a data file that can be used in another
program.

ATTENDANCE INFO REPORTS

The Attendance Info reports summarize the attendance information that is reported to the
state. These reports are similar to the ADMS72 reports from the SAIS system, and
summarize the school and district ADM and ADA. The available reports are:

e ADMA475 — Average Daily Membership

¢ ADM®601 — Cumulative ADM/Absence Rate Report
¢ ADM®602 — Student Count Report

o ADMG640 — Current Year ADM

e ADMG675 — Average Daily Membership Summary

To access the Attendance Info reports:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
:@m ke

b Geness Good mOrning.

F

Figure 11.1 — Synergy SIS Nz@ation Tree
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2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

7 Synergy SIS
D Attendance
P Course

P Course History
Figure 11.3 — Synergy SIS Folder

Expanded
3. Under the Synergy SIS folder, open the AZ folder by clicking on the blue triangle

pointing right, next to the word AZ. Once clicked, the triangle turns green and points
downward.

Figure 11.2 — Synergy SIS Folder

b Attendance P Attendance

b Az P Attenidance Info
P Course P Discipline Incident
P Course History B Program Infa

Figure 11.4 — AZ Folder B SAIS
Figure 11.5 — AZ Folder Expanded

4. Under the AZ folder, open the Attendance Info folder by clicking on the blue
triangle pointing right, next to the words Attendance Info. Once clicked, the triangle
turns green and points downward.

P Atendance l' Attendance

- AL
Ir T Attendance Info

Attendance Info b Reports
P Discipline Incident b Discipling Incident
B Program Info b Program Info
=T =
Figure 11.6 — Attendance Info Folder Figure 11.7 — Attendance Info Folder Expanded

5. Under the Attendance Info folder, open the Reports folder by clicking on the blue

triangle pointing right, next to the word Reports. Once clicked, the triangle turns
green and points downward.

P Attendance

= AL
AL Attendance Inf
-
= Aftendance Info ENOENCE o
) B = Reports
P Discipline Incident P Extracts
P Prograrm Info b List
b sals b S
Figure 11.8 — Reports Folder ummary

Figure 11.9 — Reports Folder Expanded
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1. To access the Extracts reports, click on the blue triangle next to the word Extracts. .
To access the List reports, click on the blue triangle next to the word List. To
access the Summary reports, click on the blue triangle next to the word Summary.

T AL
- '&'z 7 Aftendance Info
= Reports
= Attendance Info = Edacts
- REpDr‘tS a EXTE00- JTED Atendance Exract
2
E}{tractﬁ ADMATSE - Average Daily Membership
q = Summary
List —
ADMBO1 - Cumulative ADM/Absence Rate Report
Summan{ ADMBOZ - Student Count Report
Figure 11.10 — List & Summary Folders ADME40 - Current Year ADM

ADMBTS - Average Daily Membership Summary
Figure 11.11 —List & Summary Folders Expanded

2. Click on the name of the report to open the report and select the options to be
used in printing the report.

3. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the

printer.

., Reference: This chapter covers only the customizations specific to

~ each of the reports used in the State of Arizona Data Reporting, and the
additional options available on the other tabs are explained in the

manual titled Synergy SIS — Query & Reporting Guide.
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EXT800 — JTED Attendance Extract

The JTED Attendance Extract report generates a file for upload for all students with JTED
attendance & demographics. It also prints a PDF report with student contact information.

Phone

Fax:

Stugent Name: o Frone: Date:

Date O Sl Home Address:

Student M.

A |G Graan Cumerd Frogrn T Soacal Amading S

Pimury Larguags - Dafn Calamined e Largangs - Bala Bzlamiaed

PFarestiduandian

[T Tiame Ptara e Tz Prars

2agrws et Prara e Frr—
Emegmney Frae Drasgmay Prore

Fage 11

Figure 11.12 — JTED Attendance Extract

For more information about configuring and extracting JTED data, please see the Synergy
SIS — State of Arizona Data Reporting Administrator Guide.

Report Interface [«

Name: JTED Attendance EXtract Number EXTB00 Page Orientation: Portrait

Oplionsl Sort / Qutput = Conditions = Selection = Advanced
JTED CTDS Number

Leave Date Option Details
™ Use Section Leave Dale

By Default the extract will calculate the leave date based on the rules defined in the JTED docume ntation. Those rules are as
follows:

1. Use first day of following term for students expected to complete current term

—This is the first valid school day following the term

2. Use the day after last day of school for students expected o complete final term

--This would be the first day afier the school calendar

3. For students who exit their JTED ADM course in the middle of a term, use the first school day after their last JTED ADM day in that course.
—This is the first valid school day following the class leave date

If this option is selected then the Leave Date used in GENESIS will be used.

Figure 11.13 — JTED Attendance Extract, Report Interface
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ADMA475 — Average Daily Membership

The ADMA475 reports lists each student by school and grade, and summarizes the number
of member days, absence days, ADM for each student, the Adjusted ADM for each student,
and the ADA.

upoj, i
AuPOin, Hope High School Vesr  2008-2009
m : Average Daily Membership Report: ADM47S
Schoal District
100th Day Report
School Name: Hope High School Report Start Date: 100280
Report End Date:  02/D5
School Code: 273 Spon B be
Grade: 12 Register Code: oooo Tuition Payer Code: 1
State Student Membersnip Membership Adjusted
Numiber Mame 15 Number  Start C End Lc FTE Homebound MbrDays AbsDays ADM ADM DA
0001283166 Hancock, Sandra J. 73379 1110472008 El 27s N 4500 0,00 aTs 075 0TS
[O19350184 Kalar, Joyee L. 128038 11/24/2003 E11 025 N 1050 0o 018 [ o1e
0001215186 Knudsen, Alan D. B7E209 1100772008 El 251 N 3000 0.0 00 0.s0 [:E-1)
CO01306114 {Ramirez, JanetD.) 83051 11/15/2003 =] i 025 N 475 0o oos (1K) 08
0001253597 WVakdez, Kathrn G. 211038 1112472008 R1 251 N 2100 0.0 035 0.3 03s
0001259597 Vaidez, Kathnyn G. 911038 11/25/2003 R1 121972008 028 M 1050 0.00 013 0ig o1g
Register Totals: 12175 0.00 204 204 24
School Totals: 18225 0.00 a a2 a2
Frinted by Aomin User a 05202002 2223 AM Edupaint School Destrict Page3 ol 3

Figure 11.14 - ADM475 — Average Daily Membership Report

Note: When the ADMA475 report is run, it also automatically runs the
ADMG675 report, the Average Daily Membership Summary. While the
ADMG675 report does not automatically pop-up on screen with the
ADMA475 report, it can be accessed from the Job Queue screen.
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Options that can be selected when printing the ADM475 report are:

Report Interface [«

Mame: Average Daily Membership Mumber: ADM475  Page Orientation: Landscape

Op(iunsl Sort / Qutput  Conditions | Selection | Advanced
Report Range (6] Advanced Q)

Report Period I~ Do Mot Show Homebaund
v

Tuition Payer Code List
Report Start Date Report End Date ¥ Eligiale for state funding I™ Ineligible for state funding

I Non-special education students in
residential treatment centers

I™ Foreign exchange student

Grade Range )
I JTED#Mon-Resident Charter

(concurrent)
District of Residence

v |- v

Leaving District of Resigence blank means no filtering will be done based on
District of Residence. A valid entry is a 9 digit number (including the 000 at the
end). Example - 123456000
Ahsence Definition Q)
Feason Type 1 Reason Type 2 Reason Type 3 Reason Type 4

A A - A

Apsence Reasons )

" Other Cliness I~ Suspension T Exc Tardy
I~ Bussspend ™ Unverified ™ Couns/admi I Excused
T waived [ Tardy ™ Unexcused T Activity

Figure 11.15 - ADM475 — Average Daily Membership, Report Interface

e Date Range — to select the dates to be included in the report, either select one of
the pre-configured ranges available in the Report Period drop-down or create a
custom range using the Report Start Date and Report End Date boxes. The dates
should be entered in the format M/D/YY or may be selected by clicking the Calendar
button. The ranges available in the Report Period drop-down are: 40™ Day,
100" Date, and Year-to-Date. Select Custom to use the dates entered in the start
and end date fields.

o Grade Range — select the range of grades to be included in the report.

e Tuition Payer Code — check off the tuition payer codes that should be included in
the report. For a valid ADMS72 report comparison, check the Eligible for state
funding box and the JTED/Non-Resident Charter box.

e Homebound — if homebound students should not be include in the report, check the
box labeled Do Not Show Homebound.

e District of Residence — to filter the students by the district of residence listed in
their enrollment record, enter the district of residence to display in this field.

o Absence Reasons — either select the categories of absences from the Reason
Type drop-downs, or check off individual absences reasons. To check or uncheck

all absence reasons, use the (e boxes. The blank box un-checks all boxes,
and the checked box checks all boxes. If the purpose of the report is to compare it
against the ADMS72 report from the state, select Unverified, Excused, and
Unexcused from the Reason Type drop-downs as this will mirror the information
collected at the state.
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ADM601 — Cumulative ADM/Absence Rate Report

The ADMG601 report lists all schools and summarizes their ADM and Absence Rate for Day
1, Day 20, Day 40, Day 60, Day 80 and Day 100.

upoj i
'eAuUPOin, _ Hope High School Vear 200B-2009
. F.1 " Cumulative ADM/Absence Rate Report Report: ADMB01
il 05/30/2009
Day 1 Day 20 Day 60 Day 80
SCHOOL ADM ADM ABSENCE ADM ABSENCE|  ADM ABSENCE
RATE RATE RATE
Hope High Schaal 0.00 17.30 0.00% 16,82 0.00% 1245 0.00% 19.42 0.00% 15,60 0.00%
02-12 0.00 17.30 0.00% 16.82 0.00% 12.45 0.00% 10.48 0.00% 15,60 0.00%
Total District 0.00 17.30 0.00% 1662 0.00% 19.45 0.00% 19.48 0.00% 1560 0.00%
Frinted by Agmin User at D3300200% 2252 AM Edupoint Schoal District Page ol 1

Figure 11.16 - ADM601 — Cumulative ADM/Absence Rate Report

The only option available for this report is to filter it by the district of residence listed in the
student’s enroliment record. If blank, all students are included. Otherwise, only students
with the district of residence entered are included.

Report Interface

Name: Cumulative ADM/Absence Rate Report nhumber: ADMB01  Page Orientation: Landscape

| Optionsl Sort / Output | Conditions | Selection | Advanced
District of Residence

Figure 11.17 - ADM601 — Cumulative ADM/Absence Rate, Report interface
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ADM602 — Student Count Report

The ADM602 report summarizes the number of active students, the gain & loss for the date

range, and the absence rate by grade and by school.

! “Pﬂin'
=1»!|:Earr-“-

Hope High Schaool
Student Count Report

Hope High School

08/08/2008-0529/2009

saglion | Aciive Hugeni Paricd ADcance
arads Esollone | Lverage Count Galn Loce Hat Fats
e £ o.og [ 2 2 a 0.00%
10 0 o.og 4 1083 1087 2 0.00%
11 o oo 2 87 BEE 1 Coo%
12 [ [=X] 7 &30 Ern E] 0.00%
[Total L] Q.00 13 Za08 2B0Z B 0%
Edupoint School District
Student Count Summary
05/08/2008-0529/2009
Aodlve Hudent Aaricd Abcance
Sahool Count Galn LOEE Hat Rats
Hope High Schooi 13 2808 2802 Cl 0.00%
[Total 13 2808 2807 8 000%

ot By Acimis Ut ot AOST000 4 41 40

Baupoint Sceosi Dzl

Page 12t

Figure 11.18 - ADM602 — Student Count Report
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The ADM640 may be customized with the following options:

¥ Include in Attendance I~ Include in Attendance - No Scan Sheet
™ Exclude from Attendance

Report Interface («
Name: Student Count Report nNumber ADMB02 Fage Orientation: Portrait
| Oplionsl Sort / Output |~ Conditions  Selection = Advanced
Report Range (]
Report Start Date Report End Date
Section Filter (%]
Bell Period Exclude Attendance e3[4

Exclude From State Reporting [Ty

[T Nol Yes

Figure 11.19 - ADM602 — Student Count, Report Interface
Enter the Report Start Date and the Report End Date in the format M/D/YY or

select them by clicking the Calendar button to only count the students enrolled

during a specific timeframe.

To only count students attending classes in a specific period, select the period from
the Bell Period drop-down list.

To only include students enrolled in sections marked as excluded or include in

attendance, check the options to include from the Exclude Attendance section.

To only include students enrolled in sections that are either excluded or included in

state reporting, select the section status in the Exclude From State Reporting

section.
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ADMG640 — Current Year ADM

The ADM640 report shows the average daily membership and average daily attendance
numbers by grade for the district.

dupoin, Hope High School Year 2010-2011
- Current Year ADM -
al Report: ADMB40
School Name: Hope High School
School Code: 273
Average Daily Membership Average Daily Attendance
YTD Period01 Period 02 YTD Pericd Period 02 Abs %
[ 0.6532 00000 0283 06532 00000 @ 0.3833 0.0000
10 1,047, 1.061. 1,044, 1,022 1,002 1,083 1.2150
1757 8500 8333 4054 3500 7000
1 870.3874 B77.0500 9681233 BST 4055 EI2EI50 8572667 14812
12 8245046 B27.1250 8233167 8114550 7720000 2123833 15935
Totals
KG:
01 -08:
Total Elem:
School 2742, 2766, 2736 2703 2,507, 2703 14511
2103 2250 8667 0000 1750 7333
Printed by Admin User 3t DDE2011 10225 PM Eoupaint School District Paga1of1

Figure 11.20 — ADM640 — Current Year ADM Report
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The ADM640 may be customized with the following options:

Report Interface
Mame: Current Year ADM number: ADME40  Page Oriertation: Portrait
| Opti | Sort / Output | Conditions |~ Selection | Advanced
Group hox ]
Custom Feport Start Date Custom Report End Date
09/08/2008 05/29/2009
Absence Definition ]

Reason Type 1 Reason Type  Reason Type 3 Reason Type 4
Urwerified | |Unexcused v | |Excused b b

Absence Reasons el

™ Suspension I Exc Tardy T waived I Unverified
[ Bussspend I Unexcused [ Tardy [ Activity
™ Counséadmi ™ Other " Excused 7 liness

Figure 11.21 - ADM640 — Current Year ADM, Report Interface

Date Range - Select a custom date range to be used for the report. Enter the
Report Start Date and the Report End Date in the format M/D/YY or select them by

clicking the Calendar [ button.

Absence Reasons — either select the categories of absences from the Reason
Type drop-downs, or check off individual absences reasons. To check or uncheck
all absence reasons, use the e boxes. The blank box un-checks all boxes,
and the checked box checks all boxes. If the purpose of the report is to compare it
against the ADMS72 report from the state, select Unverified, Excused, and
Unexcused from the Reason Type drop-downs as this will mirror the information

collected at the state.
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ADMG675 — Average Daily Membership Summary

The ADMG675 report is identical to the ADM475 report except it presents the information
summarized by grade, track and school instead of listing every student. It lists the total
number of member days, absence days, the ADM Total, the Adjusted ADM Total and the
ADA Total.

LauDDin, Hope High School Yoar 0062000
_,| Average Daily Membership Summary  Ropot ADMSTS
Echaz] Dised
100th Day Report
School Name: Hope High School Reporn Start Date: 1202852002
- Report End Date:  O20S2005

School Code: 273 p—
Regleier Mbr Daye  &bs Daye ADM Tolal ADM Tobal A0S Tobal
Gradec @
S000m:A o 0.od o.ca oo oo
Grads Totale: o 0.od o.ca oo oo
Gradec 10
100031 TOLED 0.od 1.47 147 147
Grads Totale: TOLED 0.od 1.47 147 147
Oradec 11
11:00031 o 0.od o.ca oo oo
Grads Totale: o 0.od o.ca oo oo
Gradec 12
100031 121.78 0.od v} o 204
Grads Totale: 121.78 0.od v} o 204
Sohcol Tolale: 18226 0.00 M fy 22
Pinted By Adreils Used o (AONTO00 5 07 AM Edupoinl Scsoal Daticl Paga 2el2

Figure 11.22 - ADM675 — Average Daily Membership Summary Report

Note: When the ADM675 report is run, it also automatically runs the
ADMA475 report, the Average Daily Membership Summary. While the
ADMA475 report does not automatically pop-up on screen with the
ADMG675 report, it can be accessed from the Job Queue screen.
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Options that can be selected when printing the ADM475 report are:

Report Interface
Name: Average Daily Membership Summary humber. ADM6?S  Page Crientation: Portrait
| Oplionsl Sort / Output ~ Conditions | Selection | Advanced
Report Range (@] Advanced (@]

Report Period

100th Day |+ Tuition Payer Code List
Report Start Date Report End Date ¥ Eligible for state funding ™ Ineligible for state funding
¥ hon-special education students in

I~ Do Mot Show Homebaund

Grade Fange

v - v

v
(A FOAEIER SEEFER SR o retimant aemiars

¥ JTED/Mon-Resident Charter
[Concurrent)

[~ Show Summary (ADMATS)
District of Residence

Leaving District of Residence blank means no filtering will be done based on
District of Residence. A walid entry is a 9 digit number {including the 000 at the
end). Example - 123456000

Absence Definition

Q

Reason Type 1 Reason Type 2 Reason Type 3 Reason Type 4
Unwerified ~ | |Excused ~ | |Unexcused ¥ | |Positive b

[Absence Reasons[ e

™ Other I" liness I~ Suspension I Exc Tardy
I™ Bussspend T Unverified I Counssadmi I Excused
I waved T Tardy ™ Unexcused T Activity

Figure 11.23 - ADM675 — Average Daily Membership Summary, Reportinterface

Date Range — to select the dates to be included in the report, either select one of
the pre-configured ranges available in the Report Period drop-down or create a
custom range using the Report Start Date and Report End Date boxes. The dates
should be entered in the format M/D/YY or may be selected by clicking the Calendar
button. The ranges available in the Report Period drop-down are: 40" Day,
100" Date, and Year-to-Date. Select Custom to use the dates entered in the start
and end date fields.

Grade Range — select the range of grades to be included in the report.

Tuition Payer Code — check off the tuition payer codes that should be included in
the report. For a valid ADMS72 report comparison, check the Eligible for state
funding box and the JTED/Non-Resident Charter box.

Homebound - if homebound students should not be include in the report, check the
box labeled Do Not Show Homebound.

District of Residence — to filter the students by the district of residence listed in
their enrollment record, enter the district of residence to display in this field.

Absence Reasons — either select the categories of absences from the Reason
Type drop-downs, or check off individual absences reasons. To check or uncheck

all absence reasons, use the el poxes. The blank box un-checks all boxes,
and the checked box checks all boxes. If the purpose of the report is to compare it
against the ADMS72 report from the state, select Unverified, Excused, and
Unexcused from the Reason Type drop-downs as this will mirror the information
collected at the state.
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AZ SAFE EXTRACT

Starting in FY2009, the state of Arizona implemented the AZ Safe program to track student
disciplinary incidents. The data needed for upload to the AZ Safe program is entered
through the Discipline Incident screens, and the setup for these screens is outlined in the
Synergy SIS — Discipline and Conference Administrator Guide. Once the data has been
captured, it is uploaded by extracting a file from Synergy SIS and uploading the file through
the AZ Safe web interface. To create the extract file for uploading:

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

[T T i Quick Launch

R r

Figure 11.24 — Synergy SIS Navigation Tree

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

E] [ @ aquickLaunch T, 7 Synergy SIS
Defaut || b £sp P Attendance
T‘T [l b Synergy SE D AT

s SIS
| o P Course

P Course History
Figure 11.26 — Synergy SIS Folder
Figure 11.25 — Synergy SIS Folder Expanded

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

downward.
b Attendance b Attsndance
b ar = a7
B Course B Attendance Info

[ Discipline Incident
P Program Info

b suis
Figure 11.28 — AZ Folder Expanded

B Course Histary
Figure 11.27 — AZ Folder
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4. Under the AZ folder, open the Discipline Incident folder by clicking on the blue
triangle pointing right, next to the words Discipline Incident. Once clicked, the
triangle turns green and points downward.

P Attendance b Attendance
- AT T AL
b Attendance Info B Attendance Info

. . = Discipline Incident
P Discipline Incident &
B Program Info g A7 Safe Extract
b sals P Program Info

. == . b sals
Figure 11.29 — Discipline Incident Folder Figure 11.30 - Discipline Incident Folder Expanded

5. Click on the AZ Safe Extract program icon.

v
@. AL Safe Exract
Figure 11.31 — AZ Safe Extract Program Icon

6. The AZ Safe Extract screen displays.
et
AZ Safe Extract

Options |

Submission Options D
Fiscal Year Submission Type Student ID Type

— r 3

I Use Access 504 from Student Enroliment instead of Student Need Programs.

Disposition Handling (®]
Disposition Days Calculation

“

" Update Calculated Days in Database
I~ Split Disposition Days Evenly Over All Associated Violations

Defaults (]
Student Default Disposition Other Person Default Disposition  Victim Default Disposition

- » -

Figure 11.32 — AZ Safe Extract Screen

Enter the Fiscal Year for the file to be generated as a 4-digit year such as 2010.

Select whether to include All Data or Mandatory Data Only from the Submission
Type drop-down list.

9. Select whether to identify students using their Person ID or their SAIS ID from the
Student ID Type. The Person ID is a randomly generated ID only used for the AZ
Safe Extract.

10. To use the Access 504 drop-down on the Enrollment tab of the Student screen to
flag students as SPED instead of their service participation in the Special Ed
Student Services screen, check this box. If the drop-down is blank, the student will
not be flagged. Any other value will flag the student.

11. To calculate the disposition days, select an option from the Disposition Days
Calculation drop-down. It can either only Calculate Missing, or Recalculate All.
By default, no calculation is done.

12. If calculating the disposition days, check the Update Calculated Days in Database
to also enter the calculated days in the disposition records.
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13. If calculating the disposition days, check Split Disposition Days Evenly Over All
Associated Violations to assign the days equally amongst all the violations

associated with the disposition.

14. If a disposition was not assigned to a discipline incident, a default disposition can be
assigned. Select the Student Default Disposition, Other Person Default

Disposition, and Victim Default Disposition from the drop-down lists.
dispositions not requiring additional information are available for selection.

15. Click the Get XML button at the top of the screen to generate the extract.

Only

16. The Job Result screen displays the two files that are generated by the extract. The

AZ Safe Extract Log is the file that can be uploaded to the AZ Safe website.

Click

on the icon in the Result column and then save the file that opens up as a text file.

Close Farm Status: Ready ‘E
Job Result
Results |
Joh Detail QD

== Joh ID Description
e |[Az_sAFE_EXTI [AZ Safe Extract Log

NOTE: [F this winciaw J5 closed, you can review the resulis in the visw, Joh Queue Viewer,

Jobh Result Files - Click icon to open the result file (& ]

E= AZ Gafe Extract Log

E: AZ Safe Extract Errors

Figure 11.33 — Job Result Screen

17. The AZ Safe Extract Errors file lists the errors that occurred when creating the file.
Click on the icon in the Result column to see the list of errors. Look for the word
ERROR in the file to see what errors occurred and correct the errors before

regenerating the extract.

- «AZSafeErrors TransactionType="ReplaceAll" SubmissionCption="ALLWUQID" dat=="2010-04-
23T20:29:25.20" ownerCTDS="123456000" schoolCTDS="123456273" FiscalYear="2010">
- <incident SMSIncidentID="2">
<incdate=2009-10-10</incdate:
<inctime>19:15:00</inctimes
<refdate=2009-10-10</refdate=
<reffname=David=/reffname=
<reflnamez=Jones</reflname=
<location_other=Football field</location_others
<gangrelated=0</gangrelated:
<haterelated=0</haterelated=
- «person SMSPersonlD="200900000000000002"=
<persontypex2</persontypes
<rolexl</role=
<disabledE04=0</disabledE04=
zgender=M</genders
«doh>1992-07-16</dob
<frname=albert</fname=
<lnamexadams</name=
<mname=Robert</mname:=
<reltoschool>15</reltoschool>
<injurysustained=0</injurysustained>
<injuryserig D /injuryseriouss
- <vi0|a ate Code is missing for violation id '2'." SMSYiolationID="2">
cprimaryemanonind=0</primaryviolationind=
< fvinlationz

</persanz
Figure 11.34 — AZ Safe Extract Errors File
When staff are entering the discipline incident information, these are the common errors
that should be avoided:
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1.

3.

4.

When selecting a violation code (discipline code), staff must select at least two
levels for the discipline code. For example, they can’t select just the Other Violation
of School Policies option. They must also select one of the discipline codes
underneath that category such as Disruption.

Every violation should have an associated disposition.

When adding a disposition, the selected disposition code must be at least two
levels. For example, they can't just select Removal. They must also select one of
the disposition codes under that category such as Expulsion without Service.

When selecting an “other” discipline or disposition code, a description should be
entered in the additional text box.

Common errors that display in the error log are:

XML is not valid “Data at the root level is invalid. Line1, position1.” — to fix this,
be sure to save the extract file as a text document.

ERROR= “State Code is missing for violation id x” — either the Report to State
option or the State Code is missing in the discipline code listed in the incident. Go
to the District Discipline Code Setup screen, found under Synergy SIS > Discipline
Incident > Setup, and correct the missing data.

ERROR= “No dispositions associated with violation” — either the Offender or
Victim does not have a disposition assigned, or the disposition code selected does
not have an assigned state code, or the disposition code was not marked as Report
to State. For the first problem, make sure staff assign a disposition to all incidents.
For the other issues, go to the District Disposition Code Setup screen, found under
Synergy SIS > Discipline Incident > Setup, and correct the missing data.

ERROR= “No reportable dispositions found for violation id x” — either the
disposition code selected does not have an assigned state code, or the disposition
code was not marked as Report to State. Go to the District Disposition Code Setup
screen, found under Synergy SIS > Discipline Incident > Setup, and correct the
missing data.

For instructions on how to upload the file to AZ Safe, please see the AZ Safe
Implementation Manual at:

http://www.ade.az.qgov/sa/health/AZSafelmplementManual.asp

Once data has been uploaded for the district, the reports in the AZ Safe online system can
be run for the district. Note that some of these reports require the student’s SAIS ID, so if
the upload used the Person ID option these reports cannot be run.

The discipline incidents included in the upload are any incidents with either a discipline or
disposition code marked as Report to State, or any incident that is marked as involving an

injury.
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PROGRAM INFO REPORTS

The Program Info Reports list students who are participating in the various programs. The
reports available are:

PGM401 — Need List

PGM402 — Free and Reduced Meals List
PGM403 — ELL List

PGM404 — ELL Assessment List

PGM405 — Early Childhood List

PGM406 — Early Childhood Assessment List
PGM407 — Special Education List

PGM413 — ELL by Class

PGM414 — ELL Assessment by Class

To access the available reports:

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

n | b Genemes Gead marmng,
a I
ot wh ﬂﬂ;mﬂmﬂntl
- m r
Figure 11.35 — Synergy SIS Navigation Tree

2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to

the word Synergy SIS. Once clicked, the triangle turns green and points downward.

] [} @ oquickLaunch L 7 Synergy SIS
Defautt__|{ b €sD P Attendance
il D Synergy SE P AZ
3 b Synergy SIS b Sollfce
P Course History

Figure 11.37 — Synergy SIS Folder
Figure 11.36 — Synergy SIS Folder Expanded

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

b Attendance b Attendance

b Az - A7

P Course b Attendance Infa

P Course History b Discipline Incident

Figure 11.38 — AZ Folder b Program Info
b saIS

Figure 11.39 — AZ Folder Expanded

Under the AZ folder, open the Program Info folder by clicking on the blue triangle
pointing right, next to the words Program Info. Once clicked, the triangle turns
green and points downward.
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b Attendance P Attendance

-
- AT Az
b sttendance Info

P Attendance Info P Discipline Incident
P Discipline Incident = Program Info

P Frogram Infa P Reports

b sAlS RRCAL

Figure 11.40 — Program Info Folder Figure 11.41 — Program Info Folder Expanded

5. Under the Program Info folder, open the Reports folder by clicking on the blue
triangle pointing right, next to the word Reports. Once clicked, the triangle turns
green and points downward.

P Attendance - A7

= A7
b Attsndance Info P Attendance Info
P Discipline Incident B Discipline Incident
= Prograrn Info = Program Info

P Reparts
b SAIS T Repors
Figure 11.42 — Reports Folder B List

Figure 11.43 — Reports Folder Expanded
6. To access the List reports, click on the blue triangle next to the word List.

= Program Info

- .I':'l.z = Reports
b Attendance Info M=
L ; PGMAD - Need List
b Discipline Incident PGM402 - Free and Reduced Meals List
= Program Info PGM403 - ELL List
= REFJDH:S PGM404 - ELL Assessment List
) PGM405 - Eatly Childhood List
b List PGM406 - Early Childhood Assessment List
Figure 11.44 — List Folder PGM407 - Special Education List

PGM413 - ELL by Class

FPGHM414 - ELL Assessment by Class

Figure 11.45 —List Folder Expanded

7. Click on the name of the report to open the report and select the options to be
used in printing the report.

8. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the
printer.

Reference: This chapter covers only the customizations specific to
= each of the reports used in the State of Arizona Data Reporting, and the
additional options available on the other tabs are explained in the
manual titled Synergy SIS — Query & Reporting Guide.
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PGM401 — Need List

The PGMA401 reports lists all students listed under the Student Needs screen, with the

program they are using and their enter and exit dates.

Hope High School

Year: 2008-2009

eaUPOin s

Need List Report: PGM401
| SehoolName: - Hope High School Meed:  Homeless
Service Type Student Name Grade SAISID 515 Number Service Entry Service Exit Exit Reason
21st Century program Abbot:, Boy C. 12 0001341311 205483 057282008  DEMS/2002

Group Total: 1

Frinted by Aomin User a1 03202002 512 AM Edupoint School Dustrct

Fage 1o 2

Figure 11.46 - PGM401 — Need List Report

Prior to printing, select the Grade range to display, and check off which Needs will be
included in the report. To check or uncheck all needs, use the il poxes. The blank

box un-checks all boxes, and the checked box checks all boxes.

Report Interface

Mame: Need List number: PGM401  Page Crientstion: Landscape

¥ Language Arts (verbal) Giftedness M Math

| Opti | Sort/ Output  Conditions | Selection | Advanced
Filter Report D
Grade
W - b
Meed [ Te
IV Delinguent ¥ Evacuee ¥ Homehound
¥ Homeless W Immigrant W Language Arts (reading and/or writing)

¥ tigrant Education
W Non-verbal Reasoning Gittedness

¥ Meglected W Mo Meed
IV Other Academic Services V¥ Quantitative (Math) Gittedness ¥ Refugee
¥ Science ¥ Social Studies V¥ Unaccompanied Youth

Figure 11.47 - PGM401 — Need List, Report Interface
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PGM402 — Free and Reduced Meals List

The PGM402 report lists all students who have patrticipated in the Free and Reduced Meals

program this school year.

Hope High School

Free and Reduced Meals List Report: PEM4D2

AUPROip,
Lol

Year: 2008-2009

FRMCode:  NCLE Indicator 2 (2)

SchoolMame:  Hope High School

Grade  Student Name SAISID 515 Number Service Entry Service Exit
12 Abbots, B0y C. 0001341311 205433 DE08/2008 08/05/2000
Group Total: i

Report Total: 1

Printesd by Admin User at 0S/30/200% 5:12 AM Edupeint School Distrct

Page 1ol {

Figure 11.48 - PGM402 — Free and Reduced Meals List Report

Prior to printing, select the Grade range to display, and check off which

Codes will be

included in the report. To check or uncheck all codes, use the e boxes. The blank

box un-checks all boxes, and the checked box checks all boxes.

Report Interface

MName: Free and Reduced Meals List ntumber: PGM402  Page Orientation: Landscape

| Options | _Sort £ Output | Conditions  Selection  Advanced

Filter Report Q
Grade

=} ~-112 '

Free/Reduced Meal Codes [ e
I NCLE Indicator 1 M NCLE Indicator 2

Figure 11.49 - PGM402 — Free and Reduced Meals List, Report Interface
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PGM403 - ELL List

The PGM403 reports lists all students who have participated in the ELL program this school

year.

' aUPOin; Hope High_ School Vear 20082008
» FI . ELL List Report: PGM403
hool DIsTE

School Name:  Hope High School

Grade Student Mame SAIS 1D 515 Mumber Need Service Entry Service Exit Withdrawal Reason
1 Acevedo, Andrew 0001218156 886630 Structured or Sheltered English Imn 08/{0272008 05202008 Withdrawn from school
12 Abbott, By C. 0001341311 905463 Struciured or Sheltered English Imn 02/08/2008  0520/20089  Withdrawn from school
Group Total: 2

Report Total: 2

Frinked by Azmin User & [330/2008 3112 AM Edupoint School Distrct Page1al

Figure 11.50 - PGM403 — ELL List Report

Prior to printing, select the Grade range to display, and check off which Needs/Programs
will be included in the report. To check or uncheck all codes, use the e boxes. The
blank box un-checks all boxes, and the checked box checks all boxes.

Report Interface

Mame: ELL List nNumber: PGM303  Page Crientation: Landscape

| Options | Sort/ Output | Conditions | Selection | Advanced

Filter Report (&
Grade

09 -1z b

eed e

I Structured or Sheltered English Immersion M Bilingual/Dual Language with Waiver 1 B Bilingual/Dual Language with Waiver 2

¥ BilingualfDual Language with Waiver 3 ¥ tainstream I Individual Language Learner Plan (ILLP)

Figure 11.51 - PGM403 — ELL List, Report Interface
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PGM404 — ELL Assessment List

The PGM404 report lists all ELL assessments recorded this school year.

e dUPOin, Hope High School Vesr 20082009
m ELL Assessment List Report: PGM404
S<hoal Districh
| School Name: - Hope High School
Grd  Student Name SAIS ID 515 Number  Test Date  Owerall Overall Result Type Score Prof Level
12 Abbott, By C. 0001241311 DD54E2 1V18/2008 38 ELL After Re-classification (ELLAR]}  Writing 25 Basic
Reading 34 Intermediate
Oral 43 Proficient
Group Total: 1
Report Total: 1
Frinted by Aomin User & 032302005 5112 AM Edupoin? School District Page 1af1

Figure 11.52 - PGM404 — ELL Assessment List Report

This report can be filtered by Grade range prior to printing.

Report Interface

Mame: ELL Assessment List number: PGM404  Page Orientation; Landscape

| Optiunsl Sort/ Output | Conditions ~ Selection | Advanced
Filter Report &)
Grade

W - b

Figure 11.53 - PGM404 — ELL Assessment List, Report Interface
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PGMA405 - Early Childhood List

The PGMA405 reports lists all students who have participated in the Early Childhood
Program this school year.

eduPOing Pinnacle Pre-School Ve 20082009
o m " Early Childhood List Report: PGM40S
Chowol Di st

| SchoolMame:  Pinnacle Pre-School

Father Mother

Emp Emp Family Livesin
Grd  Student Name SAIS ID 515 Number Service Entry Service Exit Status Status Income House Program CTDS

P35 Ramada, Keith BETODIZ 05182000 D528/2008 [1 Eoth 122458000
Group Total: 1

Frinted by Aomin User & (3302005 512 AM Edupoint Schaol Disirct

Fage 1012

Figure 11.54 - PGM405 — Early Childhood List Report

Prior to printing, select the Grade range to display, and check off which Programs will be

included in the report. To check or uncheck all codes, use the 219 poxes. The blank
box un-checks all boxes, and the checked box checks all boxes.

Marme: Early Childhood List Humber: PGM405  Page Criertation: Landscape

_Optionsl Sort / Output | Conditions | Selection | Advanced
Filter Report

Grade

P3S |- PS5 v

ProgramCode e

¥ Early Childhood Block Grant W State Family Literacy M Title | Even Start
¥ Migrant Education Even Start

Figure 11.55 - PGM405 — Early Childhood List, Report Interface
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PGM406 — Early Childhood Assessment List

The PGM406 report lists all early childhood assessments recorded this school year.

Edupoint Hope Childhood Center _ Year 2007-2008
w Early Childhood Assessment List Report: PGM406
| School Name:  Hope Childhood Center
Assessment Test Scores

Student Name SAISID SIS Number  Assessment Type Test Date 1.2 3 4 5 6 7 8 9 10 11 12]
Villegaso, Joseann N 2771000320 61200105 Creative Curriculum Development  12/04/2007 7 9 8 10 & 10 14 6 8 12
Vin, Paulette 288480020 700040008  Creative Curriculum Development 12/06/2007 8 10 & 10 & 10 16 6 12 14
Walkerman, Zaran 254780058 61210006 Creative Curriculum Development  12/04/2007 8 10 8 0 6 10 16 6 13 15
‘Washington, Connie 274500003 6128000303 éreative Curriculum Development  12/03/2007 7 9 8 8 6 6 9 4 10 8
Whittman, Kari 2750006 61291003 Creatlve Curriculum Development  12/03/2007 7 10 7 ] S5 8 8 3 a M
Yanp, Heather 2884004 700039003 Creatlve Curriculum Development  12/06/2007 8 10 9 16 8 g 19 13 13
Yassa, Mohammed 2670006 61200086 Creative Curriculum Development  12/06/2007 5 10 8 [ 5 6 12 5 11 10
Zabara, Harold 288490008 7001101010 Creative Curriculum Development  12/06/2007 6 10 8 1 7 10 16 6 11 16
Zammba, Alan E. 288480006 700140009 éreativa Curriculum Development  12/03/2007 7 10 8 10 5 9 16 B 12 13
Zapopatos, Josh A 275313003 6128002020 Creative Curriculum Development 12/06/2007 6 10 8 8 5 8 14 8 11 9
Zepeb, Roger 2884800255 700140030  Creative Curriculum Development  12/06/2007 8 10 10 13 & 10 17 6 12 14
Group Total: 408
Report Total: 408
Printed by Admin User at 03/06/2008 11:13 AM Hope School District Page 14 of 14

Figure 11.56 — PGM406 Early Childhood Assessment List Report

This report can be filtered by Grade range prior to printing.

Report Interface [«

Mame: Early Childhood Assessment List number: PGM406  Page Orientation: Landscape

| Options |_Sort / Output  Conditions |~ Selection  Advanced

Filter Report @
Grade

PS5 v - K v

Figure 11.57 - PGM406 — Early Childhood Assessment List, Report Interface
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PGMA407 — Special Education List

The PGMA407 report lists all students who have participated in special education this school
year.

e aUPOin; Hope High School Vesr: 20082009
5 Special Education List Report: PGM407
Schoal pistric
| school Mame: - Hope High School |
Fed
Srvc  Service Service Prim.
Grd Student Name SAISID 515 Number Gen Meed Type Entry Exit Withdrawal Reason  DOR CTDS DOR Start DOREnd  MNeed
12 Abboti, Billy C. 000134131005483 M H A 10/30°2008 08/05/2000 123456000 DEAO2/2008 DEDS2N08 [
Group Total: 1
Report Total: 1
Printed by Azmin User at 05202002 5:12 AM Edupoint Schaol District Pagetaf1

Figure 11.58 - PGM407 — Special Education List Report

Prior to printing, select the Grade range to display, and check off which Needs will be

included in the report. To check or uncheck all codes, use the (et boxes. The blank
box un-checks all boxes, and the checked box checks all boxes.

Report Interface

Mame: Special Education List Humber: PGM40F  Page Crientation: Landscape

Optionsl Sort / Output  Conditions | Selection  Advanced

Filter Report ]
Grade

09 v|-12 v

Meed [ el

¥ Autism ¥ Ermotional Disahility ¥ Emaotional Disahility (private school)

IV Hearing Impairment IV Wil Mental Retardation IV tdoderate Mental Retardation

¥ hultiple Disabilities ¥ hultiple Disabilities - Severe Sensory Impairment ¥ Orthopedic Impairment

¥ Other Health Impairment ¥ Preschool - Moderate Delay ¥ Preschool - Severe Delay

IV Preschool - Speech/Language Delay M Severe Mental Retardation IV Specific Learning Disahility

¥ SpeechiLanguage Impairment W Traumatic Brain Injury I visual Impairment

Figure 11.59 - PGM407 — Special Education List, Report Interface
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PGM413 — ELL by Class

The PGMA413 report prints a separate page for each class section, and on each class page
lists the students from that class who are participating in the ELL program.

Uupoj, i
d I"Il ng Hope High School Vesr  2010.2011
- ELL by Class -
o i y Report: PGM413
| School Name: Hope High School Section ID: 0258 Teacher Name: Gardner, David
Program Pgm Participation Program Program
Grd Gen Student Name Perm ID SAIS ID  Entry Date Code Status Exit Reason Exit Date SPED
12 M Abbott, Billy C. OD3482 0001341311 O0BMD&2011 0 New End of school year 0572412012

Section Total: 1

Program Code Legend: A - Structured or Sheltered English Immersion [SET), B1 - SIINQUaVDLE] Language with Walver 1,
E2 - Blingua/Cual Language with Waler 2, B3 - Bllngual/Dual Languags with Walver 3, M - Malnstream

Printed by Admin User a1 0062011 1029 PM Edupaint School District Page2of 11

Figure 11.60 - PGM413 — ELL by Class Report
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Options for this report include:

Section ID — enter a range of section
ID to only print the report for certain
sections

Grade — select the grade range to
display on the report.

Period — select the range of class
periods to display.

Teacher — to print the report for a
single teacher, select the name of
the teacher from the drop-down list.

Entry Date — enter a date to only
print the report for students who
entered on a specific date. The date
should be entered in the format
M/D/YY or may be selected by
clicking the Calendar [ button.

Exit Date Range — select a range of
dates when students exited the
program to customize the date range
for the report. Enter the dates in the
format M/D/YY or select by clicking
the Calendar [ button.

ELL Programs to Display — select
Most Recent to only show to latest
ELL program entry, or select All ELL
Programs.

Participation Status — select New
to display students who are in the Ell

program for the 1% time, or
Continuing to display returning
students.

Need — check off which needs to
display. To check or uncheck all
codes, use the Hi®El poxes. The
blank box un-checks all boxes, and
the checked box checks all boxes.

Report Interface

Name: ELL by Class Number: PGM413 Page Orientation: Landscape

I Optionsl Sort / Qutput  Conditions

Selection

Advanced

Schedule Info

Q@

Section ID
| -|

Grade

Period

Teacher

Program Info

Entry Date
Exit Date Range

7

Exit Reason e
I~ Reclassified as FEP by Reassessment
I~ Withdrawn from school

I~ withdrawn by parent request

[~ Program ended

™ Transferred to a different program

" End of school year

[” Reclassified due to IEP team decision

ELL Programs to Display
Most Recent b

Participation Status

Need [ Jje
™ O - Structured English Immersion
™ 1 - Alternate Course of Study

I 3 - Mainstream (Parental Request)
" 4 - Other Instructional Setting

[T 5 - Two Way Immersion

™ X - Exit Program

" 2 - Mainstream (Students Meeting Criteria)

Display Options

[~ Show District in Header

[~ Show Period Filter in Header
[+ Show Program Code Legend
[~ Hide Exited Students

Figure 11.61 - PGM413 — ELL by Class, Report Interface

Show District in Header — check this box to display the name of the district at the

top of the report.

Show Period Filter in Header — check this box to list the periods included

Show Program Code Legend — check this box to show a legend explaining the

program codes

Hide Exited Students — check here to not display students exited from the program

Copyright© 2012 Edupoint Educational Systems, LLC
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PGM414 — ELL Assessment by Class

The PGMA413 report prints a separate page for each class section, and on each class page
lists the students from that class who have taken the ELL assessment this school year.

Hope High School Vear  2008.2009
ELL Assessment by Class Report: PGM414
| Sehool Mame:  Hope High School Section ID: (258 Teacher Name: Gardner, David

Owerall  Owerall Pro Result Test Prof
Grd Gen  student Name SAIS ID SIS Number Test Date Score  Level Code TestType  Score Level

12 M Abbott, Billy C. 0001341311 003483 10M18/2008 38 Intermediate £ Oral 43 P

Reading 34 |

Werting 23 B

Section Total:

Rezult Code Legend:
1-Mew, 2-Continuing, 3-Reciassied FEP, 4-Inital FEP, S-ELL after reclassiNcation, s-Conlinuing FER, 7-ELL
Printed by Acmin User 3 DS2002008 5113 AM Edupoin? School Distct Page 10710

Figure 11.62 - PGM414 — ELL Assessment by Class Report
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Options for this report include: Report Interface

Name: ELL Assessment by Class Nunmber: PGM414  Page Orientation: Landscape

e Section ID - enter a range of
SeC'[IOI‘l ID to Only print the I‘eport fOI’ _Optionsl Sort / Output  Conditions ~ Selection = Advanced

K . Schedule Info (&
certain sections Secion 1D
e Grade — select the grade range to ! |
display on the report. gede -

e Period — select the range of class |Period

periods to display. Il M
Teacher
e Teacher — to print the report for a 3
single teacher, select the name of |cender
the teacher from the drop-down list. A
Program Info (&
o (_Sender — select Male or Female to T
filter the report by gender. v
o Proficiency Level — select the |/==¢5Raa -

overall proficiency level attained on
the test to display.

Result Code <_>
[~ New English Language Learner

. _ ™ Continuing ELL
° Tests to Dlsplay select Most ™ Reclassified Fluent English Proficient

Recent to only show to latest ELL |~ il Fiuent English Proficient

assessment, or select All Tests. I~ ELL After Re-classification
™ Continuing FEP

e Result Code - select the = =

isplay Options (&)
assessment result codes to be [ =gownsuictn Header
included in the report. To check or |~ o .. perioa Fitter in Header
uncheck all codes, use the Hied
boxes. The blank box un-checks all
boxes, and the checked box checks
all boxes.

[+ Show Result Code Legend

Figure 11.63 - PGM413 — ELL Assessment by Class, Report
Interface

¢ Show District in Header — check this box to display the name of the district at the top
of the report.

e Show Period Filter in Header — check this box to list the periods included

¢ Show Result Code Legend — check this box to show a legend explaining the result
codes
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SAIS REPORTS

The SAIS Reports are very useful in troubleshooting errors that occurred during the SAIS
submission process. The available reports are:

e SAIS-01 — Transaction Creation and Data Validation
e SAIS-02 — Transaction Status
e STUS500.AZ — Student Transactions

To access the reports:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.
A

Figure 11.64 — Synergy SIS Navigation Tree

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

B [ @ quickLaunch T, ¥ Synergy SIS
Default b ESD
b Synergy SE b Attendance
D Synergy SIS > AZ
P Course
Figure 11.65 — Synergy SIS Folder P Course History
Figure 11.66 — Synergy SIS Folder
Expanded

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

downward.
P Aftendance b Attendance
b Az - A7
P Course P Attendance Info

P Discipling Incident

[ Program Info

b SAIS

Figure 11.68 — AZ Folder Expanded

b Course History
Figure 11.67 — AZ Folder
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4. Under the AZ folder, open the SAIS folder by clicking on the blue triangle pointing
right, next to the word SAIS. Once clicked, the triangle turns green and points

downward.
[ Attendance P Attendance
= AL
AL B attendance Info
B Attendance Info P Discipline Incident
T , P Program Info
P Discipline Incident = e
P Program Info b Reports
b sAlS el
o
Figure 11.69 — SAIS Folder g Community College
E’SAIS Comparison
" sus submission

Figure 11.70 — SAIS Folder Expanded

5. Under the SAIS folder, open the Reports folder by clicking on the blue triangle
pointing right, next to the word Reports. Once clicked, the triangle turns green and
points downward.

P Attendance - SAIS
- A7 7 Reports
P Attendance Infa : . N
L X | 5A1S-01 - Transaction Creation and Data Yalidation
P Discipline Incident .
P Program Info SAIS-02 - Transaction Status
7 SAIS STUSO0,AZ - Student Transactions
b Reports Figure 11.72 — Reports Folder Expanded
P Setup

|
g Community College

QJ SAIS Comparison

i’ 55 submission
Figure 11.71 — Reports Folder

6. Click on the name of the report to open the report and select the options to be
used in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the

printer.

., Reference: This chapter covers only the customizations specific to

~ each of the reports used in State of Arizona Data Reporting, and the
additional options available on the other tabs are explained in the

manual titled Synergy SIS — Query & Reporting Guide.
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SAIS-01 - Transaction Creation and Data Validation

The SAIS-01 report normally appears after step one of the SAIS submission process. This
report lists any errors or warning found in the data in Synergy SIS during the Synergy SIS
The first page of the report displays a summary of the number of
errors and warnings found at each school, and the number of students that were not include
in the submission because of the errors. Subsequent pages show each error and warning

validation process.

in detail so they can be corrected.

— [y

- =4 Sample Schoal Dismict P——
(is D) Transaction Creation and Data Yalidation Repart G451
— Summary by School Run#. 35

Tetal Studens Excludes Students Ermors ‘W aming Setyp Erom Seaup Wamings

Garca Bameniary Schol Elsmantary Sthiol
2 1 i 0 a 0

Hamilion Elementary School Elmeanary Sthool
2 ] il 0 i} 0

Juivan Blemenany School Ekmanary Soool
4 a 0 0 0 0

Wilkar) Emeniary Sl Emanary Soool
3 a ] 0 0 o
11 i i L il i

St Time: (FW2005 179628 End Tre: DOQNHGITATIS  Towl Fkes:

Figure 11.73 - SAIS-01 — Transaction Creation and Data Validation Report, Page 1

Sample School Cistrict

1 T 20062007
( @} Transachon Craation and Data Validation ;::‘1 SAIETH
T

Walidation Resuils Run# |
Lagend E - Ened, W - Warming

Central High High School

Hare: Caapenier; Glen C..Jdr Fem iDL 162204 DOE 03A 4128

E Dataxmi The TutionPayerCods’ alement ks an invalid walus accosding bo %5 dala tpe. An 8o acHsmad
at, {1.929). Record ‘Enmllment, Feld ‘TuronPayarCode’

E Dataxmi Tha ‘GTOE elemant has an invald valee accordng o ks dala ype. An emer occurad &t (1, 198].
Record 'Enroliment, Fisld “CTOE is required

Hame: Johnson, Katrina M. Fam I0F E5%40F DO DRE1E84

E Datakmi The ‘CTDE el=ment has an invalid valwe according o s dala ype. An emor occured a2, |1, 188].
Racond ‘Personalinic’, Feld 'CTDS' = raguirad

Hare: Jones, Harcld Fem iDL 161188 DB D4R weeg

E Data¥ml Tha 'CTDE alamant has an invalid valve according to s daia bype An amor oceurad &2, (1, 186)
Recond 'Pensonallnfe’, Field 'CTDS' i requirad

Mare: Mandsr. Ading . FemiD 2104 DOE 031580

E DataXml The 'CTOF element has an invalid valwe according o &= dala type. An emor ocoured at , {1, 183].
Recond ‘Enmaliment’, Fiald “CTOS" s requined

E DataXmil The TutienPayerCode’ slement ks an invalid valus aceesding bo % data type. An erer octumed
at, 1. 599). Record ‘Enmliment, Freld ‘TurionPayariCods’

Hare Peterson, Britney © Fem il 52 DO oG 12en

E EMROD3I Respansibla party nfomaton & mssng. Ether change the Guardian Fitar in SAI5 School Satup,

or enack tha appropnate feld in ta parantal infermation tab for this studant. |Record
‘Paroralinia’, Fisld TdatherLastName’, Valus =)

Hams: Rodngues. Alocancer C. Fam ID- =310 OOE 115015950

E DataXml The 'CTDS =k=ment has an inu_llidwuc acoomding fo it dala type. An emor occured &t | (1, 197
Recond ‘Personalinfe’, Field 'GTDE @ required

Hame: Williems, Hatsie Femil 10B252 OB D075

E DataXmil The 'CTOS ekement has an invalid valie accordng 10 k8 dala ype. An emor cocured &, (1, 185].
Recond ‘Personalinte’, Field 'CTDS & reguned

Hames Wil Jennn b Famm IDT THE4 DOE 0FN419Ed

E Datakml The 'CTOS elamert has an invalid vahee accomdng o & dala bype. An emor oocured 2t |, (1, 185).

Record ‘Personalinfe’, Feld 'CTDS' & raquirad

Figure 11.74 - SAIS-01 — Transaction Creation and Data Validation Report, Detail Page
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This report does not have any customization options.

Report Interface («

Mame: Transaction Creation and Data Validation Number: SAIS-01 Page Crientation: Portrait

_Sorthutputl Conditions |~ Selection | Advanced

Output | | Label Options ]
File Type Do nat open result in the browser, prompt for download Display "Confidential®
PDF v r v

TransactionRun Mandatory Sort Properties:

|N0ne |
TransactionRun Add (]
£ ort B ort Orde
Run # (TransactionRur) b Ascending b
Mail Merge Options (&
herge Document Merge Cutput Type Merge Language Property

| | A

The Merge Language Property is used to determine which version of the document (cefined in Mail Merge setup) will be created. If
there is no corresponding document for the given language (or this field is left blank) the default [etter is used.

Figure 11.75 - SAIS-01 — Transaction Creation and Data Validation, Report Interface

Copyright© 2012 Edupoint Educational Systems, LLC 195



State of Arizona Data Reporting User Guide Chapter Eleven

SAIS-02 — Transaction Status

The SAIS-02 report normally appears after step three of the SAIS submission process.
This report lists any errors or warning found in the data in Synergy SIS during the state of
Arizona validation process. The first page of the report displays a summary of the
number of errors and warnings found at each school, and the number of students that were
not include in the submission because of the errors. Subsequent pages show each error
and warning in detail so they can be corrected.

The difference between this report and the SAIS-01 report is that the 01 report shows errors
after the Synergy SIS validation process where the 02 reports shows the errors after the
state of Arizona validation process. Synergy SIS can only validate the data itself, where the
state of Arizona’s process compares the data against other schools’ information and the
data already uploaded to the SAIS system. Both sets of errors need to be corrected.

Sample School Distict

/

A T Year:  2005-2008
N Transachon Stalus Report SAS-O2
B SA15 Systew Meaaages Fun¥ 35
S
Summary by School Tipkad Almigsctad : Fydlem
e Foecord Ermois NETEGS R
kareia Elaneriany School 2 1 | g L1}
HAPIEEA Elaf s miasy, ekl g LU 1] o a
Wilarm Elampreary Sohool o i} 1] b a
Bulkan Clamanary Sohog o L] (i} b a
5 | 1 ] il
Transaciion Creanon San Tme: 05Z5000% TT:- W3S Trasswsion Creanen End Tme: 0832005 1717 35

Figure 11.76 - SAIS-02 — Transaction Status Report, Summary Page

i o Sample School !:‘Et"':t Year: 20062007
. A Transaction Status Report SA5-02

AT System Massages Surd: I3
Aecaord  Emor
¥  Typa Code Warnings Sty
Garcia Elementary School 07421070 Elementary School
Hare Disz.d Femm I 47T
o 1 -211012 EAIS wil Nt populate ihe nonmal graduaton year, Grad= nol in kigh sohool; CradelsselGote=1 [

Figure 11.77 - SAIS-02 — Transaction Status Report, Detail Page
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While the report normally displays following step three, it can also be run afterwards using
the report interface to customize it. The customization options allow the report to be divided
into different types of transactions, to make it easier to redistribute the errors to the
appropriate work area for resolution. For example, a report could be run with all of the
special education errors so that the special education team can resolve them.

Report Interface

MName: Transaction Status number: SAIS-02  Page Crientation: Portrait

| Optionsl Sort / Output | Conditions | Selection | Advanced
Transaction Run Mumber

Filters ]

Error CDDIESI

For multiple error codes enter as a comma delimented list

Transaction Mumbers (—)

"1 - Enraliment ™ 2 - Readmission 73 - withdrawal

[ 4 - Absence [ 5 - Personal Info ™ & - Membership Change

™ 7 - District of Residence ["8-FTE and Share " 9- Grade Transfer

[ 10 - Payer Factar [~ 11-need [~ 12 - Assessment

" 13 - English Prog [ 14 - Service " 15 - Suppart Prograrm

" 16 - Status [ 17 - Attendance ™18 - Summer Withdrawal

[ 18 - SPED Service DOR Transfer [T 20 - Community College Classes [ 21 - Initial IEP

722 - Tast Lahel ™ 23 - Childhood Prograrm ™ 24 - Childhood Program Assessment

Filters are treated as an OR condition

Figure 11.78 - SAIS-02 — Transaction Status, Reportinterface

To customize the report:

1. Select the Transaction Run Number from the drop-down list. The transaction run
number is the sequentially serial number automatically assigned to a submission by
Synergy SIS. To see more detail about each run number, go to the History tab of
the SAIS Submission screen.

2. To filter the report for specific types of errors, enter the error code(s) in the Error
Codes box. Multiple error codes may be entered if each code is separated by a
comma. For example, error code 9019 means that no school membership was
found for the student. For a complete list of error codes, see the SAIS document
Transaction System Messages.

3. To select which transactions should be included in the report, check the box in front

of the Transaction Number. To check or uncheck all codes, use the )
boxes. The blank box un-checks all boxes, and the checked box checks all boxes.

4. The error codes selected and the transaction numbers selected are treated as an
OR condition, which means if the transaction meets any of the criteria entered (it
has the any of the error codes or any of the transaction numbers), it will display on
the report.
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STU500.AZ — Student Transactions

The STU500.AZ report prints a list of all the transactions sent to the state for a particular
student. This is very helpful in diagnosing the cause of error messages. The report lists
the date, run number and name of the transaction as well as the type of transaction (Add,
Change, Delete) and the result of the upload (Successful or Failed).

m Student Transactions Regart: STUS00.AZ
Sl G

Ehedent Hame GErade Farm I3 Hate Humber Dafs &Sag Hwm Fan Hum |10 Trancaollon Hames Typs  Escul
Sparks, Edih o= E=rh L]

L T S 10 1 Emvoilment Add Waltng For Resul
EoriD  Saverty Degoripbion

1 CEETOARO|I1Z4EEIT I Epas AT, 23550 E, ST I QAR08 0S5, 1 (M), EaR, " Sparks”, "Sparks”,

FLONLE 38MAHES, [USEIAZE,, 201 31534550007 401}, Joe™ "Sparks” {26111 005,47, (56,01

Figure 11.79 - STU500.AZ — Student Transactions Report

The report can be customized using the following options:

Report Interface

Mame: Student Transactions KNumber: STUS00.AZ  Page Oriertation: Portrait

Opliunsl Sort / Qutput = Conditions |~ Selection | Advanced
Student Filter Options QD
Perm D State Student Number
Last Name First Mame
Grade [ Ije 4

CoaCholC11 iz

Instructional Setting [y«

™ Adult Transition ™ County Students ™ Independent Study
™ Learning Center ™ Other Alternative Program ™ Out of County
™ Special Ed
Transction Filter Options (&)
Qperation Type
v

Transaction Mumbers )

™ Enrollment " Readmission ™ withclramal " Absence

" Personal Info ™~ Membership Change I District of Residence [ FTE and Share

™ Grade Transfer I Payer Factor ™ need I~ Assessment

" English Prog I~ Service I™ Support Program ™ Status

[~ Attendance ™ Summer Withdrawal I~ SPED Service DOR Transter I Community College Classes

I Initizl IEP ™ Test Label I Childhood Program I Childhood Program Assessment

Report Options (@]
St By

v

[~ Show Transaction Row Details
™ Include Cancelled Transaction
Transaction Date

-
Run Murmbel

Figure 11.80 - STU500.AZ — Student Transactions, Report Interface

e Student Filter Options — students can be selected by Perm ID, State Student
Number (SAIS ID), Last Name, First Name or Grade. The students may also be
selected using their Instructional Setting as defined in their enroliment record.
The Instructional Settings is customized by each district, so the values in the picture
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above differ from district to district. To check or uncheck all grades or instructional

settings, use the (et boxes. The blank box un-checks all boxes, and the
checked box checks all boxes. The report works best if only one student’s records
are displayed, so adjust the criteria accordingly.

e Transaction Filter Options — the transactions displayed for each student may be
fitered by the Operation Type (Add, Change, Delete) and the Transaction
Number. At least one transaction number must be selected. This filter option
works as an OR condition — the transaction can be arﬁ]of the numbers selected. To

check or uncheck all transaction numbers, use the o boxes. The blank box
un-checks all boxes, and the checked box checks all boxes.

e Sort By - Select the order by which the transactions will be sorted from the Sort By
drop-down list. Transactions may be sorted by Date, Operation Type (A, C, D) or
Transaction Number.

e Show Transaction Row Details — check this box to display the details of each
transaction (highly recommended!)

e Include Cancelled Transaction — check this box to show transactions that were
included in cancelled submissions.

e Transaction Date — enter the date range of the transactions to display. The dates
should be entered in the format M/D/YY or may be selected by clicking the Calendar
button.

e Run Number — to show only transactions from one submission, enter the Run
Number of the submission here.

Note: When the Report Interface is first displayed, the Transaction Filter
Options and Report Options are minimized.

|Transchuﬂ Filter Options O|
|Repurt Ciptions O|
Figure 11.81 — Expanding Filter Options

To expand these sections to further customize the report, click on the @
button in each section.
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STUDENT PROGRAMS REPORTS

The Student Programs reports provide two reports regarding the student program. The
majority of available reports regarding student programs are located in the Program Info
folder in the AZ folder. The two reports available are:

e PGM801 — Tetra Data Extract
e ELL201 — ELL Section List
e ELL402 — In District Total Semesters

To access the reports:
1. Open the Synergy SIS Navigation Tree by clicking on the Tree button.

B r
Figure 11.82 — Synergy SIS Navigation Tree
2. Expand the Synergy SIS folder by clicking on the blue triangle pointing right, next to
the word Synergy SIS. Once clicked, the triangle turns green and points downward.

7 Synergy SIS
P Attendance
P Az
P Course

P Course Histary

Figure 11.84 — Synergy SIS Folder
Expanded

Figure 11.83 — Synergy SIS Folder

3. Under the Synergy SIS folder, open the Student Programs folder by clicking on the
blue triangle pointing right, next to the words Student Programs. Once clicked, the
triangle turns green and points downward.

P Attendance = Student Programs
: e P Repors
Course
Set
P Course History ) B
P Discipline ,[ll Childhood Assessments
P Discipling Incident Ao
b Fees & Childhood Program Patticipation
b Grade Book E English Language Leatmers
P Grading =
P Health @ Free and Reduced Meals
P Lacker A
b Mass Scheduling 4:‘ hMass Update Student Programs
b Parent o Special Ed Student Senvices
b Query
P Schedule 0 Student GATE
b Staff 3
b Student 5‘_; Student Meeds
) b Student Programs %Q Student Pragram Summary
Figure 11.85 — Student Programs  Folder Figure 11.86 — Student Programs Folder Expanded
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4. Under the Student Programs folder, open the Reports folder by clicking on the blue
triangle pointing right, next to the word Reports. Once clicked, the triangle turns
green and points downward.

= Student Programs = Student Programs
P Reports - Reporis
P Zetu
0 " P Esxracts
ik childhood Assessments ]
- B List
a4 Childhaod Program Paricipation b Setup

u English Language Learners Figure 11.88 — Reports Folder Expanded

é Free and Reduced teals

{, Mass Update Student Programs

A

&f Special Ed Student Services
Student GATE
13
gﬂi Student Meeds

/i
géd‘}, Student Program Summary
Figure 11.87 — Reports Folder

5. To access the extracts, click on the blue triangle next to the word Extracts.To
access the List reports, click on the blue triangle next to the word List.

= Student Programs = Student Programs
T Repors = Reports
P Extracts ¥ Bracts
b List PGME01 - Tetra Data Extract
P Setup - List
Figure 11.89 — Reports Folder ELL201 - ELL Section List

ELL402 - In District Total Semesters
Figure 11.90 — Reports Folder Expanded

6. Click on the name of the report to open the report and select the options to be
used in printing the report.

7. Once the report options have been set, click on the Print button to print the report.
The report is printed as a PDF file to the screen, which can then be sent to the
printer.

Reference: This chapter covers only the customizations specific to
~ each of the reports used in the State of Arizona Data Reporting, and the
additional options available on the other tabs are explained in the
manual titled Synergy SIS — Query & Reporting Guide.
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PGM801 — Tetra Data Extract

The PGM801 extract exports data from Synergy SIS to a text file for use in the TetraData
system. When the extract is complete, the Job Result screen appears with a list of all the
data files extracted.

Job Result

Results |

Job Detail @
. JobID Description

g [Pomeot [Tetra Data Extract

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

Job Result Files - Click icon to open the result file [

Tetra Data Extract

Early Childhood Extract

English Language Learner Extract

Gifted And Support Extract

Initial IEP Extract

|
) ) o o

Spectial Ed Extract

Figure 11.91 — Job Result Screen

The Tetra Data Extract is a summary sheet that displays the number of records exported
in each category. Each of the other extract files listed (Early Childhood, English Language
Learner, etc.) is a text file that can be imported to the TetraData software. Click on each
extract listed in the Job Result screen to open the file and save it to the desired location.

e s Tetra Data Exiract Fae 1ot C
- A P

Early Childhood
kage High School T3
Bagin scheal processing

Initial IEP
Hope High 3checl 273
Begin school processing

ELL
Faoe High 2chect oz

Bagin schoal precessing

SFED
Hane High 3chect 73
Begln schoo! processing

Gifted And Support
Haooe High 2choci w3
Begin school processing

Figure 11.92 - PGM801 Tetra Data Extract Summary Sheet Report
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This report does not have any customization options.

Report Interface

Mame: Tetra Data Extract RNumber: PGM801  Page Orientstion: Portrait

| Sort/ Output | Conditions | Selection | Advanced
Output (|| Label Options ]
File Type Do not open result in the browser, promat for download Display "Confidential
PDF v r v|
TetraDataExtractErrorsFE Mandatary Sort Properties:
|Nune
TetraDataExtractErrorsFB A (%]
ort B ort O
@

Mail Merge Options
Werge Documert

herge Output Type Merge Language Property

v v

4|

The Merge Language Property is used to determine which version of the document (defined in Mail
Merge setup) will be created. If there is no corresponding document for the given languane (or this

field is left blank) the default letter is used.
Figure 11.93 - PGM801 — Tetra Data Extract Report Interface
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ELL201 — ELL Section List

The ELL201 reports prints a list of all active class sections at a school.

If a student in the

section has taken an ELL assessment, the assessment data displays for that student.

Hope High School Vesr 2008-2003
ELL Section List Report: ELL201
| Class ID: 0077 Staff Jackson, Kathy Room 218
Name  [Sl= Num rd|Gan|Eth Code [Birh Dafe [Enfer Date FlnlmLanguan |Phone 8 at Wirita| Dats Code |Dats Da
m&m\rc jsos4sa |ncn|3413|1 | 12| ] |mamha1al|gaﬂ_wma | km&ss—|2u| I T [ [ [ [
NIE2008 Pl my an Inszn
aamef Jums [se7oss Joonizroate [ 12| M [wnie ot HIsp{iE201g68 [paT22008 [Englsn |a0-s55-4215 | LT T 1 [ [ [ [
ment Daa
Pyl ?1735 1289967 | 12| F Mot 1111568 [[9022008 |Englsn [ag0-5s5-2800 | T 1T | | | [

Erancn, Clarence Emm [oo012005e9 | 12| M [winiee (Mot Hispi0E01/1287 [DA022008 [Englsn ag0-5ss-2634 | T 1] | | | [
No Azsesament Data

Cody,HanyD. [572242 0001230329 | 12| M |Amencan 1568 19022008 |Englsn a80-555-5481 | T 1T | | | [
No Assessment Data

Cooky, Carolyn 322753 0001348466 | 12| F |Winine (Mol Mispi04/15/1252 [20022008 [Englkn |a80-535-5481 | T 1] | | | [
Mo Assessment Data

Dixon, Eugens B 922238 0001253031 | 12| M | Hisp] | [Engizn [480-555-1830 | T T T 1 | | | [
No Assessment Data

Forsythe, Ralph ¢ (363250 [0001354507 | 12 M Wiz {Not HIspilSN91 S67 9022008 [Englsn [460-555-4062 | T 1] | | | [
Mo Assessment Data

@unnel, Diana L. Em?z [oo01209961 | 41| F [Wnite Mot Hispi07/1511C63 (02022008 |Englkn J40-555-3833 | T T T 1 [ [ [ [
[ Dala

Harvey, Milarea | (330001 [0001211287 [ 12| F[wnie ot HIsp{IEN 211267 (9022008 |Engln ag0-s55-7e3s | LT T 1 [ [ [ [
1o Azsesament Daia

Ha!g&JnseD. msn 1212356 | 12 M Mot 511568 [DA022006 |Englsn |a60-555-0454 | T 1T | | | [

Fiensarge. Caral Emn [o001205367 | 2] F [Wnite (Mot Hispi0Si 111267 [0R022008 [Engln 460555654 | T 1] | | | [
1o Azsessment Daia

Knudsen, Alan D (378203 1215186 | 12 (Mot Hisp: 11/27/1567 |D022006  Englisn [ag0-555-8630 | T 1T | | | [
No Assecsment Data

Loncar Jessles 567511 0001272566 | 41| F |Wnite (Mot Hispi0S51SE2 (2022008 [Engln 4605553634 | T 1] | | | [
No Assassment Data

Martin, Kimberly | (872063 [0001205189 | 12 F_[White {Not Hispi07/1 311268 020272008 [Englisn ag0-555-5254 | T 1T | | | |
No Assecsment Data

Miler, Deborsh (374245 [Q001206706 | 12| F[Wnite (Not HIsp{J4i06/1558 [[9T22006 |Englin |40-e55-3834 | LT 1] | | | [
Ho Azsassment Data

Eint=a by AN Jeer & 05/30/2008 515 AM ERUpGInT SChool DISTEE FanZaolsr Dage 130 68

Figure 11.94 - ELL201 — ELL Section List Report
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The report can be customized using the following options:

Report Interface

Marme: ELL Section List MNumber: ELL201  Page Crientation: Portrait

Optiunsl Sort/ Qutput |~ Conditions | Selection | Advanced

|Report Options &)
Section 1D
Assessment Test Options (]
[~ Limit tests to onky the most recent [~ Display Performance Level
I Hide Totals [~ Display Raw Score

Teacher

Student Grade
rosCorq1riq2

Fields to Include Q)
™ Grade

I~ Gender

™ Enter Date
™ Birth Date
I~ Ethnic Code
I State ID

I~ Phone Murmber

™ SIS Number

I~ Home Language

™ Include Assessment of Primary Language
I Include DES

™ Include IDEA

Figure 11.95 - ELL201 — ELL Section List, Report Interface

e Filter Options — the reports can be filtered so that only a range of sections is
printed by entering a beginning and ending Section ID. It can also be limited to
sections taught by a specific teacher by selecting the Teacher from the drop-down
list. Finally, the report can be restricted so only students at the grade levels
checked off in the Student Grade section are displayed.

e Test Display Options — to show only the latest ELL assessment, check the box
labeled Limit tests to only the most recent. The test results may Display
Performance Level and /or Display Raw Score by checking the appropriate
boxes.

e Overall Display Options — At the end of each section, the total number of students
is displayed, as well as the total number of each gender. To hide these totals check
the box labeled Hide Totals. To select which information is displayed for each
student, regardless of their ELL assessment status, click on the Fields to Include.
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ELL402 - In District Total Semesters

The ELL402 report lists the students that should be participating in ELL based on their ELL
assessment results, and shows the number of semesters enrolled versus the number of
semesters they participated in ELL.

'i!',i’ ng I DH?Pet ?i%hl Ssﬂhm't Year 20102011
ol n District Total Semesters Report: ELL402

i Missing Semesters
Semesters  Semesters in
Student Name Perm ID Gender  Expected ELL Date School Year Semester
Abbott, Billy C. BD5483 M 11 ] 121102008 2008-2000 Semester 1
05202002  2003-2000 Semester 2
12222002 2009-2010 Semester 1
05262010  2009-2010 Semester 2
12232010 2010-2011 Semester 1
072e2011  2010-2011 Semester 2
Arcevedo, Andrew BRES3N ] 10 1 12182008 2008-2000 Semester 1
052002000  2008-2000 Semester 2

122272000 20002010 Semester 1
052672010 2009-2010 Semester 2
072802011 2010-2011 Semester 2

Printed by Admin User at D082011 11100 PM Edupoint School District Page 1ol

Figure 11.96 — ELL402 — In District Total Semesters Report
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The report can be customized using the following options:

Report Interface [«

Name: In District Total Semesters MNumber ELL402 Page Crientation: Portrait

| Options| Sort/ Output Conditions  Selection = Advanced

Options (6]
Perm ID
First Name Last Name
Grade
b . A4

Figure 11.97 — ELL402 — In District Total Semesters Report Interface

An individual student or group of students can be selected by filtering on the Perm ID, Last
Name, First Name, or Grade. For example, if grade 12 is selected the report prints an
individual report for each student in grade 12. A range of grades may also be selected.

Before this report can be run, the Update Semester Totals process must be run for the
district. To configure and run the Update Semester Totals, please see the section in
Chapter Four of the Synergy SIS — State of Arizona Data Reporting Administrator Guide.

Update Semester Totals [«
| Optionsl
Semester Setup (@]

Semester 1 Code Semester 2 Code
Semester 1 + | |Semester 2 b

Options (]
Length Of Membership Maximum Number of Semesters

Must be enrolled 50% of the time * |11

Program[ e[

I Structured or Sheltered English Immersion (SEI) M Bilingual/Dual Language with Waiver 1

[+ BilinguallDual Language with Waiver 2 [+ Bilingual/Dual Language with Waiver 3

I+ Individual Language Learner Plan {ILLP)

Grade Levels /)
FPsFK D1 Vo2
[V 03 Vo405 V06
V07 Vogvoa V10
V11 V12 v 12+

ELP Level o]

[+ (Blank Value) ™ Reclassified Fluent English Proficient I™ Initial Fluent English Proficient
™ ELL After Reclassification ™ Continuing Fluent English Proficient " English Language Learner
™ Continuing Fluent English Proficient Year 1 [~ Continuing Fluent English Proficient Year 2
Execute (@]
Update Semester Count ‘ Semester To Update
Semester 1 v

Figure 11.98 — Update Semester Totals Screen
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QUERIES

Queries that may be helpful in managing SAIS requirements are:

Students Missing SAIS ID

K12.Student RO, K12.Enrollmentinfo.StudentSOREnrollment R1 COLS RO.StateStudentNumber
(0.5in,'SAIS ID',Hide), RO.SisNumber (0.75in), RO.FormattedName, RO.BirthDate, RO.Gender,
R1.Grade (0.5in), R1.EnterDate, R1.EnterCode (0.75in) If RO.StateStudentNumber = Sort
RO.FormattedName

List of Native American Students

K12.Student RO, Revelation.RevPersonSecondaryEthnic R1 (PersonGU,R0.StudentGU,Outer)
COLS RO.FirstName, R0O.LastName, RO.StudentGU (,,Hide), RO.Hispanicindicator, R1.EthnicCode
If R1.EthnicCode Start ('I)
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ADM, 42, 44, 156, 160, 162, 165, 166,
167

ADMS72, 10, 42, 43, 49, 50, 51, 156,
161, 166, 168

ADMS75, 10, 42

Adult education, 108, 112

AOl, 13

Audit Detail, 57, 78, 97, 116, 124, 132,
147

AZ EIP, 65

AZ Safe, 13, 169, 170, 171

AZELLA, 80

Caution, 7, 13, 14, 30

CFEP, 83

Childhood Assessments, 101, 102, 103,
104

Common Logon, 43

Community college, 53, 54

CTD, 67, 75, 107, 112, 136, 143

CTDS, 107, 112, 136, 143

DOR, 51, 67, 75

Early Childhood Education, 100

ECE. See Early Childhood Education

ELL, 12, 42, 79, 80, 82, 83, 84, 85, 86,
87, 88, 89, 90, 91, 92, 94, 96, 98, 173,
177,178, 182, 183, 184, 185, 194, 198,
199

ELLAR, 83

Errors, 10, 12, 13, 18, 23, 24, 25, 26, 28,
29, 36, 38, 49, 186, 188, 190, 191

EVIT, 13

Fiscal Year, 43

Focus, 14, 46, 56, 62, 64, 66, 69, 73, 76,
81, 83, 85, 87, 88, 90, 92, 94, 96, 101,
102, 104, 106, 108, 110, 114, 119, 121,
123, 127, 128, 131, 135, 140, 142, 145,
152

FTE, 42

GATE, 117, 118, 119, 120, 121, 122, 123,
124

Generic Data Conversion, 13

Synergy SIS — Attendance User Guide,
12

Synergy SIS — Discipline and Conference
Administrator Guide, 169

INDEX

Synergy SIS — Query & Reporting Guide,
158, 174, 187, 195

Synergy SIS — State of Arizona Data
Reporting Administrator Guide, 12, 13,
67, 69, 75, 88, 91, 100, 107, 108, 112,
113,121, 126, 128, 130, 134, 136, 139,
144, 159, 201

Synergy SIS — Student Information User
Guide, 12, 56, 61

Synergy SIS — System Administrator
Guide, 14

Synergy SIS validation process, 24, 25,
26, 28, 188, 190

Gifted and Talented Education. See GATE

Homebound, 42, 161, 168

IEP, 59, 63, 64, 65

IFEP, 83

JTED, 13

Mass Update, 70, 89, 109, 122, 129, 141,
149, 150

Navigation Tree, 22, 45, 60, 63, 65, 80,
86, 100, 105, 118, 126, 134, 149, 151,
156, 169, 173, 186, 194

Note, 7, 14, 24, 51, 56, 61, 73, 82, 110,
141, 160, 167

PALS, 107, 112

PDF, 12, 13, 24, 26, 50, 158, 174, 187,
195

Perm ID, 201

PPVT, 107, 112

Print, 57, 58, 78, 98, 116, 124, 132, 147,
158, 174, 187, 195

Reference, 7, 67, 69, 88, 107, 108, 112,
121,128, 136, 139, 158, 174, 187, 195

RFEP, 83

SAIS Comparison, 10, 41, 42, 43, 46, 47,
48, 49, 50

SAIS-01, 24, 25, 26, 28, 37, 39, 186, 188,
189, 190

SAIS-02, 24, 26, 27, 28, 29, 37, 39, 186,
190, 191

Screening date, 59, 60, 61

SDDI, 43

Special Education, 12, 23, 51, 59, 60, 63,
65, 66, 67, 69, 70, 73, 76, 77, 78, 173,
181, 191
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Chapter Eleven

Special Enrollment Code, 42, 68, 75

state of Arizona validation process, 28,
190

State Student ID, 13, 34, 35, 36

Student Detail Data Interchange. See SDDI

TAPBI, 13

Tip, 7, 70, 89, 109, 122, 129, 141
Title | Even Start, 105, 107, 108, 112
Track, 42, 167
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