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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
Initial release of this document,
March 2013 1 1 0 concurrent with 8.0 software
_ Updated document to 8.0.0.2
Updated to 8.0.1.0 release.
May 2013 1 1 2
Updated to 8.0.1.1 release
June 2013 1 1 3
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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.
7} Tip — Suggests advanced techniques or alternative ways of
\x:! ' approaching the subject.

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

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

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

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure to review
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
Synergy. 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.

Edupoint Proprietary and Confidential 7
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Chapter One.:
OVERVIEW

In this chapter, the following topics are covered:

» Overview of Oregon State Reporting

» Before Starting

8 Copyright© 2013 Edupoint Educational Systems, LLC
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This guide illustrates how to setup and configure features for Oregon users, including the
screens and data needed to report data to the Oregon Department of Education (ODE).
This manual is intended to supplement the standard documentation of Synergy SIS, and
only covers processes and functionality specific to the State of Oregon.

OVERVIEW OF OREGON STATE REPORTING

Synergy SIS provides a seamless process to report the required data to the Oregon
Department of Education. Some of the notable features of the Oregon Department of
Education Data Reporting include:

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

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

How is the data collected?

The state requires that data be collected and submitted to the ODE in the following
scheduled extracts:

e Secure Student Identifier (SSID)

e Average Daily Membership (ADM)

¢ Unique Staff Identifier (USID)

e Instructional Unit Identifier (IUID)

e Class Size

e Special Education Child Count (SECC) — December

e Special Education Child Count (SECC) — June

e Staff Assignment

e Staff Assignment/Audit

e Limited English Proficient (LEP)
Student enrollment information is entered into the Student screen as part of the normal
enrollment process. Attendance data is entered into Synergy SIS as part of the normal
process of taking attendance. Information regarding the student’s participation in special

programs such as ELL (LEP) or Program Participation is recorded in one of the screens
available in the Student Programs folder.

Edupoint Proprietary and Confidential 9
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How is the data verified and checked?

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

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

Overview of the Data Submission Process
ODE reporting in Synergy SIS consists of the following steps:

1. Creation: The first step in the reporting process is the creation of the file that is to be
sent to the state. When completed, this step generates a report of all students
included and a report of any errors that need to be fixed in the data. It also creates
the final file to be sent to the state. The file created is in XML format as required by
the ODE. See Secure Student Identifier (SSID)

0 Average Daily Membership (ADM)
Unique Staff Identifier (USID)
Instructional Unit Identifier (IUID)
Class Size
Special Education Child Count (SECC) — December
Special Education Child Count (SECC) — June
Staff Assignment
Staff Assignment/Audit
o Limited English Proficient (LEP)
Creating an ODE Extract.

O 0O 0O O 0o o o

Upload: The second step is uploading the XML file created in step 1 to the ODE.
You save the XML file to a folder on your hard drive (or a network drive). See
Viewing ODE Extract History.

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

Location of the State Data Reporting Screens
The Student screen collects the majority of the student information required by ODE.

The OR folder of the Synergy SIS menu includes extract and setup screens.

10 Copyright© 2013 Edupoint Educational Systems, LLC
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Accessing the OR folder

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

the screen.

<0> Svrgv

|
Flgure 11 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. Under the Synergy SIS folder, open the OR folder by clicking on the blue triangle
pointing right, next to the word OR. Once clicked, the triangle turns green and
points downward.

P BSD
I Synergy SE
= Synergy SIS
P Accommodations
[» Attendance
P Course
P Course History
P Discipline
[» Discipline Incident
b ESR
b Fees
> Grade Book
P Grading
P Health
P Locker
[P Mass Scheduling
T 0OR
P Setup

o
¢ 0DE Extracts
% special £ Student Services

@istate ID Processes
Figure 1.2 Synergy SIS Navigation Tree

NOTE: In the rest of the manual, the location of a screen or report in the
Navigation Tree (also referred to as the PAD tree) is indicated using “>".
The example above would be indicated as Synergy SIS > OR. This
would mean go to the Navigation Tree, click on the Synergy SIS folder,

and then click on the OR folder.

Edupoint Proprietary and Confidential
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BEFORE STARTING

Before starting to define the setup of the ODE Data Reporting as outlined in this manual,
the following items should be completed in Synergy:

The Attendance setup, including the District and School Attendance codes,
as outlined in the Synergy SIS - Attendance Administrator Guide.

The Student Information setup as outlined in the Synergy SIS — Student
Information Guide.

To make the setup process smoother, gather the following information:

The most recent list of valid data codes should be available for reference
from the Oregon Department of Education website
(https://district.ode.state.or.us). Search the website for links to the specific
data collection or extract.

A list of special needs programs that are in use at each school. While
every district must offer ELL and Special Education programs, there are a
wide variety of other programs such as the 21 Century Program and Title |
programs that may be offered to students.

A Synergy SIS\logon that has access to all schools at the district as well as
the district-level data.

The state assigned District Code and School Codes. These codes are
used in the upload process to ensure the data is uploaded and credited to
the correct district / school.

12
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Chapter Two:
SETUP

In this chapter, the following topics are covered:

» Overview of the Setup Process

Lookup Tables Setup

Organization Setup

District Setup

Oregon Extract Required Setup

vV v.v. v.yY

School Setu

Edupoint Proprietary and Confidential 13
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OVERVIEW OF THE SETUP PROCESS

To configure Synergy SIS to report the necessary information to the state of Oregon, the
following items need to be setup across the system. The recommended setup order is:
Lookup Tables Setup — update or add the needed state codes to all lookup tables.
Organization Setup — enter the school and district codes in the Organization screen.

District Setup — set the district-level options for the upload process.

P w0 NP

Oregon Extract Required Setup — create Filter Group Definitions and enter state
requirements.

5. School Setup — setup school-level options.

14 Copyright© 2013 Edupoint Educational Systems, LLC
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LOOKUP TABLES SETUP

There are several lookup tables required for the collections that need to be submitted to the
state. These lookup tables are setup with the codes required by the state for certain categories
of information, such as the enter codes and leave codes. These codes can change at any time,
so be sure to check with the Oregon Department of Education to get the latest codes and

update the codes as needed.

Note: Never change the value of the “Code” column after data has
been imported or entered in Synergy SIS.

é.

The lookup tables used in state reporting are:

Synergy SIS

Oregon Reporting Data Element

Sced Course Code

Diploma Type Diploma Issued Type Code
Grade Grade Level Code
Language Primary Language Code

Course Code

Academic Type

Class Room Type Code

State Course Code

Leave Code

Course Code

Enrollment End Date Code

Withdrawal Reason Code

Withdrawal Factor Code

FTE

Full Time Equivalency

Tuition Payer Code

Record Type

Enrolled Tuition Type Code

Special Education Record Type Code

Enrollment Type

Special Education Enrollment Setting Type Code

Sped Exit Reason Special Education Exit Reason Code

Instructional Strategy

Alternative Education Setting Flag

Team Teaching

Team Teaching Flag

Disability Code Primary Disability Code and Secondary Disability Codes 1- 4

Service Provider

Serving Agency Type Code

Edupoint Proprietary and Confidential
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Related Special Education Services Codes 1-6, Supplemental
Special Services Codes 1-6

Placement Preschool Special Education Secondary Federal Placement Type Code

Sped Service

Placement Code Special Education Federal Placement Type Code

Qual Method Highly Qualified Status Determination Code
Test Type Test Type (NOTE: ELL must be one of the test types.)
Test Name Code Limited English Proficiency (LEP) Test Name Code

Ethnicity See ODE Field System Locations

Caution: Only change the state code column value for the corresponding
state table. Do not change or remove table code values that are already in
use. If a code is no longer used for state reporting, remove the state code
value and use the fields Year Start and Year End to deprecate codes that will
no longer be used.

16 Copyright© 2013 Edupoint Educational Systems, LLC
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Maintaining Lookup Tables

1.
2.
3.

10.

11.

Navigate to Synergy SIS > System > Setup > Lookup Table Definition.
On the Lookup Table Definition screen, navigate to the code table to change.
Select the code table. Below is an example of the Enter Codes in K12.Enrollment.

A ]
suns:rency | & Bip o
- olE I

Lookup Table Definition Pl 8ok gl
Lookup Table Maintenance Q
b K12 Name: Enter Code Namespace: K12Enrollment Locked H
P K12 Accommadation
PK12 Sekup Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value
P K12 Addressinfo Lookup Values | I )
b K12 Attandanceinfo
PK12AZSAIS = S = %E = - S = a =
PK12.CA = =
S ey 1 Et First Oregon enrollment this school y E1 v v
P K12.CACBEDS 2 E2 First Oregon enrollment this school y E2 & v
P K12 CareerPlan 3 E3 First Oregon enrollment this school E3 A

K12.C

: K1: ansug 4 E4 NOT the first Oregon enroliment this E4 ¢ 4
P K12 CourseHistoryinfo 5 Es NOT the first Oragon enroliment this: £5 v v
B K12.Cours eHistoryinfo.NJ 6 E6 First Oregon enroliment this school y E6 4
LU L 7 E7 First Oregon enrollment this school y E7 v
P K12 Courselnto :

Figure 2.1 Enter Code Lookup Table
Click the Add button to add a new code.

Some codes are listed in order by ListOrder, some by code, and some by Description.
The order in which the values are displayed may possibly be changed by entering the
order number in the ListOrder column depending on how the lookup table was defined
in the screen.

Enter a code in the Code column. Codes can be up to five characters. This value must
be unique, but it is only used internally to link the tables in the database. It can be the
same as the code used by the state but it can also be the district’s own coding structure.

Enter the description of the code in the Description column.

The Other SIS column is used to import data during the conversion process from
another student records system. Enter the code used in the old system in this column.

If the code chosen is different from the state code, enter the actual code used by the
state in the State Code column.

If appropriate, a start year and end year may be entered in the Status column to activate
or deactivate the code for a particular year. If a code is inactive, it shows in data already
entered but is not available for selection for new transactions in the screen. For
example, if a code is no longer valid after FY2008, select 2008 for the end year.

Click the Save button at the top to save the changes.

Generally, the Alt Code 3 field, Alt Code SIF field, and Use Code as the State Code checkbox

are not used for state

reporting. If specific Alt Codes are needed, they will be specified in the

manual. By default, the code in the Code column is used for state reporting, unless there is a
code entered in the State Code column. If a code is entered in the State Code column, that

code is used.

Edupoint Proprietary and Confidential
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Adding State Codes for Grades
The State of Oregon has specific codes than are associated with Pre-K and Kindergarten.

1. Navigate to Synergy SIS > System > Setup > Lookup Table Definition.

2. Onthe Lookup Table Definition screen, navigate to K12 > Grade. The Grade lookup
table displays.

Name: Grade MNamespace: K12 Locked N
Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value

Lookup Values Add (&
g Orde g De Othe e Code A g A 8
5 090 PK PK PK 2011 % 2011 v
10 100 K K KG b
15 105 K1 K1 KG 2011 ¥ 20Mm
201

25 110 01 01 01 b
30 120 02 02 02 b

| B E ElE B E
[~
5
=
S
[
[
FS
o}
5]
<

£|08) [€]| 12 (€] (€

Pl =T e L .-““.'..a—‘ T T
LiG-Sec L " e ES
Unclassified Secondary us us 2011 | 2011 >
Unclassified Elementary UE UE 2011w 201
Adult Education AE AE b

Figure 2.2 Vaccination SIS Code Lookup Table

< <

3. Inthe State Code column, indicate which grade levels are PK (Pre-Kindergarten) or KG
(Kindergarten).

4, Click Save.

Adding State Codes for Vaccinations
The State of Oregon has specific codes than are associated with vaccinations.

1. Navigate to Synergy SIS > System > Setup > Lookup Table Definition.
2. Onthe Lookup Table Definition screen, navigate to K12.Setup > Vaccination SIS
Code. The Vaccination SIS Code lookup table displays.

MName: Vaccination Sis Code Namespace: K12.Setup Locked: N
[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code

Lookup Values
’; ListOrder = Code = Description = | OtherSIS = | StateCode =
[m] 1B 01 DTaP/Tdap 01
[m] 2B 01A TDAP Booster 01A
[m] 3E 02 Polio 02
[m] 4B 03 Varicella 03
[m[ 5B 05 Measles 05
[mi[ 6 07 Rubella 07
[m] 7 06 Mumps 06
[m] 8B 08 Hepatitis B 08
[m[ off 09 Hepatitis A 09
[m[ 1off 10 HIB 10

Figure 2.3 Vaccination SIS Code Lookup Table

18 Copyright© 2013 Edupoint Educational Systems, LLC
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3. Verify that the table has the following codes entered in the State Code column.

Description State Code
DTAP 01
Booster 01A
Polio (IPV or OPV) 02
Varicella 03
MMR 04
Measles 05
Mumps 06
Rubella 07
Hepatitis B 08
Hepatitis A 09
HIB 10
Pneumococcal (PCV7) 11
Meningococcal (MCV4, MPSV4) | 12
HPV 13
Influenza 14
4. Click Save.

5. Onthe Lookup Table Definition screen, navigate to K12.Setup > Vaccination State

Cod. The Vaccination State Cod lookup table is displayed.

Name: Vaccination State Cod MNamespace K12.Setup Locked: N

[JUse Code as the State Code - all values reported fo state will be used from the lookup code and not evaluate to the State Code unless

Lookup Values
Orde od D ptio Ott
1 01 Dipth 01
2 01A TDAP Booster 01a
3 02 Polio 02
14 03 Varicella 03
5 04 MMR 04
6 05 Measles 05
5 06 Mumps 06
5 07 Rubella 07
16 08 HEF B 08
07 09 HERP A 09
8 10 HB 10

6. Verify that the table has the following codes entered in the State Code column.

Figure 2.4 Vaccination State Code Lookup Table

Description State Code
DTAP 01
Booster 01A
Polio (IPV or OPV) 02
Varicella 03
MMR 04
Measles 05
Mumps 06
Rubella 07
Hepatitis B 08
Hepatitis A 09
HIB 10

Edupoint Proprietary and Confidential
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Pneumococcal (PCV7) 11

Meningococcal (MCV4, MPSV4) | 12

HPV 13

Influenza 14
7. Click Save.

Adding an Alt Code for Exemptions

1. On the Lookup Table Definition screen, navigate to K12.VaccinationInfo >
Exemptions. The Exemptions lookup table is displayed.

Name: pti K12. inatic Locked: N
[[]Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value
Lookup Values Add (@]
e| Listorde ode Descriptior Othe ate Code Alt Code Alt Code SI =
1 01 Disease o1 01 D ~ b
2 02 Temporary Medical 02 02 MT b by
3 03 Permanent Medical 03 03 M 4 b
4 04 Religious 04 04 R v v

Figure 2.5 Exemptions Lookup Table
2. Verify that the table has the following codes in the Alt Code 3 column.

Description Alt Code 3
Permanent Medical
Temporary Medical
Religious
Disease
Personal

3. Click Save.

D O0ILZZ
3
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Adding an Alt Code for ELL Program Code

Districts are required to indicate which ELL programs count for LEP.

1. On the Lookup Table Definition screen, navigate to K12.ProgramInfo > Ell Program

Code. The Ell Program Code lookup table displays.

Name: Ell Program Code Namespace: K12.Programinfo Locked: N
[[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value
Lookup Values Add ]
124 LEP - ESL Pullout 22 LEP v v
125 LEP - ESL Class Period 23 LEP v v
126 LEP - ESL Content Based 21 LEP b b
128 LEP - 2-Way Immersion 12 LEP b b
129 LEP - Sheltered Instruction 30 LEP b b
132 LEP - Monitoring 1 LEP b b
138 LEP - Maintenance Bilingual 14 LEP b b
8 146 LEP - Monitoring 2 I'ERX b b
9 160 ELL - Not Eligible v v
0 162 LEP - ESL Content Based 24 LEP b b
164 LEP - Transitional Bilingual 13 LEP b b
174 Dual Language 11 b b
177 Heritage 15 4 4
179 ELL - Reentry after Declined b b
180 ELL - New Service Requested b b
181 ELL - Ineligibility Verified v v
500 Reclassification from LEP LEP b b
8 501 LEP Entry Date LEP b b
9 505 Declined Senices 4N b b
0 506 In Program No ELPA 40 b b
Figure 2.6 Ell Program Code Lookup Table
2. Verify that the table has the following codes in the Alt Code 3 column.
Description Alt
Code 3
Service qualifies as LEP LEP
Quialified for ELD program, parents declined services and participated | 4N
in ELPA (Declined services)
Qualified for ELD program, parents declined services and did not 40
participate in ELPA (In Program No ELPA)
3. Click Save.
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Adding an State Code for ELL Result Code

Districts are required to indicate which results reflect the student is proficient in English and
does not qualify for ELL services.

1. On the Lookup Table Definition screen, navigate to K12.Programinfo > Ell Results
Code. The Ell Result Code lookup table displays.

2. Enter the code 3H in the State Code column for all results that indicate English

proficiency.
Name: Ell Result Code Namespace: K12.Programinfo  Locked: N
[[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code is non-blank for a given value
Lookup Values Add ("]
e Orde ode Descriptio Othe e e A e A e -
1 1 New English Language Learner b b
2 2 Continuing ELL b b
3 3 Reclassified Fluent English Proficien b b
4 4 Initial Fluent English Proficient 3H b b
5 5 ELL After Re-classification b A/
6 6 Continuing FEP b b

Figure 2.7 Ell Results Code Lookup Table
3. Click Save.

Adding an Alt Code for Ethnicity
Additional setup is required for the ethnicity codes.

1. On the Lookup Table Definition screen, navigate to Revelation > Ethnicity.

Name: Ethnicity Namespace: Revelation Locked N
[TlUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluale to the Siate Code uniess the State Code is non-blank for a given value

W 1 01 White i W W | v -
] 2l 02 African American 2 B B ‘ - v
-] 3 04 American Indian 4 A Al | - -
] 4 los Asian - Chinese | Ia A ‘ b ~
(&| s [ Asian - Other |a N | ® v
®| & 12 Pacific Islander - Hawaiian A B [ @ v
] 7| 16 " Pacific Islander - Other I " a I e _T B T

Figure 2.8 Ethnicity Lookup Table
2. Verify that the table has the following codes in the Alt Code 3 column.
Description Alt Code 3

Asian A
Black B
Whitt W

American Indian | Al
Pacific Islander | P

3. Save the table.
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Adding an Alt Code for Free and Reduced Meals

Additional setup is required for the FRM codes.

1. On the Lookup Table Definition screen, navigate to K12.ProgramInfo > FRM Code.
2. Enter the code D in the Alt Code 3 column for all programs that indicate the student is

disadvantaged.
Name: Frm Code Namespace: K12.Programinfo Locked: N
["|Use Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code IS non-blank for a given value
Lookup Values Add Q)
(st0rd o Description Other SI
0 1 NCLB Indicator 1 5 b )
0 2 NCLB Indicator 2 4 % ~
0 F Free 5 D b b
0 R Reduced 4 he he

Figure 2.9 FRM Code Lookup Table
3. Save the table.

Adding an Alt Code for Instructional Strategy

Additional setup is required for the Instructional Strategy code to designate if a virtual course is
school based or student based.

1. On the Lookup Table Definition screen, navigate to K12.Schedulelnfo > Instructional
Strategy.

2. Inthe Alt Code 3 column, enter ScV for school based virtual course and StV for student
based virtual course.

MName: Instructional Strategy Namespace: K12.Schedulelnfo  Locked: N |

[[JUse Code as the State Code - all values reported to state will be used from the lookup code and not evaluate to the State Code unless the State Code s non-blank for a aiven value

Lookup Values Add Q
e Orde ode De 0 Othe ate Code Akt Code j a d
2 Student Coordinated Sty M 4
0 ‘1 ‘S:huu\ Sponsored/Coordinated | ‘ ISC\/ I b | v |

Figure 2.10 Instructional Strategy Lookup Table
3. Save the table.
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ORGANIZATION SETUP

The Organization screen sets up the school and district structure within the district. Each
district is assigned a code known as the Division code by the state. This code is used in the
upload process to ensure the data is uploaded and credited to the correct district. To find the
District codes, please see the section on Before Starting in Chapter One of this guide.

Entering the District code
1. Navigate to Synergy SIS > System > Setup > Organization.

Menuw ;:rf_‘ |I Save I Undo |

Organization

Action...

Edupoint School District

= 1. Elementary Schools
(=) Adams Elementary
(=) Grant Elementary
(= Jefferson Elementary
[ Lincoln Elementary
(=) Washington Elementary
I 2. Middle Schools
= 3. High Schools
(=) Hill Valley High School
(=) Kennedy High School
(= King High School
[=) Springfield High Schoal
(=) Template HS
P 4. Special Schools
I 5. Closed Schools

Organization Name: Edupoint School District

IDislri{:l I Special Education

District Setup Options

District Information

Organization Name
Edupoint School District
District Number

123

Alt ID NCES District Number

Superintendent's Name

Superintendent'sTitle

County Code
19

County

Organization screen — District tab

2. Onthe Organization screen, select a district. The screen populates with the data for

that district.

3. On the District tab, verify that the District Number field contains a three-digit District
number. Contact the Oregon Department of Education for valid district numbers, if

needed.

Enter the Country Code for your district.

Click Save.

24
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Entering the school-level information

In addition to the district, each school is assigned a unique code by the state called the State
CTDS code. This code is also used during the upload process.

1. Expand the District structure by clicking on the blue triangle next to the District name.
If there are sub-organizations under the district like Elementary Schools or High Schools,
click on the triangle next to the type of school to configure.

2. Click on the name of the school and the school setup screen appears.

) i
Menuw ::JI | Save | Undo |
Organization
Action... - (D
7 Edupoint School District School Name: Kennedy High School
I» 1. Elementary Schools
P 2. Middle Schools School I Years  Special Education = Documents
7 3. High Schools School Information Q@
(=) Hope High School School Name
@] Kenneay High School Kennedy High School
© King High School School Code it 1D

() Mixon High School

[ Template HS Attach Logo

P 4. Special Schools Abbr School Name
P 5. Closed Schools

276

Principal Name ¢

Address Information (]
Address
54 C St

Address2

City State ZIP Code +4
Fountain Valley AZ ¥ 85101

Map it!

Other Information (8]
Phone Fax Counselor Dept Phone

Sis School CodefState CTDS CodeAlt Funding School Code
276 123

College Board School Number

Website URL

Default Email Address

V| Live In Synergy
Hide Organization From General Use

Central Print ID
to update this value, change State CTDS Code.

Alternate Information "]
Alternate District CTDS Use Alternate District CTDS

NCES School Number Alternative School

Organization Screen — School tab
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3. Onthe School tab, verify that the School Code field contains a three-digit number and
that the State CTDS Code field contains a four-digit number. Contact the Oregon
Department of Education for valid school codes, if needed.

4. Select the Alternative School checkbox if your entire school is considered an
Alternative Education school by your district.

Click Save.

Repeat these steps for each school.

Hiding Schools from General Use

You can remove a school from the chooser selection is achieved through the organization
screen by selecting Hide Organization from General Use. This option is used for schools that
are closed so that they do not show on the chooser list.

Navigate to Synergy SIS > System > Setup > Organization.

Select the appropriate school.

From the Other Information group box, select the Hide Organization from General Use

check box.
Menuw ::;_, | Save ‘ Undo | Status: Ready| @ %7
Organization
Action... -
= Edupoint School District School Name: Hope High School
I 1. Elementary Schools
b 2 Middle Schools | Schooll Years  Special Education  Documents
= 3. High Schools | School Information Q|
el |.1'~.ddress Information Q|
(=) Kennedy High Schoal
(=) King High Schoaol Other Information ("]
(= Nixon High School Phone Fax Counselor Dept Phone
(=) Template HS 949-555-1212 949-555-1213
4.5 ial School
b 4. Special Schools Sis School Code State CTDS Code Alt Funding School Code

I 5. Closed Schools
059 0590

College Board School Number

Website URL

Default Email Address

V| Live In Synergy

/] Hide Organization From General Use|

Central Print ID
to update this value, change State CTDS Code.

[Altarnata Information &

Organization screen — School tab

4. Click Save.

NOTE: Selecting Hide Organization From General Use hides schools
that are no longer in use. Remember to remove the checkmark box
from Live In Synergy SIS for schools that are no longer in use.
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DISTRICT SETUP

In order to report their date correctly to the state, each district must define the district-wide
programs and services that are available in their schools. In addition, districts enter and
maintain various immunization and local health authority information.

Setting up English Language Learner (ELL) Reporting

The ESEA Title 1l LEP extract reports the ELL and LEP services provided to students by the
state of Oregon. The student information is gathered from the data entered into the English
Language Learners screen within Synergy SIS. Some additional setup is required in order to
prepare for data collection. Associated state codes may change periodically, so be sure to
check with the state to get the latest codes and update them in the system on an annual basis.

There are three steps required to setup English Language Learner Reporting. First, you define

score types. Then, the ELL tests parameters are defined. Finally, the tests used for ELL are
identified on the District ELL Definition screen.

Defining Score Types
Score types are used in the NCLB Title Il LEP State Extract. Your district may have a list of

preferred score descriptions. The list should include one numeric score type used for ELL
scores. You may need to create it, if it does not already exist.

1. Navigate to the Synergy SIS > Test History > Setup > Score Type Setup.

W ;‘i‘& |Im Undo | Status: Ready | @ % ,v';f‘
Score Type Setup ClE L8 ot a8
Score Type Setup | Add [ Show Detail |
* =] = = =

1 Raw Score MNumeric Scores |+

2 Scale Score MNumeric Scores %

3 Grade Equivalent MNumeric Scores | v

4 National Percentile Numeric Scores ¥

5 Curve Equivalent MNumeric Scores |+

6 Stanine Mumeric Scores v

8 ELLP Alpha Scores b

9 ELLSS MNumeric Scores v

1 PR Alpha Scores v

12 ST Alpha Scores b

13 NCE Alpha Scores b

14 RS Alpha Scores v

15 58 Alpha Scores b

16 PC Alpha Scores by

17 Test Alpha Scores b

18 CSEM MNumeric Scores v

‘ | MNumeric Scores |

Figure 2.11 Score Type Setup screen
2. Click Add. A new row is added to the Score Type Setup grid.
3. Enter a Display Order and a Score Description.
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4. Inthe Alpha Numeric column, select Numeric Scores.
5. Click Save.

Creating the ELL Test Definition
1. Go to the Test Definition screen, found under Synergy SIS > Test History Setup.

| ((9 (CD QD ;;\:j Find Undo |ITI Delete ‘ Status: Find | @ E;j _HJ
Test Definition b8 JB ™y @

Test Name: School Year: Test Status:

Basiclnformalionl Scores  Parts |~ Questions = Objectives

Test Scan D Test Name School Year
b«
Test Details Q)
Test Description Test Definition Code Test Type
I hd -
Test Level Test Form Test Group Test Name Code
A A
Test Compare Code Calculate Scores
by Calculate Objective Scores by
Test Category Test Subcategory
b A
[T]Auto Tally All Summary Parts
[JHide Test In Student Test History

Figure 2.12 — Test Definition Screen

1. Click Add. The Test Definition screen opens.

Save Close
Test Definition Cl& 49 3 g @

Basic Information |

-Test Scan ID  [Test Name School Year
I Stanford 2012-2013 v

Test Details D
Test Description Test Definition Code Test Type
Stanford LEP Assessment Parts v | [ELL b
Test Level Test Form Test Group [Test Name Code
w |Stanford b

Test Compare Code
by

Test Category Test Subcategory

b e

[[] Auto Tally All Summary Parts

Hide Test In Student Test History

Figure 2.13 — Test Definition screen

2. Enter a name in the Test Name field.

3. Select the earliest school year in which the ELL tests will be recorded in the School
Year field. The ELL test will remain valid for subsequent school years.
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4. Enter a Test Description.

5. Select Parts in the Test Definition Code drop-down field.
6. Select ELL inthe Test Type drop-down field.

7. Select a Test Name Code.

8. Select the Hide Test in Student Test History checkbox. These assessments are
entered and viewed from the English Language Learners screen.

9. Click the Save. The ELL definition displays on the Test Definition screen.
10. Select the Scores tab.

o] | @@ @ | £ | _sove | undo | da | oelee | cae-ronty | @ 2
Test Definition AP

Test Name: stanford School Year: 2012-2013  Test Status: Unlocked

Basic Information Sooresl Parts I
Test Scan D Test Name School Year
|1006{] stanford 2012-2013 v

Test Scores Add Show Detail | (Y
I : 2w Orde ore Descriptio Auto Tota

Figure 2.14 — Test Definition Screen, Scores tab

11. Click the Add button in the Test Scores section, and a new line appears.

| @ @ @ | g“fj ‘ Sl | Undo | Add | Delete | Status: Ready | @ % \:‘%
Test Definition LT

Test Name: stanford School Year: 2012-2013  Test Status: Unlocked

Basic Information | Scores | Parts
Test Scan D Test Name School Year
/10080 |stanfora 2012-2013 v

Test Scores Add Show Detail | (3

2

=

"] 1 Scale Composite v B

Figure 2.15 — Entering the Score Type for the ELL Test

12. In the Score Description column, select the score type created in Defining Score
Types.

13. Click the Save button at the top of the screen.
14. Select the Parts tab.
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|®®®|§| Save | Undo| Add ‘ Deleta|

Status: Ready | @ % EJ

Test Definition

I8

Test Name: stanford School Year: 2012-2013  Test Status: Unlocked

Basic Information | Scores Pansl
Test Scan ID Test Name School Year
/10060 stanford 2012-2013 v
[ Test Parts Add Show Detail | (3
e| Pa be Add To Test Pa Part De ptio ompare Code B Type otal Part Questio
1 Score| ™~ ™~

Performance Level el Q

[[IFalls Far Below [_] Reciprocity

[“] Approaches [C]SPED Exemption
[CIMeets [[1504 Exemption
[JExceeds

[C] Augmentation

Figure 2.16 — Test Definition Screen, Parts Tab

15. Click Add. Since the State of Oregon only uses single scores for LEP, only one test part
is needed.

16. Enter a Part Description.
17. Click Save.
District ELL Definition
1. Navigate to Synergy SIS > Student Programs > Setup > District ELL Definition.

Menu v E§| Save | Undo ‘ Status:Ready|-@- %‘ﬁl

District ELL Definition AR |
Iml Test Configuration
Assessment Grid Add @
- E Orde olul ame ore De tio ead O
1 Listening ELLP v
2 Reading ELLP e B
3 Writing ELIP v B
ia Overall S8 ELLSS h =)
5 Overall Desig ELLP b ]

Figure 2.17 District ELL Definition screen - Assessment Columns tab

2. Click Add. A blank row appears at the bottom of the grid.

IW§| Save ‘ Undo |
District ELL Definition

Statu:?:-Ready ‘ % % %l
PR

| Assessment Columnsl Test Configuration

Assessment Grid Add Q@
: ew Orde 0 ame ore Definitio ad O
1 Listening ELLP v
2 Reading ELLP v a|
3 VWriting ELLP - ]
4 Score Scale Composite| v ]

Figure 2.18 Assessment grid

3. Enter the View Order.

4. Inthe Column Name, enter “Score”.
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Caution: The Column Name must be “Score” in order for the extract to pull the
correct data. Please double check the spelling.

5. Inthe Score Definition column, select the score type created in Defining Score Types.
6. Click Save.
7. Onthe Test Configuration tab, select ELL from the ELL Test Type drop-down list.
8. Click Save. The ELL Tests grid populates with ELL defined tests.
Menu~ :3:;| Save | R | status:Ready|@ %l;ph
District ELL Definition ClE 48327 @
Assessment Columns _ Test Configuration |
ELL Test Type
ELL b
ELL Tests Show Detail | (3
| |
AZELLA 2012
0 EELL 2011 P3. K. 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, 11, 12, 12+, |
stanford 2012

Figure 2.19 District ELL Definitions screen - Test tab

9. Select atest from the ELL Tests grid, and click Show Details.

’W;ﬁ: Save | Undo ‘ Status: Ready | @ %l&‘.ﬂ#
District ELL Definition Clé 488

Assessment Columns _ Test Configuration |
ELL Test Type
ELL b

ELL Tests Hide Detail |
| Test Name: stanford Year: 2012

[AZELLA
ELL Test |

| <stanford Grade gy,

PS (K 01 02
03 C104 1-105 06
o7 08 109 10

11 12 112+
“Assessment Column Assig €]
Listening b/ |
_Read\ng b
Writing b/
Score | &
:Overa\l Desig

Score

Figure 2.20 - District ELL Definition screen, Test Configuration tab, Show Details

10. In the Grade group box, select the grades that are eligible to take this ELL Test.

11. In the Assessment Columns Assignment grid, designate which test part correlates
with a Test Assignment.

12. Click Save.
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Defining Instructional Hours

The data uploaded to the State of Oregon to document the Instructional Hours provided to the
student is gathered from the data entered into the Instructional Hours Entry, Instructional
Hours By Program, and Instructional Hours By Student screens within Synergy SIS . To
prepare this information for data collection, you must define the type of instructional programs
your district provides.

These codes may change every year, so be sure to check with the state to get the latest codes
and update the codes on an annual basis. Refer to the lookup table maintenance instructions in
Lookup Tables Setup.

1. Navigate to Synergy SIS > Student Programs > Setup > Instructional Hours Definition.

Menu | | :f‘_’,l‘ Save | Undo ‘

Status: Ready | = % @@

Instructional Hours Definition

(/e84

Instruction Hours |

Instructional Hours Programs

[ ad |

*

=]

=
kv

- - Al A‘
~| = = =

=

=

1 4
2 05

Large Groups
Case Management

04 1.000
05 1.000

Figure 2.21 Instructional Hours Definition screen

2. Click Add to enter an Instructional Hours Program. A new row appears at the bottom of
the grid.

3. Enter the following information for each type of program your school or district provides.
e Code,
o Description,
e State Code

e State Multiplier

4. Click Save.
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Defining Needs and Programs

The Needs/Program Definition screen enables you to define needs and specify which programs
are available in your district to address those needs.

1. Navigate to Synergy SIS > Student Programs > Setup > Needs/Program Definition.

‘ “:‘) 'CD '») | ;j:| Find | Undo ‘I Add I Delete | Stalus.Raady‘@ E@jéﬁ‘;
Needs/Programs Definition AP ETEwT

State Code: Description

Programs |
State Code Description Locale School Based Reporting School

Options (9| Mass Update Student Program Options (&)

'The Need is available for the following grades (blank means all)‘_, Closes At End Of Year
Ips Clk o1 ez Clos [Clo4 [Jos Cloe [Clor [Clos [
09 C10 11 11192 10112+

Do Not Report To State

Programs [ Add | ShowDetail | @

>

b

T
i i =) 5

Figure 2.22 Needs/Programs Definition screen

2. Click Add. The Needs/Programs Definition — Add screen appears.

Close
Needs/Programs Definition QP TeT ]

State Code Description Locale School Based Reporting School

Figure 2.23 - Needs/Programs Definition Add screen

3. Enter the need’s State Code and Description.

NOTE: If some schools do not use all of the programs attached to this
need, check the School Based checkbox. A new section displays on
the School Setup screen, which enables individual schools to specify
which programs are applicable for their school. Click the Show Detail
button to specify which programs are in use at the school.

Enter the Locale.

Select the Reporting School. The reporting school is the school where the services are
provided.

6. Click Save. The Needs/Programs Definition screen displays.
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[reru=]| @ @ B | &5 | Lse | e | s | oeete | stas:reacy | & Tin Al
Needs/Programs Definition WL

State Code: 1 Description: Quantitative (Math) Giftedness

Programs |
State Code  Description Locale School Based Reporting School 7
|1 |Quantitative (Math) Gifiedness | ] 1 v
Options (3| Mass Update Student Program Options (&)
[The Need is available Tor the following grades (blank means all) e[, Closes At End Of Year
[[ps [k Cle1 Doz [Clos o4 [Clos Clos [Dlo7 Clos =]
oa 10 11 [T42 12+

Do Not Report To State
[l

Programs Add Show Detail |

35 Gifted Program 35 ¥ b
Figure 2.24 Need/Programs Definition screen - add

Select the grades to which this need is available in the Options group box.

Select Closes At End of Year, if students must be withdrawn from the program at the
end of the school year.

9. Select Do Not Report To State, if this need is not required for state reporting.

10. In the Programs grid, click Add to associate a program with this need.

|@®@|§;—j“ EaiE I Unda | Add | DEIEte| Statu.s:Raady|@ %&:
Needs/Programs Definition LT ]

State Code: 1 Description: Quantitative (Math) Giftedness

Programs |
State Code Description Locale School Based Reporting School -
1 |Quantitative (Math) Giftedness | O v
Options (9| Mass Update Student Program Options &)
'The Need is available for the following grades (blank means a[\)e Closes At End Of Year
Clps Ok [Clo1 Ce2Cea [Cle4 [Clos Clee [Clor [Cos rl
Cleg 10 Ol 92 T2+

Do Not Report To State

]
Programs Add Show Detail | ()
’7 Program Code Program Description State Code SRR
= s IR
’T 135 Gifted Program e ~
[m[ 2

Figure 2.25 Needs/Programs Definition screen - show detail

11. In the blank line that is added, enter the program code in the Program Code column
and the State Code column. Enter the description of the program in the Program
Description column.

12. If appropriate, enter Year Start and Year End to indicate the years for which the
program is valid.

13. Click Save.

14. Select a program from the Programs grid and click Show Detail. The Options tab for
the selected program displays.
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I:(}) ([;) I’)}) | ;ij I Save I Unda ‘ e ‘ Delete ‘ Status: Ready | & %aﬁ
g =~ | '] 1 b
Needs/Programs Definition ClE 48 e

State Code: 1 Description: Quantitative (Math) Giftedness

| Programs |

State Code  Description Locale School Based Reporting School

1 |Ouanl\lalive (Math) Giftedness | 7] v
Options (3| Mass Update Student Program Options (@]

The Need is available for the IOHDWIHQ grades (Dlank means aII)H

IPs [k [Clot [Cloz oz [Tlea (Cles (Cles (Clo7 [Clos -
[Clog Cl1o C111 C112 F112+
Do Not Report To State

Closes At End Of Year

[ Programs Add || Hide Detail | Q)
Program Description: Gifted Program
35
Options |
Program Code Program Descriplion State Code
35 Gifted Program 35
‘ear Start Year End

v v

The Program is available for the following grades (blank means aII)H
Cps Ok et Clo2[Clea [Clo4 Clos [Clos Cle7 Clos
[Cleg [C110 C111 142 [F112+

Figure 2.26 Needs/Programs Definition screen - Options tab

15. Select the specific grades for which the program is available.

16. Click Save. The needs and programs are entered into the student’s records using the
Student Needs screen. The need is listed under the Need Description column, and
the program is shown under the Program Code column.

Defining Special Ed Services
The Special Ed Services Definition screen enables you to define the services provided to students
with specific disabilities.

1. Navigate to Synergy SIS > Student Programs > Setup > Special Ed Service Definition.

| \‘2) @) '\’}) ‘ :i() Find ‘ Undo |I Add I Delete | Status: Find ‘ & E@j a}‘
Special Ed Service Definition P& 485 gl
State Code. Description:
Services |
State Code  Description Locale
|
Services | Add | (@]
* ‘ ‘ %‘ = = v| g A}
) vl

Figure 2.27 Special Ed Service Definition screen

2. Click Add. The Special Ed Service Definition — Add screen appears.

‘Special Ed Service Definition Gr Pl T .
|
fState Code Description Locale

Figure 2.28 Special Ed Service Definition Add screen

3. Enter the State Code and Description for the disability that receives Special Ed
services.

4. Enter the Locale (optional).

Edupoint Proprietary and Confidential 35



State of Oregon Data Reporting Guide

5. Click Save. The new disability displays on the Special Ed Service Definition screen.

| @@@ | gﬁ |I Save I Undo | Add | Delete ‘ SI.atus.Ready|~@' % &
' Special Ed Service Definition ELE

State Code: A Description: Autism

Services |
State Code Description Locale
A |Autism |
Services Add (]

,7’7 Outside Reg Class < 21% of the day.(res) A E b by
’T’_Z B Outside Reg Class for at least 21% but < 60%._(res) B [} v ~
(m] = Outside Reg Class »60% of the day.(sc) c H - B
[m] 2f) Public Separate Sch for >60% of the sch day.(sc) D = v 3
lifis E Priv Seperate sch »50% of the day.(sc) E = v v
[m] 6 Public Inst Facility >50% of the school day.(sc) F [ v v
’T 7ie Priv Residential »50% of day - No ed voucher (sc) G =l k| he
,T’_S H Homebased/homebound/hospital Program.(res) H = b b
’?’_9 Senices provided in regular classroom (sc) | | A v
’T 10R] Private Sch placement, enrolled by parent(s).(res) J = B v
,T 1153 Reg Class w/Supplemental Aids/Semices (res) S I} v ~
,T 1244 Priv Residential =50% of day-(on ed voucher)({sc) v = B B
(@ 3] [ E 3 ]

Figure 2.29 Special Ed Service Definition screen - add

6. Click Add to make an addition to the list of services offered for this disability. A blank
row appears at the bottom of the grid.

7. Enter the Service Code, Service Description, State Code, and if the service Is Self-
Contained.

8. If appropriate, enter Year Start and Year End to indicate the years for which the
program is valid.

9. Click Save.
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Setting up Program EXxits

District setup has two settings that schools must decide upon in order to collect leave dates for
programs; Exit Programs/Services On Student Inactivation and Auto-Generate Needs
Transactions.

The Exit Programs/Services On Student Inactivation option automatically exits students from
any programs or services they may be enrolled in when they withdrawal from a school. Using
this option means that if this student returns to a school, you will have to re-enter them manually
into the appropriate programs.

The Auto-Generate Needs Transactions option uses the enrollment history to automatically
exit a student from programs at one school and re-enroll the student in programs at their new
school when they transfer from school to school.

Navigate to the Synergy SIS > System > Setup > District Setup.
On the System tab, select the Exit Programs/Services on Student Inactivation checkbox.
Select the Auto-Generate Needs Transactions checkbox.

Menuw :;i‘\: | I Save I Undo ‘ Status: Ready | @ %"‘;‘
District Setup ClE J¢
District Setup

Options ISys‘lEmI Grade Setup | TeacherVUUE  Labels = Auto-Sequence  Reports | Waivers  Mobile Apps

Enrollment Options

New Student Add Type Permanent ID Update Type Enroliment Date Validation

|Synergy by Genesis update of permanent ID 3 None (SASIxp)

[¥] Allow "No Show" NOTE: All enrollment and attendance dates are valida
_ reports and processes that require the school calend:
[¥] Require Summer Withdrawal Code/Date For "No Show" do not initiate a retroactive validation.

[T]Do Mot Clear Summer Withdrawal Code and Date [] Exit Programs/Services On Student Inactivation

[¥] Show SASIxp Enroliment History I [v| Auto-Generate Needs Transactions I
[[]validate SASIxp Enroliment History ] SUppress Needs Wit EXpired Programs

Figure 2.30 District Setup screen — System tab
4. Click Save.
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Enabling Historical Tracking of Staff in Sections

Historical tracking of staff records when staff members change the sections they teach.

1. Navigate to the Synergy SIS > System > Setup > District Setup.

;i':“ Save I Undo |

Student Notification

Badge Number Update Type
lcon b |

Manual update of badge numbe |
[[]Disable Unique State Number  Adult ID Update Type
| Allow Negative Seat Totals s

[|Enable Announcement Dismissal F&€ Total Type

Total fees for all orgainzations and all year: ¥
I []Enable historical tracking of staff in sections I

Figure 2.31 District Setup screen — System tab

Status: Ready | @ Eﬁ] “E:f‘l
- . » [ ]
District Setup ClE ¢
District Setup
Options I System I Grade Setup | TeacherVUE | Labels | Auto-Sequence | Reports = Waivers = Mobile Apps
Audit Syrﬁbol Show Audit Symbol After
~
Other Options (]
Discipline Type Incident Violation Display District Group History Filter
Incident I Entire Violation b All Groups for All Years for All Schools by

2. Inthe Other Options group box on the System tab, select the Enable historical tracking
of staff in sections checkbox.
3. Click Save.

NOTE: Turning on this option will enable a new tab on the Section screen to track

historical staff records for all sections.
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Using Lookup Tables for County and State Course Code

The State of Oregon requires that the county of residence is reported in the ADM extract, and
the state course code is reported in the Class Size extract. The state has specific codes for
both the counties and the state courses. On the District Setup screen, there are options to
allow users to select both the county codes and state course codes from drop-down lists based
on the entries in the K12.Setup.County and K12.Courselnfo.StateCourseCode lookup tables. If
the option to select the codes from a list are not selected, the user must enter the exact code in
a text field.

Navigate to Synergy SIS > System > Setup > District Setup.

On the System tab, select the Show County as Lookup checkbox.

Scroll to the Other Options group box and select the Show State Course Code As
Lookup checkbox.

63 [ Csme | o stans;msany | & San g
District Setup ClE 48 o ~a
District Setup

| Options | System | Grade Setup = TeacherVUE  Labels = Auto-Sequence Reports = Waivers = Mobile Apps

Enrollment Options Q)

New Student Add Type Permanent ID Update Type Enroliment Date Validation

Synergy by Genesis update of permanent ID b Must be within school calendar (excluding weekends and holidays as valid d: ¥

SYUIrE G @ v cin il gy e A L
Show Withdrawal Reason Code ‘ Detmull SEED ExifEody _ | Add ‘ 2
b

[]Show Withdrawal Reason Text Message on Elementary School Types ‘ | = v‘
Default GATE Exit Reason

Withdrawal Reason Text [

o 6-End of school year b

[JUse Grid For Transportation Requirements
[[]Force one race to be selected even if Hispanic
[C]show District Of Residence as Lookup

[] Allow Simple Delete of Enroliment /] Show County as Lookup
Disable New Year Activation [C]Show Non-District School Lookup As A Find View

Require Find before Adding New Parents
Find not Required b

New Year Def used when adding new students ¢

L |Require Enrolling Parent Validalions,

wouon dtions

Other Options [«
Discipline Type Incident Violation Display District Group History Filter

Incident b Entire Violation b b

Student Notification Badge Number Update Type

Icon b b

[[]Disable Unique State Number Adult ID Update Type

[C]Allow Negative Seat Totals 5

Y g negreig S PTG B s st oy g iyl $ sl il It g

i oy

»
[CIShow Course History Mark As Lookup

[C] Do not allow same parent to be added to a student with multiple relationships.

[ Display Student Test ID

Show Stale Course Coue As Lookup |

[[]Do not clear rotation periods when increasing number of days in the cycle [C1Do not clear rotation periods when decreasing number of days in the cycle

Figure 2.32 - District Setup screen, System tab

4. Click Save.
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Selecting Attendance Codes to include in ADM reports

The District Attendance Codes determine which absence type codes are used when reporting
absence totals in the Average Daily Membership (ADM) reports.

1. Navigate to the Synergy SIS > Attendance > Setup > District Attendance Code.

[Menu=] 55 | | s2e | uno | p— RSDE
District Attendance Code ClE 48 ¥ ™8
School Year: 2012-2013
Attendance Reasons |
Attendance Scanning Options @
The Default Absence Type and Default Tardy Type drop downs are based on codes that have been marked as mandatory.
Attendance Scan Form Default Absence Type Default Tardy Type
]| || E
Attendance Reasons Add QD
I!i)ﬂ
o E 5 e
0 dhes  Jacen School Activity ¥ v ] &) &) &) N
et |ty School Actiity ¥ v ] [&] [&] [&] D B |
I A latimer School Activity ¥ v B [&] [&] [&] 5] B |
’T,iq Apl Appeal School Activity b b ] ] ] ] ] N
’T i App Appealed School Activity b b = = = ] = P
| dBus  [Bus susp Excused v v & & & TE
| lBsp  |Bussspend Excused v v & & & & 0 |B
0 adm |counsradmi School Actiity ¥ v [ & & & [ B |c
’T’_Q Cou Counseling School Activity > > ] | ] | ] | ] 0 0 c
0 TPex  [cPox Excused v v B a |
’T 5| Det Detention School Activity - b =] [} [} (=] = D
I E o Doctor App Excused v v & & & X
| T [Exe Taray Excused Tardy ¥ v & |:| |:| |:| & " P
[ [ 14l Exc Tardv Excused Tardy  ~ v = = [ E

Figure 2.33 District Attendance Code screen — Report to State column

2. Inthe Report to State column, select the Attendance Reasons that should be reported
to the state in the ADM extract.

3. Click Save.
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Setting Essential Skills for Graduation

The Average Daily Membership (ADM) extract requires that essential skills are identified and
reported. Students’ performance on tests required for graduation indicates their mastery of
essential skills. The ADM extract only requires setup of the Graduation Test Result portion of
Graduation Requirements. For more information on setting up all the components of
Graduation Requirements, please see the Synergy SIS - Course History Administrator Guide.

1. Navigate to the Synergy SIS > Grading > Setup > Graduation Requirements.
2. Find or scroll to the Graduation Requirement that contains essential skills tests.

[l T —
[ D@ ® | 65| sove || o |_ast || pote | e
7 B = S oy
Graduation Requirements P8 85
Options __Class Of Credit _ Class Of Test Groups | Class Of GPA  Class Of Senvice Leaming
Name Subject Area Group Class Year Copy Class Of Mew Class Of Delete Class Of ‘
High School Subject Arez ¥ (Class of 2011 and beyond v
|Cla.s of Test Group Definitions (&
Graduation Test Result Class Requirements Show Detail | (Y
TestOrder = Test Group Name Test Type Test Display Type Subject Area =
I 1 Essential Skill Test (Math) Part Based % | Show Most Recent B
-] 2p Essential Skill Test (Reading) Part Based % | Show Most Recent he =

Select performance level to represent granted waiver
A

Not Taken Messages Add Q
e|Grade essage

Pass Messages Add

l_!_!m—li

Figure 2.34 - Graduation Requirements screen, Class of Test Groups tab

3. On the Class of Test Groups tab, select an essential skill test from the Graduation Test
Result Class Requirements grid.

4. Click Show Detail. The Test Group Details display.

[enu~] | (D @D ) | 855 | _swve || vndo | ndd || peete sttus: Reacy | 62 g 1
Graduation Requirements ClE (48 ™y

Qptions _ Class Of Credit  Class Of Test Groups | Class Of GPA  Class Of Senvice Leamning
Name Subject Area Group Class Year

Copy Class Of | MNew Class Of | Delete Class Of

High School Subject Arez v |C\a55 of 2011 and beyond b
[Class of Test Group Definitions Q|
Graduation Test Result Class Requirements [ add [ HideDetail | @
e est Group Name
Essential Skill Test (Math) The student can meet any of the following test requirements in order to achieve a 'Pass' for this particular requirement
Essential Skill Test (Reading) Test Group Detail Q@
Test Group Name Test Order  Test Type Test Display Type
Essential Skill Test (Math) 1 ‘Pan Based Vl |Shnw Most F V‘
Test Calculation Type Source Priority |Essential Skill Area
Vl ‘ v | Mathematics Vl
Qualifying Tests Add [}
: est Orde Mathematics | = Part Description = [Description
Ef|Reading MNumber Sense 1 Scale Score>
Pass Messages Speaking add |
= [ Line|Grade | Writing ; B
Fail Messages K12-Gradelnfo-GradReglnfo-GradReqDefYearT estMsgPass-PassMsg Q
Not Taken Messages Add | @
% | Line|Grade [Not Taken Message

Figure 2.35 Graduation Requirements screen — Report to State column
5. Inthe Essential Skills Area drop-down field, select the essential skill for this test.
6. Click Save.

7. Repeat for every essential skill test in this graduation requirement group.
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Defining Immunization Compliance

The Immunization Definition screen enables you to create custom rules to validate that

students are compliant with their immunizations.

1. Navigate to Synergy SIS > Health > Setup > Immunization Definition.

MenUV§‘ Save | Undo |

Status: Ready | @ %){,;

" Immunization Definition

L

&

School Year: 2012-2013

Immunization Definition | Immunization Report Settings = Options

|Validation Type
||Dosage interval validation on a slwding date scal ¥

Immunizations

Polio

Year(s)

Add Show Detail | ()

DTR/DTaP/DT

Year(s)

Year(s) ¥

Td

Year(s) v

I MMR

HIB

HBV 2 DOSE

<

<

<

HBV

W~ o e R R

| Varicella

12

Year(s)

Fre
=

| Varicella 13 +

M I I R RS A

Y HEP A

=y
=

o|lo|lo|lw(M|la|n|w|e|w

Year(s)

S| 5[ ie Is

<€)< is

OOoooooomE @@

% | €] B

Immunization Groups

Add Show Detail | (3

oup Name oup Type erge Da pe
DTP/Td Combined v ]
HBV Individualty — + ]
Varicella Individually — + =

Figure 2.36 Immunization Definition screen - Immunizations Definition tab

2. Inthe Validation Type field, select the Custom validation rules option.

NOTE: When you select Custom validation rules, previously defined immunizations,

sequences, and total dosages appear.

S
Menuv] 555 | save | _undo | staue:reacy | & Fip
 Immunization Definition o
School Year: 2012-2013
| Immunization Definition | Immunization Report Settings = Options
Validation Type
Custom validation rules i
Immunizations Add (6]
ar eq ptal Do acci tion De o
Polio 1 5 Show Definition
DTP/DTaP/OT 2 ] Show Definition
Td 2 4 Show Definition
.| Measles 4 4 |Show Definition |
HIB ] 4 Show Definition
s|HBV 2 DOSE 6 2 Show Definition
HBV T 4 Show Definition
A Varicella 9 1 Show Definition
1 Varicella 13 + 10 2 Show Definition
HEP A m 2 Show Definition
Figure 2.37 Immunization Definition screen - Show Definition
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3. Select an immunization from the Immunization grid and click on the Show Definition
link. The Immunization Rule Definition screen displays.

| Menu~ | Save Undo | Status: Ready | @ @
Immunization Rule Definition bl 48 s el
\Name: Measles

Definition | Other

RuleTree
9| Measles] VaccinationName: Measles ' : prTEE—
Description

Disable Validation

Disable Message

Figure 2.38 Immunization Rule Definition - Add Condition

4. Select the primary node under the Rule Tree.

5. Select the Add Condition to (primary node) option from the Action menu. The
Vaccination Condition Definition screen opens.

Close
'Vaccination Condition Definition Cl& 48 gl

 Details |
Type
Student Age Time of Dose b

Description
The Student's age must be greater than or equal fo -

Student's Age Must Be

Condition Age Qualifier
Greater Tha ¥ 1 Year(s) o

When Dosage # is received
1

Figure 2.39 Vaccination Condition Definition

NOTE: A node may have only one Condition, and multiple Actions.

When a condition is defined, a True and a False node also are created. Each True or
False node may have one condition defined and many actions.

6. Select the condition type in the Type field. The Types available are:

o All Dosage Dates Condition — sets a specific message if a dosage date for the

immunization equals the value entered.

All Dosage On Or After Birthday — sets a specific message if not all dosages
have been entered on or after the student’s date of birth.

At Least 1 Dose After Age — sets that a student must have at least one dosage
in any immunization after the time frame entered.
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Dosage Date —allows a dosage interval to be set based upon the date of
evaluation. The date of evaluation is the current date.

Dosage Exists —states the dose exists.
Interval Between Dosages — sets an interval of time between two doses.

Other Vaccination Compliance — Allows one series of immunizations to force
compliance for another. For example, if DTAP and TDAP are listed separately,
this condition could be used to show the TDAP is compliant if DTAP is compliant
and no dates are present for TDAP.

Student Age Time of Dose — states an age interval for a given dose.

Student Age Today — defines the age interval used in evaluation. The date of
evaluation is the current date.

Student Grade Level — defines the Grade condition a student must meet.

X Number of Dosages In Separate Month - sets a message if more than the
specified number of doses are entered in the same month for the same
immunization

7. Enter the condition details in the appropriate fields. (The fields displayed vary based on
the condition type selected.)

Description — text in this field overrides the system-generated description.
Dosage # — the specific dosage within a series of doses.
Vaccination — the specific vaccination.
Condition — This determines how to calculate the Interval.
o Equal
o Greater
o Greater than or Equal
o In (Include)
oLess
0 Less than or Equal
Amount — the value used with the Qualifier and Condition.
Age — the specified age of a student used in calculations.
Value — the specific grade value used with the Student Grade Level condition.
Qualifier
o Day(s)
0 Month(s)
o Year(s)
Date — The specified date a condition must meet.

Message — text entered display on the Student dosage status and the Vaccine
status.

44
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o Compliance
o Compliant
o0 Exempt
o Not Compliant
o Not Required
o Up to Date

8. Click Save. The condition and the True and False nodes appear under the main node
on the Rule Tree.

Menu- | Save | Undo | Status: Ready | @ @
B - ay- [ TRt oo il
Immunization Rule Definition el =Y
Name: Measles
Definition| Other
RuleTree  Action.. -
= Measles
@[ Condition -The | Details |
Student's age must ba e
greater than or equal to Type Descripfion
1 year when dose #1 is ||Student Age Time of Dose | The Student's age must be greater than or equal to *
recieved
i False Student's Age Must Be &)
w Ny True Condition Age Qualifier
Greater Tha #| 1 Year(s) ~
When Dosage #  is received
1

Figure 2.40 Immunization Rule Definition screen

9. Select the False node.

iMean | Save | il | Status: Ready | @ @
Immunization Rule Definition BlE [ ¥ 8™y W

\Name: Measles

Definition | Other

RuleTree
= Measles 2
=7 (@ Condition - The Student's age must be greater than or equal to :gg Accghoé}tggn':fgsélse ed
zlFalse]
T True

Figure 2.41 Immunization Rule Definition screen - Add Action

10. Select the Add Condition to False option from the Action menu. The Vaccination

Condition Definition screen opens. Follow steps five through eight outlined above to
add a condition.

OR

Select Add Action to False. The Vaccination Action Definition screen opens. Follow
the steps below to add an action.
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Close

Vaccination Action Definition

ClE L8 o~ B

| Details |

Type

Set Dosage Status

Description

Set

Dosage # Status To Result

1

Insufficient

Message to set for the Dosage
Incomplete - Dose #1 Due|

Figure 2.42 Vaccination Action Definition

11. Select the action type in the Type field. The Types available are:

12. Enter the condition details in the appropriate fields. (The fields displayed vary based on

Set Dosage Due Date — defines the interval between dosages. As an example

dose #2 due 2 months after dose #1 is received.

Set Dosage Status — sets a specific dosage with a specific result and message.
As an example dose #2 set to Not Compliant and the message set to Incomplete.

Set Other Vaccination Compliance — Sets the series of immunizations to force

compliance for another. For example, if DTAP and TDAP are listed separately,

this condition could be used to show the TDAP is compliant if DTAP is compliant
and no dates are present for TDAP.

Set Vaccination Compliance — This will set a specific vaccination to a specific

result and message.

the condition type selected.)

Description — text in this field overrides the system-generated description.

Dosage # — the specific dosage within a series of doses.

Vaccination — the specific vaccination.

Amount — the value used with the Qualifier and Condition.

Qualifier
o Day(s)
0 Month(s)
o Year(s)
Result
o Compliant
o0 Exempt
o Insulfficient
o No Record

o Not Compliant
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o Not Required
o Up to Date

o Message — text entered display on the Student dosage status and the Vaccine
status.

13. Click Save. The action appears under the False node.

14. Continue to add conditions and actions under the appropriate nodes as needed to
complete the immunization compliance definition.

| Save Undo Status: Ready | @ IE

Immunization Rule Definition [

Name: Measles

Definition | Other

RuleTree Action... + (3

||= Measles
(@ Condition - The students age must be Less 15 Month when evaluated
s False
(@ Condition - The dosage #3 must be exist
vilFalse
(@ Condition - The dosage #2 must be exist
i False
(@ Condition - The dosage #1 must be exist
whFalse
(@ Condition - The students age must be Less 15 Month when evaluated
widFalse
?— Action - Set dosage #1 compliance to MotCompliant and set dosage # 1 message to ‘Dose 1 Dug’
|~ Action - Set the immunization compliance to NotCompliant and set the immunization message to ‘Incomplete’
T True
| Action - Set the immunization compliance to UpToDate and set the immunization message to "Up To Date’
'—r Action - Set dosage #1 compliance to Compliant and set dosage # 1 message to 'Up to Date’
vd;ﬂTrue
(@ Condition - The students age must be GreaterThanOrEqual 12 Month when dosage #1 is received
widFalse
(@ Condition - The dosage #1 must be 2 Month Less the date of evaluation
wiFalse
|~ Action - Set the immunization compliance to NotCompliant and set the immunization message to Incomplete’
[~ Action - Set dosage #1 compliance to NotCompliant and set dosage # 1 message to Incomplete - Dose 2 due’
vC;:mTrue
rr Action - Set the immunization compliance to UpToDate and set the immunization message to ‘Up to Date”
E— Action - Set dosage #1 compliance to UpToDate and set dosage # 1 message to ‘Up to Date”
T True
(@ Condition - The student's grade must be Less KG when evaluated
wiFalse
(@ Condition - The student's age must be Less 15 Month when dosage #1 is received
T iFalse

Figure 2.43 Immunization Rule Definition screen - defined immunization
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Setting Up the Immunization State Codes

Each immunization has a state code associated with it for state reporting. Use the Other tab on
the Immunization Rule Definition screen to enter the immunization state code.

1. Navigate to Synergy SIS > Health > Setup > Immunization Definition.

Menuw gl;—j ‘ Save | Undo | Status: Ready | @ %{f;
Immunization Definition FLEY

School Year: 2012-2013

Immunization Definition | Immunization Report Settings ~ Options
Validation Type
Dosage interval validation on a sliding date scal ¥

Immunizations Add Show Detail | ()
Dosages I im Age For Las ontir g Boo .
equence ende Booste
0 quired Dosag interva

Polio 1 5 3 4 Year(s) b |}

DTR/DTaP/DT 2 6 4 4 Year(s) ¥ [10 Year(s) ¥ |}

Td 2 4 3 ~ |10 Years) (¥ ~ |

nanan - - =

Figure 2.44 Immunization Definition screen - validation Type

2. Inthe Validation Type field, select the Custom validation rules option.

Menuw E;l—j | Save | Undo | Status: Ready ‘ @ %‘/;;
Immunization Definition WP
School Year: 2012-2013

I ization Definiti | Immunization Report Settings = Options
Validation Type
Custom validation rules B
Immunizations Add Q>
aquence otal Dosages accination Definitiol
Palio 1 ] Show Definition
DTP/DTaP/DT 2 ] Show Definition
2 4

Td Show Definition
| Measles 4 4 | Show Definition |
Figure 2.45 Immunization Definition screen - Show Definition

3. Select an immunization from the Immunization grid and click on the Show Definition
link. The Immunization Rule Definition screen displays.

4. Select the Other tab on the Immunization Rule Definition screen.

Menuw |I Save I Undo | Status: Ready | @ @

Immunization Rule Definition 489 8 e @
Mame: MMR

Definition  Other |

State & 51S Code &)
State Code |sis Code

04 w04 v

Label For Comment (]
Show Label Label
]

Figure 2.46 Immunization Rule Definition - Other tab
5. Select the State Code for the immunization.
6. Click Save.
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Defining Exclusion Days

An exclusion date is the day by which a student must be compliant in all their immunizations or
have an exemption reason on file. The exclusion date is used to calculate data for the HLT215
— Exclusion Order Insufficient/Incomplete report and the HLT216 — Exclusion Order No Record
report.

1. Navigate to Synergy SIS > Health > Setup > Immunization Definition.

2. Onthe Immunization Report Settings tab, enter a value in the Exclusion Days (from
mailing date) field.

NOTE: The Exclusion Days is set to the current date plus the number specified. The
default value is 14. For example, if the current date is 1/10/2013 and the field is set to
14, the Exclusion Date is 1/24/2013. The Exclusion Days can be overridden by the
Exclusion Date field on the HLT215 and HLT216 report interfaces.

|MenUV|\;;'i’;= || Save I Undo |

Immunization Definition
School Year: 2012-2013

Immunization Definition | Immunization Report Settings | Options  Health Department
Immunization Profile Text [25

Exclusion Days (from mailing date)
20

Figure 2.47: Immunization Definition screen

3. Click Save.
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Defaulting Parent’s Signature on File for Immunizations

The system can be set to indicate that a parent or guardian’s signature is on file every time a

new immunization record is created.

| \@ \Q) \9 | !j,:' | Save Undo @ 25 h T status: Ready | & ﬁﬁ][
=~ ] 6 T
Health Qr-¥rL T
Student Name: Abbott, Billy C. School: Hill Valley High School Status: Active Homercom: 231 Age: 18 yrs 0 mths
MNurse's Log | Health Conditions Immunizationsl Medications = Health History | Private
Last Name First Name: Middle Name  Perm ID Grade Gender Birth Date: Allow Tylenol
Abbott |Billy Ic 905483 v |Male v 05/10/1995
Immunization Record Data (@]
I. Documentation
Staff Signature Date
Mary Smith (Health Clert 08/27/2012
Type of Record Record Presented
Out-Of-Stale Record b
Parent Signature on FilejParent Signature Date
v
Il. Status of Requirements
Status Of Requirementis Status Date

Figure 2.48 - Health screen, Immunization tab

NOTE: Any immunization data entered on the Immunization tab of the
Health screen before this option was selected remains unaffected.

1. Navigate to Synergy SIS > Health > Setup > Immunization Definition.

e -
Menuw| 9 |

Status: Ready ‘ @ E&j l;’zrl

Immunization Definition

ClE 8™l

School Year: 2012-2013

Immunization Definition | Immunization Report Settings IOpliDrlsI Health Department

New Year Rollover Preparation

READ FOR FIRST TIME USE (&)
Insert Default Values for the Focus Year
If this is the very first time Immumnizations Definition is being setup in Synergy (for any year), use this button to insert default data.
Q)

Delete the Immunization Definition for the Focus Year

the New Year first.

Use this Delete button only in the case where New Year Rollover cannot create records in the New Year. Before clicking this button, be sure to be focused to

Vaccination Rule Engine Settings

Q|

The Number of Days In a Month 2.0

Default Parent Signature to True |

Disable Dosage Validation

If the validation is disabled then users will be able to enter vaccination dates in any order on the vaccination grid. You will not be required to enter dates
sequentially and you will be able to enter dosage dates before the students birthday. When checking this value you must run the "Update Dosage Number
For All Student Dosages” from the menu item to number all dosages. This process only needs to be run once and will run for the entire district.

Invalid Dates Message Insufficient: Dates Missing, Invalid, or Out of Sequence

Figure 2.49: Immunization screen, Options tab

2. On the Options tab, select the Default Parent Signature to True checkbox.

3. Click Save.
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Customize Message for Insufficient Records

The message that displays when immunization records has invalid dates is customizable on the
Options tab of the Immunization Definition screen. The message can be as general or

specific as desired.

1. Navigate to Synergy SIS > Health > Setup > Immunization Definition.

Menu v ;i'} | e ‘ Lndo ‘ Status: Ready ‘ @ % '?;TJ
Immunization Definition Qe =T

School Year: 2012-2013

Immunization Definition | Immunization Report Settings IOpliDrlsI Health Department

READ FOR FIRST TIME USE [
Insert Default Values for the Focus Year
If this is the very first time Immunizations Definition is being setup in Synergy (for any year), use this button to insert default data
D)

New Year Rollover Preparation

Delete the Immunization Definition for the Focus Year
Use this Delete button only in the case where New Year Rollover cannot create records in the New Year Before clicking this button, be sure to be focused to
the New Year first.

Q)

Vaccination Rule Engine Settings

The Number of Days In a Month 2.0

Default Parent Signature to True

Disable Dosage Validation
If the validation is disabled then users will be able to enter vaccination dates in any order on the vaccination grid. You will not be required fo enter dates
sequentially and you will be able to enter dosage dates before the students birthday. When checking this value you must run the "Update Dosage Number
For All Student Dosages” from the menu item to number all dosages. This process only needs to be run once and will run for the entire district.

Invalid Dates Message Insufficient: Dates Missing, Invalid, or Out of Sequence I

Figure 2.50: Immunization screen, Options tab

2. Onthe Options tab, enter the appropriate message in the Invalid Dates Message field.

3. Click Save.

Entering Health Department Information

The HLT215 — Exclusion Order Insufficient/Incomplete report and the HLT216 — Exclusion
Order No Record report both create letters informing parents and guardians that students
immunization records must be compliant by a specified date. These letters contain the local
health authority’s contact information and contain a local health authority representative or

officer’s signature.

Contact your local health authority for the correct information and signature, and enter it on the
Health Department tab of the Immunization Definition screen.

4. Navigate to Synergy SIS > Health > Setup > Immunization Definition.
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Menuw ;j: ‘ Save ‘ Undo ‘ Slatus'Ready| B %’ﬁ@:
Immunization Definition (Elos & =40

School Year: 2012-2013

Immunization Definition | Immunization Report Settings ~ Options | Health Department

Regional Health Department (3| | Signature Image File Q

Department Name

Local County Health Authority
Ths 16 1y Sty

Department Officer Name J J

Jane Smith

Department Address [§5] @

132 Main St
Mesa, AZ|85204

Upload Signature File ‘ Clear Signature File

Department Phone Number
480-555-1212

Figure 2.51: Immunization screen - Regional Health Department group box

5. On the Health Department tab, enter the required information in the Regional Health
Department group box.

e Department Name

e Department Officer Name

o Department Address

o Department Phone Number

6. Inthe Sighature Image File group box, upload a file containing the (authorized)
signature of the Regional Health Department Officer.

7. Click Save.
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OREGON EXTRACT REQUIRED SETUP

There is setup of some features that are required to support the Oregon data extracts.

Creating Filter Group Definitions

Filter groups are groups of organizations and/or individual students that will be included in an
extract or report.

1. Navigate to Synergy SIS > OR > Setup > Filter Group Definition.

| @ @ @ | g“ﬁ | Find | Undo | Delete | Status: Find | o %-_“i_'@
Filter Group Definition &
Filter Name:

Filter Information |

Filter Name Description
Organizations Chooser | ()
CNOO i £ DO oqe

Students Chooser |

Figure 2.52 Filter Group Definition screen

2. Click Add. The Add Filter Group Definition screen displays.
3. Enter a Filter Name and Description.
4. Click Save.
5. Click the Chooser button on the Organization grid to add a whole organization to the
filter. The Chooser screen displays.
Find Select
Chooser
Find Criteria 3
School Name School Code
Add Selected Row(s) = | Add all Row(s) >> |
| Search Resulls'
Find Result =

[ |1Synergy School District
I “ladams Elementary
" =JBev High School 12345
I Icentral Enroliment
" |continuation High School
" :|Eisenhower Middle School
I iGrant Elementary
" :|Greene High School 98765
" “JHancock High School 502
“[1|Hope High School 273
Figure 2.53 Chooser screen - Organizations

m

6. Enter Find Criteria or leave the fields blank to display all available options.
7. Click Find.
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8. Select schools from the results list.
9. Click the Select button. You return to the Filter Group Definition screen.

10. Click the Chooser button on the student grid to add specific students to the filter. The
Chooser screen displays.

Find Select

Chooser

Find Criteria
Last Name _ First Name Middle Name  Suffix ~ PermID ~ State Student Number

Add Selected Row(s) > | Add All Row(s) >> |

| Search Results |
Find Result

Selected Items

Harold N|c holas 8
Bruce [Vanlee 879138/0001218129
Lowell

Douglas Carter 000757 0001658169
Sarah  |Lyn 888219(0001306682
Scott Datugan JR [148102[0020903916
Gerald |Ray 149393/0001995617
Jean Lee 0287370001345220
Janet  |Altaira 1643980022551498
Kathleen |Denice 889755[0001318401
Kimberly Renee |B 7305900012093342

Figure 2.54 Chooser screen - students
11. Enter Find Criteria or leave the fields blank to display all available options.
12. Click Find.

13. Select students from the results list.

14. Click the Select button. You return to the Filter Group Definition screen.

=] @ QD | &5 |[To] e |_res | osee | ey | @ T2 Q)
. Filter Group Definition &

Filter Name: test

Filter Information |

Filter Name Description
[Jtest [test

Organizations Chooser  |(Q

1Synergy School District

Students Chooser | (3

Figure 2.55 Filter Group Definition screen - Save

15. Click Save.
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Defining State Requirements
1. Navigate to Synergy SIS > OR > Setup > State Requirements.OR.

P

L,

Menuw

ﬂ g Status: Ready | o Eﬁ] E{@J

State Requirements.OR Pl 8

Organization Name: School Year: 2012-2013

Options I

|Title 1

| 504

|Transitinn Program

|;‘-‘~.Iternati~;e Education

|Specia| Education

Migrant

|Ta|emetl and Gifted MNeeds

| Native American Needs

|F'rngram 2

|F'rngram 3

Additional Options

Q000 eC0e|e||e]|C

Headstart Grade Code

w

Instructional Minutes Bell Schedule Default Instructional Minutes
by

Instructional Minute Override on the Section view.

The default will be "Use Default Value". If no value is entered into either the drop down or the Default
Instructional Minutes then 60 minutes will be used. Any of these options can be overridden by setting the

Figure 2.56 State Requirements. OR screen

2. Define the programs your school uses.

Title 1
Title 1 Q
Need Type
|Both v
Need Definition for Title 1 Add || Hide Detail | Q)
J eet MNeed
lAIternative ~ | Alternative
| Programsl
Program Codee
[C] Arternative Program wiout ["] Aternative Program
Sernvices wiservices
Figure 2.57 Title |
1. Inthe Title 1 group box, select a Need Type in for Title 1 field.
¢ Enrollment — uses data from the Students Enroliment record.
e Student Needs — uses data from Student Needs screen.
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504

1.

S T

S e

NOTE: This option requires that all needs associated with Title 1 be
defined on the Student Needs screen.

e Both - uses both Student Enrollment and Student Needs data.

Click Add to associate a Need Definition to the Title 1 program.

Select a Need.

Click Save.
Click Show Detail and select the Program Code on the Programs tab.
Click Save.
504 &)
Need Type
Both v
504 Definition Add | Hide Detail | Q)
[Line |Need: Neglected
mNeglected v
| Programs |
Program CodeH
21st Century []student receives Neglected or Delinquent
program Program S

Figure 2.58 504

In the 504 group box, select the Need Type used for 504 field.

e Enrollment — uses data from the Students Enrollment record.

e Student Needs — uses data from Student Needs screen.

NOTE: This option requires that all needs associated with 504 be

defined on the Student Needs screen.

e Both - uses both Student Enrollment and Student Needs data.

Click Add to associate a 504 Definition to the 504 program.

Select a Need.
Click Save.

Click Show Detail and select the Program Code on the Programs tab.

Click Save.
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Transition Program

Transition Program O|

Transition Program Definition Add || Hide Detail |
|Need - Refugee

l Refugee v

| Programsl
Program Codeﬁ
["]21st Century program

Figure 2.59 Transition Program

1. Inthe Transition Program Definition group box, click Add to define a Transition
program.

Select a Need.

Click Save.

Click Show Detail and select the Program Code on the Programs tab.
5. Click Save.

Alternative Education

A WD

Alternative Education O|
Alternative Education Definition Add || Hide Detail | G
: Need: Alternative
n Alternative v
| Programsl

P:ogram Code (e

| Alternative Program w/out ["] Aternative Program

SEervices wiservices

Figure 2.60 Alternative Education

1. Inthe Alternative Education Program group box, click Add to define an Alternative
Education program.

Select a Need.

Click Save.

Click Show Detail and select the Program Code on the Programs tab.
Click Save.

a > DN
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Special Education

Special Education "]
Special Education Program Code Indicating In General Education Less Than 40 Percent of the Time

Special EducationH
[Cl Other Health Impairment L_IModerate Wental Preschool - Moderate Delay _Hearing
: Retardation : Impairment
- : [[Ispecific Learning [l Preschool - [C] Traumatic Brain
M bl sl B Disability Speech/Language Delay Injury
[IMultiple Disabilities - Severe [l Orthopedic Fl Autism [Jpreschool -
Sensory Impairment Impairment I Severe Delay
[C] Emotional Disability (private — — [l speech/Language [CIEmotional
school) T AR Impairment Disability
m— : [[1severe Mental
[visual Impairment Refardation

Figure 2.61 Special Education

1. Inthe Special Education Program group box, enter a Special Education Program Code
Indicating In General Education Less Than 40 Percent of the Time. This code is
determined by the district.

2. Select Special Education program codes.

3. Click Save.
Migrant

Migrant (]

Needs Type

Both e

Migrant Program Definition Add || Hide Detail | [}
|Need: Migrant Education

l Migrant Education v
| Programsl

Figure 2.62 Migrant
1. Inthe Migrant group box, select the Need Type for Migrant students.
e Enrollment — uses data from the Students Enrollment record.

e Student Needs — uses data from Student Needs screen.

NOTE: This option requires that all needs associated with Migrant
students be defined on the Student Needs screen.

e Both - uses both Student Enroliment and Student Needs data.
Click Add to associate a Migrant Program Definition to the Migrant program.
Select a Need.
Click Save.
Click Show Detail and select the Program Code on the Programs tab.
Click Save.

© g b w b
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Talented and Gifted (TAG) Needs

Talented and Gifted Needs D
Tag Need Prog Code
‘Student Programs ¥

TAG Program Codes (&)
Talented and Gifted Need
Tag v
Potentially Talented and Gifted Add (%]
: TR
Patential TAG b

Academically Talented Math

Program Code

“| Visual and Performing Arts ¥

Figure 2.63 Talented and Gifted (TAG)

1. Inthe Talented and Gifted Needs group box, select the Tag Need Prog Code for
students.

e Student Needs — uses data from Student Needs screen.

NOTE: This option requires that all needs associated with Talented and
Gifted (TAG) students be defined on the Student Needs screen.

———

e Student Programs - uses data from the Student Programs screen.

NOTE: This option requires that all needs associated with Talented and
Gifted (TAG) students be defined on the Student Programs screen.

———

2. On each of the specific talented and gifted types, click Add to associate a program code
to it.

Select a Program Code.
Click Save.
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Native American Needs

Native American Needs 3
Native American Student Need Type
Native American 4
Native American Needs Definition Add || Hide Detail | @
| Need: Other Academic Services
l Other Academic Services by
| Programsl
Program Codeﬂ
[C121st Century program [[] Title | Other

Figure 2.64 Native American Needs

1. Inthe Native American Need group box, select the Need Type.
e Native American — uses data from the Native American student record.

e Student Needs — uses data from Student Needs screen.

NOTE: This option requires that all needs associated with Native
American Education be defined on the Student Needs screen.

e Both - uses both Native American and Student Needs data.
Click Add to associate a Native American Needs Definition to the program.
Select a Need.
Click Save.
Click Show Detail and select the Program Code on the Programs tab.
6. Click Save.

a w0

Program 2
Program 2 D
ELL Program Codee
[CIELL - Ineligibility Verified [CJELL - New Service Requested []ELL - Not Eligible [CJELL - Proficiency Verified
[CIELL - Reentry after Declined [_| ELL - Reentry After Proficiency [V LEP - 2-Way Immersion  [VILEP - ESL Class Period
[VILEP - ESL Content Based  [¥|LEP - ESL Content Based [VILEP - ESL Pullout [¥I LEP - Maintenance Bilingual
[VILEP - Monitoring 1 [VILEP - Monitoring 2 [VILEP - Sheltered Instruction [¥| LEP - Transitional Bilingual
[VILEP Entry Daie "I Reclassification from LEP

Figure 2.65 Program 2
1. Inthe Program 2 group box, select ELL Program codes.
2. Click Save.
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Program 3
Program 3 O|
Program 3 Definition Add | Hide Detail | @
J |need - Pregnant and Parenting
Pregnant and Parenting v

| Programs |

Program CodeH
|| Parenting |_| Pregnant

Figure 2.66 Program 3

1. Inthe Program 3 group box, click Add to associate a Student Need/Service Type to the
program.

Select a Need.

Click Save.

Click Show Detail and select the Program Code on the Programs tab.
5. Click Save.

Additional Options

A WD

Additional Options Q|
Headstart Grade Code

w

Instructional Minutes Bell Schedule Default Instructional Minutes
-

The default will be "Use Default Value”. If no value is entered into either the drop down or the Default Instructional Minutes then 60 minutes will be used. Any of these
options can be overridden by setting the Instructional Minute Override on the Section view.

Graduation Requirements
High School +

Graduation Requirements must be specified to calculate ADM Essential Skills.

Figure 2.67 Additional Options

Set Headstart Grade
1. Inthe Headstart Grade Code field, select the Grade Level used for Headstart.
2. Click Save.

Set Instructional Minutes/Schedule for IUID extract

1. Select the Instructional Minutes Bell Schedule. The drop-down list includes all
defined bell schedules, and one option to use default minutes.

NOTE: If a bell schedule is selected, it is the only schedule used for the
Instructional Unit Identifier (IUID) extract . Please insure that all the minutes
are correctly defined for all periods in the selected bell schedule.

2. Enter the Default Instructional Minutes. This is the default instructional minutes for all
sections/periods.

NOTE: If no value or “User Default Minutes” is selected in the Instructional
Minutes Bell Schedule field or in the Default Instructional Minutes field,
then it defaults to 60 minutes. This value is overridden by the value entered in
the Instructional Minute Override field on the Section screen.
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3. Click Save.

Set Graduation Requirements for ADM

1. Inthe Graduation Requirements field, select the Graduation Requirements group that
contains the defined essential skills for the ADM extract. See Setting Essential Skills for

Graduation.
2. Click Save.
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SCHOOL SETUP

In order to report their date correctly to the state, individual schools must define three things on
the School Setup screen; their school term begin and end dates, if they should be excluded
from reporting, and any school wide programs in which they participate.

Defining the School Year Terms

1. Navigate to Synergy SIS > System > Setup > School Setup.

Menu é’l| Save | Undo | Status: Ready|@ %f
School Setup ClE A8 ™8

School Name: Hill Valley High Schoeol School Year: 2012-2013

Basic InfD| Options | SIS Data Options  Labels = TeacherVUE

Period Definition | Type Information ]
Start Period End Period Homeroom Period Homeroom Meeting Day School Type School Attendance Type
0 9 1 i High School ~| Period Attendance bt

School Attendance Taken School Attendance Reason Type
By Section ¥ Regular v

Grade Attendance Calculated
~

Concurrent Enrollment Type
Full Concurrent - Able to send and receive concurrent stude ~

ALC school Type School Category Calendar Type

5 v |Regular ~
Grade Selection (|| Grading Options (|| Roll Over Defaults (%]
Grade Grading Period Enter Code Enter Date
Ops Ok Cler Coz oz Coa First Quarter v \E2-First Oregon enn |
[Ces Cles Clor [los ¥log [Z]10
rete bl ot e Update Course History From
¥ #1212+ P 3 L
‘ Term Definition | Add H Show Detail ‘ o)
* - - = [Term Begin [ &l
1 Fall 08/28/2012 12212012 B s1.YR
m| 2 Spiing 12/31/2012 08/26/2013 52, YR
m[ 3

Figure 2.68 School Setup screen — Term Definition

2. Inthe Term Definition group box, click Add define a new school term. A new row is
added to the bottom of the grid.

Enter the Term Number, Term Name, Term Begin Date, and Term End Date.
Click Save.
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Excluding from State Reporting

School sites that are not eligible for state funding, requires that the school be excluded from
Oregon processing by selecting the Exclude from State Reporting.

1. Navigate to Synergy SIS > System > Setup > School Setup.

Menu v :i“‘;l || Save I Undo | Status: Ready | @ %ﬁré
School Setup Gl 46

School Name: PEMBROKE ELEMENTARY SCHOOL School Year: 2011-2012
I Basic Infol Options SIS Data Options | Labels  TeacherVUE
Track Selection J

Policy Code e D

Needs Values
Other Info ("
J|Exclude from Staie Reporting I Validate Student Classes

Default Locker Combination
*| Improvement Status

Generic Teacher Aide Course o
Course ID 4 Course Title 4= Credit Given
From Section Credit e’

Figure 2.69 School Setup screen - Other Info

2. Inthe Other Info group box, select the Exclude from State Reporting check box.
3. Click Save.

Note: By using this selection, the school is excluded from state
reporting, but will show in the list to be selected from the extract screen
but data will not be generated for the school.
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Setting up School Wide Programs

Programs administered to an entire school are configurable from the School Setup screen.

1. Navigate to Synergy SIS > System > Setup > School Setup.

Programs (6]

All students enrolled in this school year are in the [gjigip|q « | FRM program.

Programs / Needs (]
Title 1 Show Detail

Figure 2.70 School Setup screen - Programs
2. Inthe Programs group box, select the FRM or NSLP program code to assign to all
students in the school.

3. Inthe Programs/Needs group box, select Show Detail link next to any listed program
and choose each grade that is eligible to participate in the program.

NOTE: Programs / Needs grid area of the programs group box is
controlled by the Needs/Program Definition screen. Only those needs
that contain a check in School Based field display on this grid.
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Chapter Three:
GENERAL DATA ENTRY

In this chapter, the following topics are covered:

» Student Screen Data Entry

vV v.v. v.yY

Native American Screen Data Entry

Staff Screen Data Entry

District Course Screen Data Entry

Section Screen Data Entry

Health Screen Data Entry

66
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STUDENT SCREEN DATA ENTRY

Use the Student screen to collect student information required for Oregon state reporting.
Complete the following fields on the Student screen.

Entering Data on the Demographics tab
1. Navigate to Synergy SIS > Student> Student.
2. Onthe Demographic tab, search for a student and modify the fields as needed.

@ @ @ | g;’?} ‘ Find | Undo | Add | Delete | | Status'Find| Rﬁg %i
& blE J8 G

Student Name: School: Homeroom: Teacher:

Demographics | Parent/Guardian ~ Other Info = Emergenc; Enrollment = Enrollment History = Classes = Documents = Student Contact Log = Notes

| ast Name Firsi Name Middle Name  |Suffix  [Perm ID [Grade [Gender
' | -
Student Information Q)
|Home Language|Spoken to Student at Home Nick Name Last Name Goes By
4 | |
[AKA Last Name |AKA First Name  [AKA Middle Name]AKA Suffix
|State Student Number|Birth Date Birth Place Birth Verification Birth Certificate Num
B Al
Birth State Birth Country Email m
[ | ol
Race and Ethnicity ]
Hispanic/Lating | Resolved Race/Ethnicity
-] A
Race o)
Clwhite [l African American [] American Indian
[l Asian - Chinese [Clasian - Other [ Pacific Islander - Hawaiian
[ Pacific Islander - Other
Home Address (| Mail Address Q)
ddress [Eftective Date Address
| [
ity Istate |ZIP Code |+ 4 [[1Mail same as Home | |City State Zip Code +4
| vII || Address [ I—vj I [
Grid Code District of Residence by Address :
¥ Map it! ‘ Schools ‘ M

[County by Address

School of Residence Reason for Altendance Reason for Attendance Date
| || | )

Phone Numbers Add (@)

Phone (tensio pntas ot Listed

Figure 3.1 Student screen — Demographics tab
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Field Note
First Name Student Legal First Name
Middle Name Student Legal Middle Name
Last Name Student Legal Last Name
Suffix Student Generation Code
Perm ID District / Local Student Identifier
Grade Enrolled Grade Code
Gender Student Gender Code

Home Language

Language Of Origin Code

AKA Last Name

Preferred Last Name

AKA First Name

Preferred First Name

AKA Middle Name

Preferred Middle Name

State Student Number

Secure Student Identifier (SSID)

Birth Date

Student Birth Date

Hispanic / Latino A flag to identify if the student is Hispanic/Latino

Race A code for one or more races the student identifies with

Home Address The house number and street or post office box of the CTE Completer.

Home City

City of Student

Home State

State of Student

Home Zip Code

The Zip Code of the student's residence

+4

Zip Plus 4 Code

County by Address

County of Residence — This may be a drop-down field depending on options
selected on the District Setup screen. See Using Lookup Tables for County and

State Course Code.

Phone Numbers

Primary Phone Number
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Entering Data on the Other Information Tab

From the Other Info tab, modify the fields as needed.

[Meru] (D @ P | 5| |_Find || vado || acd | oelete || st pind | & Bip

R

Student

Student Name. School: Homeroom: Teacher:

Demographics | Parent/Guardian IOther Infol Emergency = Enrollment | Enrollment History = Classes = Documents | Student Contact Log | Motes
Last Name First Name Middle Name  Sufix  Perm ID Grade Gender
| | | el &
School Information (&
Bus Route To School Bus Route From School  [[] Extend Learning Program
[[] Vocational
Locker Number IVEP
I L 3 []Has Changed Flag
AllowTylenol
Allow Medication o o
Other Information QD

8]
£
il
2
-
<

juy

pected Graduation Year Original Enter Date Original Enter Code Original Enter Grade Final Withdrawal Date Immigration Date
B o | g

]

Dwelling Type

Psych Records Special Ed Screening Date Family Code Social Security Number|

ol
[[]Us Citizen
[] Directory List Exclude

[C]Chronic liness [C]Excessive Debt Indicator

DRefugﬁ W Y 3 - .FD'SIE w)me

[“] General Equivalency Diploma

rormrre - ™ . e

Graduation Information (&
Graduation Date Graduation Status Post Secondary Expected Graduation Month Expected Graduation Year] Ninth Grade Entry Year
| ]| |l A

Calculated Graduation Requirements Year Prospective College
b

Graduation PlanDiploma Type | Diploma Attempted Type 1 Diploma Attempted Type 2 Diploma Attempted Type 3 Early College Scholar Diploma Seal

| v i | | ] \ | | A ]
Address Hlsloly Add @

Figure 3 2 Student screen — Other Info tab

Field Note

Social Only the last four digits of the student’s social security number are reported.

Security

Number

Migrant This flag indicates that the student participates in in a program designed to ensure that
migratory children receive the opportunity to meet the state academic content and student
academic achievement standards.

Ninth Grade The school year that the student entered high school.

Entry Year

Diploma Type | A code indicating the type of diploma issued by the district.
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Entering Data on the Enrollment Tab

On the Enrollment tab, modify the fields as needed.

cleje)

Status: Ready | @ % §|

‘ZI‘ Find | Undo | Add | Delete H

L
-
&

Student

L& 8w

Student Name: School: Homeroom: Teacher.

Demographics = Parent/Guardian | Other Info | Emergency IEnroIImemI Enrollment History = Classes = Documents = Student Contact Log = Notes
Last Name First Name Middle Name Suffix Perm ID Grade Gender
v -
Enrollment Information |
SAIS ID Enter Date Enter Code [Leave Date Leave Code| ADA/ADM Serving District [Serving School |Responsible District
~ v v | il v

Responsible School Enrolled in US less than three years US Eniry Date

£ 0

78

Enrollment Activity Q|

Grade

v

Came From

Last Activity Date EffectiveDate

Program Code Special Enrollment Code Special Program Code

Previous Grade Exit cmarTE
|

v v v|

Tuition Payer Code |D\stricl Of Residence Instructional Setting
v

Title 1 Program
A

Access 504 Homebound College Enrolled

he b 4 = =

Moved To

EnrUsert

Enr User 2 Enr User 3

EnrUserDD4 EnrUserDD5 EnrUserDD6

[CIMilitary Compact Statute

v v v

Summer Withdrawal Q|

v

Summer Withdrawal Code Sum_mer Withdrawal Date Sum_mt_er Withdrawal Reason Code

v

Figure 3.3 Student screen - Enroliment tab

Field Note

Enter Date The date the student began attending a school or program within the district.

Leave Date The day after the last date the student was enrolled in a school or program within the
district.

Leave Code A code describing the student’s enrollment status on the leave date.

Serving District

The District where the student is receiving instruction and where state assessments are
administered.

Serving School

The School where the student is receiving instruction and where state assessments are
administered.

FTE

Full Time Equivalency (FTE) level for the student.

Tuition Payer
Code

A code indicating the tuition type the student is enrolled under.

Title 1 Program

A flag that indicates this student is being served by a Title 1 Targeted Assisted School
(TAS).

Access 504

A flag that indicates this student is eligible for Section 504 services.

70

Copyright© 2013 Edupoint Educational Systems, LLC




State of Oregon Data Reporting Guide

NATIVE AMERICAN SCREEN DATA ENTRY

Use the Native American screen to collect information about Native American students

required for Oregon state reporting. Complete the following fields on the Native American
screen.

Entering Data on the Native American Information tab
1. Navigate to Synergy SIS > Student> Native American.

2. From the Native American Information tab search for a student and modify the
fields as needed.

= : A =
o] @ DD | 5| B 3B suus reney | & B B
: : = Wil |
Native American blE 48
Student Name: Abbott, Billy C. School: Hill Valley High School Status: Active Homeroom: 231
| Native American Information |
Last Name First Name Middle Name  Suffix ~ PermID Grade
Abbott |Billy Ic 905483 12 v
Gender
Male e
Identification 3
CIB Tribal Community Degree Tribal Code[Tribal Enroliment Number
ml| v
Tribal Comment Indian Education
]
Funding (3| Supplies (Y| Release Form (]
[ Title Vil [T]Fall Submitted? Release Form Date
[C]Impact Aid [C1Spring ] | :
[[]Johnson-O'Malley

Figure 3.4 Native American screen

Field Note
Tribal Code Indicates a student having membership in any Federally recognized tribe.
Tribal Enroliment Number Identifier indicating the student’'s Native American tribal membership.
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STAFF SCREEN DATA ENTRY

Use the Staff screen to collect staff information required for Oregon state reporting.
Complete the following fields on the Staff screen.

Entering Data on the General Tab
1. Navigate to the Synergy SIS > Staff > Staff.

2. On General tab, search for a staff member and modify the fields as needed.

] @D | &5 | Lrra || v || ats | e |

Staff
Staff Name:  Type:
General | Schools | SpecialEd | Emergency | Credentials
Last Name |F\rstName [Middie Name  [sufiix  |Gender |Tvpe Open User Windo
I | | & ]
Staff Info Q|| Staff Role Q

Abbreviated Name  Nick Name

Job Title E-Mail ()

[Bocial Security NumberFauge Number Elale 1D |

Teacher / Administrator License Numbes [Role Type
Audiology

Teacher / Adminisirator License Prefix GoNicience

v

Birth Date Birth Month Birth Day Birth Place Rater
N N

Highest Education Level Baccalaureate Degree Institution  Highest Degree Institution

v Discipline
Health

v, v

Race and Ethnicity

Hispanic/Latino_[Resolved Race/Ethnicity Tribal Community
v I v

| African American American Indian
Pacific Islander - Hawaiian

Race@,_,@
White
Asian - Chinese | Asian - Other
Pacific Islander - Other

Figure 3.5 Staff screen - General tab

Field Note

Last Name Last name of staff member
First Name First name of staff member
Middle Name Middle name of staff member
Gender Gender of staff member

Social Security Number

The system only reports the last four digits of the staff members’ Social
Security Number.

Badge Number

An identifier assigned by the employer used to identify the staff member.

State ID

ODE Unique Staff Identifier

Teacher/Administrator License
Number

TSPS (Teacher Standards and Practices Commission) assigned identifier

Birth Date

The month, day, and year on which the staff member was born.

Hispanic/Latino

A flag to identify if the staff member is Hispanic/Latino

Race

A code for one or more races the staff member identifies with
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DISTRICT COURSE SCREEN DATA ENTRY

Use the District Course screen to collect course information required for Oregon state
reporting. Complete the following fields on the District Course screen.

Entering Data on the Course Tab
1. Navigate to the Synergy SIS > Course > District Course.
2. On Course tab, search for a course and modify the fields as needed.

‘ (9 'CCD (’9 | gi?} ‘ Find | Undo | Add ‘ Delete

Status: Find | @ %‘

District Course BlE 8 2 g8

Course ID:  Course Title:

Optimum Size Maximum Size

ICour!ve I Description  Year Override | Pre/Corequisite = Schools Teaching = Associated Courses | Standards ~ Opt In Options = Course Fees
Course ID Course Title Course Short Title Mandatory Inactive Aways Show In Course History Add
] ] ]
Course Info @]
Course Duration Department College Prep Credit Max Credit
» w ]
[Academic Type | [C] Teacher Aide [C]Extended Day
1 e [ College Approved [[] Distance Learning Course
["] Passi/Fail Only [ Online Course
Scheduling Options (| | ParentVUE Options (&)
Duplicate Request Status (@] |Grade Range Low Grade Range High Schedule Priority
3 Year Start b/ be he
Schedule Priority _ b [[]1Do not show in online course requests (PVUE/SVUE)
b Year End
School Name 4 b

Figure 3.6 District Course screen — Course tab

Field

Note

Course ID

Local identifier, assigned by the district, used to identify the course.

Academic Type

A Code describing the organizational structure of the classroom.
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Entering Data on the Description Tab

On Description tab, modify the fields as needed.

| @ ® @ | é‘;—j | Find ‘ Undo | Add ‘ Delete | Status: Find | & %%‘l
District Course QLR

Course ID:  Course Title:

Course I Description I Year Override | Pre/Corequisite |~ Schools Teaching = Associated Courses  Standards | Opt In Options = Course Fees
Course D Course Title Course Short Title Mandatory Inactive Always Show In Course History Add

Il Il Il

Short Description
Description [%5] @

|M S prpmmndl sttt A e T pnin . P PP _p

[11B Indicaws [[]AP Indicator
[C]AICE Indicator [C]IGCSE Indicator

College Code College Course Code  College Course Title College Course Credits |State Course Code|Department Code
CTE Programs Chooser [

[ tine Code = Title < [cTE career Clusters

Figure 3.7 District Course screen — Description tab

Field Note
State National Center for Education Statistics (NCES) or Non-NCES code for the course that is being
Course taught in the location identified by the combination of the Room Name and Class Period.
Code
This field may be a drop-down list based on setup options. See Using Lookup Tables for
County and State Course Code.
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SECTION SCREEN DATA ENTRY

Use the Section screen to collect section information required for Oregon state reporting.

Entering Data on the Current Students tab
1. Navigate to the Synergy SIS > Schedule > Section.

2. On Current Student tab, search for a section and modify the fields as needed.

‘ k:« (Q (’9|:§’}‘ Find ‘ Undo ‘ Add | I-ee:e|

Status: Find | @ Eﬂjq

Section

(1 L4 8 & ~a¥

Current Studemsl Student Enroliment History

Section ID:  Course Title:  School Year.

Additional Staff  Staff History

Section ID Course ID 4 Course Title Staff Name 4 Room Name
Section Info O” Student Seat Totals (%]
Begin Period End Period Term Code Male Female |Totals Max Open Seals

v ~|] v [ [ |
Exclude Attendance Exclude Grading Aftendance Type Teacher Aide Seats Q3

b b A | Total Max QOpen Seats

Supplemental Funding Category [ | |

ke Grade Book Specialist Q)

Instructional Minutes Override ["]Using Elementary Minutes Section Record Type

Grade Book Specialist Group ¢

v

v

Instructional Slralegy]lnstrucliona\ Method Category Code Ovemdel[_’] Distance Learning I

State Reporting QD
[T Course Excluded From State Reporting

bt b ["]Independent Study

College Credit
E

Online Course Override State Course Override 4

Exclude From State Reporting NCLB Core
b w v

Instructional Unit ID

Local Master Schedule ID

Restrictions

(|| Staff Contributions (|| TeacherVUE Security (3

v

Grade Range Low

Grade Range High Gender Restriction Credit House Responsibility Primary Staff Attendance

v v v v v

Team

—
Term Exclusion  [7|No Term Override [~] Exclude From Mass Scheduling
|

Additional Staff Attendance
£

Amount

Figure 3.8 Section screen — Current Students tab

Field Note

Section ID A locally defined number that identifies a particular section of a course. When coupled
with the division and school, Section ID creates a unigue identifier for the section.

Room Name Identifier that distinguishes the specific location, usually a classroom, where the class is
being conducted.

Begin Period Identifier that distinguishes the unit of time set aside for the instructional activities of the
class.

Male Number of males students taking the class.

Female Number of female students taking the class.

Instructional Indicates whether the course is taken via virtual means to include online courses, or

Strategy courses taken via satellite between schools.

Distance Learning

A flag to identify students who have taken at least one distance learning course during the
current school year where the credit counts towards high school graduation.

Instructional Unit
ID

OED assigned Instructional Unit Identifier (IUID).

Local Master
Schedule ID

Master schedule identifier for local student information systems.

Grade Range Low

A code indicating the grade level of the students enrolled in the class.
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HEALTH SCREEN DATA ENTRY

Use the Health screen to collect immunization information required by the state of Oregon.
Complete the following fields in the Health screen for each student in the school and/or
district.

Entering Data on the Immunizations tab
1. Navigate to Synergy SIS > Health > Health.
2. Onthe Immunization tab, find or scroll to a specific student.

[enuv)| @ DD | &5 | _sove ||_vrwo | @sm“nemy|m Eaih:[
" Health ) %
Student Name: Abernethy, Anne E. School: Hill Valley High School Status: Active Homeroom: Age: 15yrs 3 mths

Nurse's Log | Health Conditions | izati I Medications | Health History  Private

Last Name First Name Middle Name Perm ID Grade Gender Birth Date Allow Tylenol
[Abernethy [Anne |Elizabeth [o02870 110 ~ Female v 11/06/1997

Immunizations Show Detail | ()

Line lName Insufficient-parent signature is missing

Definition Not Defined

Definition Not Defined

Definition Not Defined

HBV 2 DOSE

= HBY
,78 aricella
,79 aricella 13 +

SEEICIECIEEIEEY

04/19/1997
12/27/1996
10/21/2011
09/12/1999
09/12/1999

09/12/1989
08/12/1997

08/01/2009

08/01/2009 08/26/2009 [o5/00/2010 [10/21/2011

02/06/2013

In order to set exemptions or compliance to all vaccinations, Confirm Set must be checked before hitting Save.

[l Confirm Set

Exempt Compliance

| |

Comment [5]Q

Immunization Record Data Q

Figure 3.9 — Health, Demographics tab
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3. Enter the student’s current vaccination dates in the Dosage Data grid.
OR

Enter an exemption reason in the Set Exemption And Compliance group box.

NOTE: If a student has an exemption, but it has expired or has no
granted date, the immunization dates are reported, and the exemption
entry is ignored.

4. Click Save.
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Chapter Four:
PROGRAM DATA ENTRY

In this chapter, the following topics are covered:

» Free and Reduced Meals Data Entry

» Special Ed Student Services Data Entry

» English Lanquage Learners Data Entry

» Student Needs Data Entry

» Instructional Hours Data Entry
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FREE AND REDUCED MEALS DATA ENTRY

Your district may collect either Free and Reduced Meals or NSLP (National School Lunch

Program) information for Oregon state reporting. Use the Free and Reduced Meals
screen to record either type of data for students who qualify for this program.

Entering Data on the FRM tab

1. Navigate to the Synergy SIS > Student Programs > Free and Reduced Meals.
2. Search for a student and modify the fields as needed.
T T T o 3 |
| \‘f) GD \?_)) | £zl | MM Status: Find | & K é@'
Free and Reduced Meals ey
Student Mame: School: Status: Room MName:
| FRM | FRM Transactions
Last Name First Name Middle Name Suffix Perm ID _Gr;_ade Ger]_der_ .
|| - p—
Free and Reduced Meals | Add | &
[l 7912012 v e
F-FREE
R-REDUCED
Figure 4.1 Free and Reduced Meals screen — FRM tab
Field Note
Enter Date Used to determine the date the student entered the program
FRM Code Indicates the program for which the student is eligible.
Exit Date Used to determine the date the student exited the program
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SPECIAL ED STUDENT SERVICES DATA ENTRY

Use the Special Ed Student Services screen to record the services provided to specific
students who qualify for this program.
Entering Data on the Services tab

1. Navigate to Synergy SIS > Student Programs > Special Ed Student Services.
2. Locate a student record to modify.

| \‘9&@&9 :"i(} g# @QHEJStEtHS:ReadY|@ %&’
Special Ed Student Services Pl 48 ™8
Student Name: Abbott, Billy C. School: Hill Valley High School Status: Active Room Name: 231 VerboseAge: 17 yrs 8 mths
Services | Senvices Transactions | Snapshots
Last Name First Name Middle Name  Perm ID Grade Birth Date
[Apbott |Billy [c |905483 12 v |05/10/1995
Add Need/Services [
Need b | Add New Need /Service |
| Services Show Detail | ()

Figure 4.2 Special Ed Student Services — Services tab

From the Need field, select a program.

Select the Add New Need/Service button. The Student Program Add screen
displays.

I Save Service I | Close |
Spec Ed Service Add

| Add Service |
Need
Hearing Impairment b

Service %]
[Service Code Enter Date Exit Date Exit Reason

02/04/2013 3

<

Funded SPED Service DOR
123456000

[C]Primary Need

Concurrency
v

Figure 4.3 Special Ed Services Add screen

5. Select a Service Code from the field. The Enter Date will default to the current
date.

6. Select the Save Program button. The special ed need and service displays in the
Services grid on the Special Ed Student Services screen.
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Entering Data on the Snapshots tab

The Snapshot tab collects Special Education Services information by disability.

1. Select the Snapshots tab.

‘@@@‘@'ﬁm EQE@S‘&tuSReW‘%%&
Special Ed Student Services Qr el T )

Student Name: Abbott, Billy C. School: Hill Valley High School Status: Active Room Name: 231 VerboseAge: 17 yrs 8 mths

Semnvices | Services Transactions ISnapsholsI

Last Name First Name Middle Name  Perm ID Grade Birth Date
Abbot |Billy fc |oo5483 12 v [05/10/1995

Special Ed Snapshots Add Show Detail | (Y

choo
. apshot Type Record Type

2012 SECC - December Special Education Child Count + Unknown ~ [AUTISM v
Figure 4.4 Special Ed Student Services — Snapshots tab

Click the Add button. The Special Ed Student Services Add screen opens.

Enter the appropriate data in the required fields.
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Save Close

_ Special Ed Snapshot |

Special Ed Student Services Add

8 L4 o ™q

Eljsic Information 6]
hool Year Resident District
| I | ¥
[Snapshot Type Agency Type
| | 3
Record Type JEnroliment Setting Type
g || -
IEP &)
Eligibility Date Last IEP Date [] Transition
) | [[]Service Coordination
Exit Date = —
— [ClIFSP Justification
]l [“]Early Entry o Kind rh
T Roason arly Entry to Kindergarten
vl
Disabilities &)
Primary Disability
| |
Secondary Disability 1 Secondary Disability 3
| v vl
i | |
Disability Secondary 2 Secondary Disability 4
| | l v
i _—
Related Services J
Related Services 1 Related Services 4
| i 3
Related Services 2 Related Services 5
| v
Related Services 3 Related Services 6
vl | vl
1 il
Supplemental Services &)
Supplemental Services 1 Supplemental Services 4
| 4 | 3
Supplemental Services 2 Supplemental Services 5
| ) | 5
Supplemental Services 3 Supplemental Services 6
| ) | e
| Placement Q)
|Placement Type ISecondary Placement Type
| vl ¥
|Placement Comment [E5

Figure 4.5 Special Ed Student Services Add screen
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Field Note

School Year The school year in which the services were provided

Snapshot Type Indicates if this data should be used for the SECC- December Special
Education Child Count or for the SEEC — June Special education Exit
Count.

Agency Type Indicates the type of agency providing services to the student.

Record Type

Indicates the type of special education student record.

Enrollment Setting
Type

Indicates the type of educational setting in which the student is enrolled.

Eligibility Date

Indicates the date that the student’'s most recent eligibility for special
education was determined.

Last IEP Date

Indicates the last date that the student’s most recent Individual Education
or Family Service Plan was completed.

Exit Date

Indicates the date that the student exited the special education program.

Exit Reason

Indicates the reason the student exited the special education program

Transaction flag

Flag indicates that the student is currently receiving Early Childhood
Special Education (ECSE) services by was in an Early Intervention(EI)
program last year and was automatically transferred to ECSE on their third
birthday.

Service Coordination
flag

Flag indicates the Service Coordination Early Intervention (El) service,
including coordinating services across agencies by serving as a single
point of contact, assisting parents of eligible students in gaining access to
early intervention and other services, facilitating the timely delivery of
services, and continually seeking appropriate services.

IFSP Justification flag

Flag indicates whether justifications are included on the Individual
Education or Family Service (IFSP) when services are not provided in the
natural environment.

Early Entry to
Kindergarten flag

Flag indicates the child was enrolled in kindergarten before they were five
years old (as of September 1*)

Primary Disability

Indicates the student’s primary disability (eligibility).

Secondary Disability
1-4

Indicates the student’s secondary disabilities, if any exist.

Related Services 1 -6

Indicates the services the student is receiving related to their disabilities.

Supplemental
Services 1- 6

Indicates supplemental services the student is receiving.

Placement Type

Indicates the proportion of time the student receives special education and
related services.
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Secondary
Placement Type

Indicates the location where a student receives EI/ECSE (Early
Intervention/Early Childhood Special Education) or educational services.

Placement Comment

Comment further describing the federal placement of the student.

4. Click Save.
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ENGLISH LANGUAGE LEARNER DATA ENTRY

Use the English Language Learners screen to collect information required for state
reporting. Complete the following fields in the English Language Learners screen for
each student in the school and/or district that is eligible for an English Language Learner

(ELL) program.

Entering Data on the ELL tab
1. Navigate to Synergy SIS > Student Programs > English Language Learners.

2. Onthe ELL tab, search for a student and modify the fields as needed.

)] @ QB 5| e ] v | B3RS sy | Tl
- L R E % e o
English Language Learners Cl8 8wy
Student Name: Abbott, Billy C. School: Hill Valley High School Room MName: 231 Staff Name: Gordon, K.
ELL | Assessment  Parent Contact | Follow Up
Last Name First Name Middle Name Suffix Perm ID Grade Gender
|Abbott Bilty lc | |o05483 12 v Male v
ELL History Add | @
S Ling E =] B E
n [IEEEE LEP - 2-Way Immersion v | [ v
‘Languages QD
Home Language]First Learned [Spoken to Student at Home|Spoken by Student at Home Spoken by Adults at Home
v - - v -
Additional Information Q)
Us LEP Start Datefll EP Exit Date
00/03/2012 [ B

Figure 4.6 — English Language Learners, ELL tab

Field

Note

Program

English Language Learner

Home Language

Indicates the student’s first or native language.

Spoken to Student at
Home

Indicates the language normally used by the student’s parents or
guardians.

US LEP Start Date

Date the student first entered an English Language Development (ELD)
program anywhere in a public school in the United States; or the date a
student was first identified as Limited English Proficient (LEP) and ELD
services were declined.

LEP Exit Date

Date the student exited an English Language Development (ELD)
program; or the date a student demonstrates proficiency in English
based on a valid and reliable proficiency assessment and is re-
classified as English Proficient.

3. Click Save.
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Recording Assessment Results on the Assessment tab

The Assessment tab collects the results of ELL assessment test given to students.

1.

Select the Assessment tab.

|@®®|§| Save Undo E&ﬁusmusﬂeady‘% %B

English Language Learners

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

ELL I Assessmenll Parent Contact = Follow Up

Last Name First Name Middle Name  Suffix_ Perm ID Grade Gender

|Abbott |Billy e 905483 12 ¥ Male ¥
Add Test To Student ]
Test | "| Add

ELL Assessment @

3¢ | Line|Admin Date Listening | Reading
Figure 4.7 Special Ed Student Services — Snapshots tab

Select the ELL assessment test from the Test drop-down field.
Click the Add button. The Student ELL Test Detail screen opens.

[Menuv] €55 | | save | undo | Sttus: Reacy | &3 @
Student ELL Test Detail I T

B ook ™
Student Name: Abbott, Billy C. TestName and Year: ELL - 2011

Test Parts |
Admin Date Grade School Name 4=
05202013 [ 12 v |]

Test Parts
WWWW’ELLP—IELLSS—
’7 Llslenlng | '

’_2 Reading b 4
[ B riting v v
[l overall v v

Figure 4.8 - Student ELL Test Detail
Select the School Name where the test was administered.
Enter the Performance Level indicators and ELLP indicators for the test parts.

Click Save. The recorded assessment displays in the ELL Assessment grid.

|@®®|@| Save Undo QﬁﬁuStamgngady|% %E

English Language Learners

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

ELL Assessment| Parent Contact | Follow Up

Last Name First Name Middle Name Suffix Perm ID Grade Gender

[Abbott |Billy [ 905483 12 v Male ¥
Add Test To Student )
Test | V| Add

12/03/2012 ¥ |New English  »2-EINT  2-EINT
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STUDENT NEEDS DATA ENTRY

Use the Student Needs screen to enter data for students who are eligible for other
programs collect information required for state reporting. Complete the following fields in
the English Language Learners screen for each student in the school and/or district that
is eligible for an English Language Learner (ELL) program.

Use the Student Needs screen to record a student is eligible for other programs or Title |
services, this information needs to be recorded in Synergy SIS so that they can be reported
to the state in conjunction with the normal upload procedure.

Adding a Need/Program on the Needs tab

1. Navigate to Synergy SIS > Student Programs > Student Needs.
2. Locate a student record to modify.

| (9 ':C:D (9 ‘ ;j: | Save SLiE Status: Ready | ] % @
Student Needs ClE 4 5 ~a il

Student Mame: Zeldin, Carel A. School: Hill Valley High School Status: Active Room Mame: GYM VerboseAge: 15 yrs 8 mths

| Needsl Needs Transactions

Last Name First Name Middle Name  Perm ID Grade Birth Date

|Zeldin |Carol |Alicia |167263 10 v 05/14/1997
Add Program @
Needs

b I Add Mew Meed/Program I

Needs Show Detail | (3
% | | | | / |
] Pregnant and Parenting Pregnant 07/02/2012

Figure 4.9 Student Needs - Needs tab
From the Need field, select a program.

Select the Add New Need/Service button. The Student Program Add screen
displays.

I Save Program I | Close |
Student Program Add.USA . AZ

| Add Program |

Program @
Program Code Enter Date Exit Date Exit Reason

v||lo2/0512013 M

||Receiving Sch CTDS
123456000

Figure 4.10 Student Program Add.USA.AZ

5. Select a Program Code from the field. The Enter Date will default to the current
date.

6. Select the Save Program button. The student need and service displays in the
Needs grid on the Student Needs screen.
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Withdrawing a Student from a Program

When a student leaves a program or a school, use the Student Needs screen to record the
exit date and reason.

Reference: If the student is withdrawing from the school, the system

a can be set to automatically withdraw the student from the programs
when the withdrawal information is entered into the Student screen.
Please see

Setting up Program Exits for more information.

Find or scroll to the student to withdraw. The programs and services in which the
student has been enrolled in the current year display in the Needs grid.

| ':\_(_() ':ED ':\_>_>) .:‘:‘j | Save Undo Status: Ready | & % @
[ 16 3 Toap |
Student Needs bl 4 k™

Student Name: Zeldin, Carol A. School: Hill Valley High School Status: Active Room Name: GYM VerboseAge: 15 yrs 8 mths
| Needs| MNeeds Transactions
Last Name First Name Middle Name  Perm ID Grade Birth Date
|zeldin |carol |Alicia [167263 10 v 05/14/1997

Add Program Q)

Needs

i Add New Need/Program

Needs | Show Detail | D
5] Line| | \ \ \ |
nnpregnam and Parenting Pregnant 07/02/2012

[ | |Pregnam and Parenting Parenting 02/05/2013 123456000

Figure 4.11 - Student Needs Screen, Needs Tab -Show Detail Button

Select a need from the grid and click Show Detail. The Detail tab displays.

| ‘:{9 ‘:C}) ‘:)-9 ﬁj I Save IM Status: Ready| @ % @
Student Needs Bl 48y

Student Name: Zeldin, Carol A. School: Hill Valley High School Status: Active Room Mame: GYM VerboseAge: 15 yrs 8 mths

Needs | MNeeds Transactions

Last Name First Name Middle Name  Perm ID Grade Birth Date

|Zeldin Carol Alicia 167263 10 v 0511411997
Add Program ("]
Needs

Needs Hide Detail | ()

Program Code: 1

[ [Pregnant and Parenting
" FPregnant and Parenting Detail |
History add | Q)
o

07/02/2012 \ b

Figure 4.12 - Student Needs Screen, Needs Tab, Detail Screen, Withdrawing
Enter the date the student withdrew in the Exit Date box.

Select the reason the student withdrew from the Exit Reason drop-down menu.

Click Save.
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Re-Enrolling a Student in a Program

If the student re-enrolls in the school or in a program after they have been exited, use the
Student Needs screen to re-enroll the student in the appropriate programs.

If any of the program are set to exit its students at the end of the year (see
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Defining Needs and Programs), 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 a Need/Program on the Needs tab. Otherwise, if the student is
re-enrolling with the same need and program, follow the instructions in
this section.

Find or scroll to the student to re-enroll. The programs and services in which the
student has been enrolled in the current year display in the Needs grid.

| I:(:() ':C:D ':>}) :ij | g# Status: Ready | @ E;j @
Student Needs BlE& 49 ™

Student Name: Zeldin, Carol A. School: Hill Valley High School Status: Active Room Name: GYM  VerboseAge: 15 yrs 8 mths

Needs | MNeeds Transactions

|Last Name First Name Middle Name  Perm ID Grade Birth Date
|zeldin |Carol |Alicia [167263 10 ~ 05/14/1997

Add Program (&
Needs

b Add New Need/Program

Needs | show Detall | Q)
<[ e | \ \ |

Ulpregnam and Parenting Pregnant 07/02/2012

“J" Epregnant and Parenting Parenting 02/05/2013 123456000

Figure 4.13 - Student Needs Screen, Needs Tab -Show Detail Button

Select a need from the grid and click Show Detail. The Detail tab displays.

| “:‘) ‘@ 'E’) | :i: ‘ M Status: Ready | & Eﬁj@
Student Needs SriFl =T )

Student Name: Zeldin, Carel A. School: Hill Valley High School Status: Active Room Name: GYM VerboseAge: 15 yrs 8 mths

Needs | Needs Transactions

Last Name First Name Middle Name  Perm ID Grade Birth Daie
IZeIdin Carol Alicia 167263 10 ~ |05/14/1997

Add Program (]
Needs

et Add New Need/Program

[ Needs Hide Detail | (3
Program Code: 1

I iIPregnant and Parenting )
Pregnant and Parenting Detail |
History | 2~ |
x | | |
1 07/02/2012 05/31/2013 6-End of school year ¥
00/09/2013| v

Figure 4.14 - Student Needs Screen, Needs Tab, Detail Screen, Withdrawing

Click the Add button on the Detail tab. A row appears in the History grid.
Enter the re-enrollment date of the student in the Enter Date field.

Click Save. If the student receives multiple programs, they must be re-enrolled in
each program by repeating the steps above.
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INSTRUCTIONAL HOURS DATA ENTRY

The ODE requires that districts record the number of instructional hours spend serving
students enrolled in a non-special ed programs and services, such as Migrant Education or
Title 1 services. There are three options available for entering instructional hours:
Instructional Hours Entry, Instructional Hours By Program, and Instructional Hours
by Student.

Adding Students on the Instructional Hours Entry screen

1. Navigate to Synergy SIS > Student Programs > Instructional Hour Entry.

g 4 Status: Ready | @ E&j CS}
Instructional Hour Entry >lE 482y

District Name: Edupoint School District

Instructional Hours |

Filter Options (]
Last Name First Name Perm ID Reporting School Start Date End Date

v
Program Description Program Code
Title 1 5 ¥\ | Filter
Student Instructional Hours [ add || chooser |y

= = =
®
[05]06 |07 [0z 0s]10[11]42]13

2. Click the Add button to add a single student. The Find Student screen displays.
OR

Click Chooser to add multiple students. The Chooser screen displays.

3. Select the appropriate student(s). The student(s) appear in the Student
Instructional Hours grid.

4. Complete the following fields for the selected student or students in the grid.
e Start Date
e End Date
e Program Description
e Program Code (if applicable)
e Reporting School (optional)
e Instructional Hour Programs
5. Click Save.
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Recording Instructional Hours

Save Undo Status: Ready | @ % @
Instructional Hour Entry ELOEC N .|

District Name: Edupoint School District

Instructional Hours |

Filter Options &
Last Name First Name Perm ID Reporting School Start Date End Date
| B
Program Description Program Code
|ﬂtle 1 V|| "| Filter |
Student Instructional Hours Add Chooser | ()
A Programs

Figure 4.15 Instructional Hour Entry

1. Onthe Instructional Hour Entry screen, use the filter options to search for a
particular student or students belonging to a program. The student(s) appear in the
Student Instructional Hours grid.

Enter the instructional hours for the appropriate student.
Click Save.

Adding Students on the Instructional Hours by Program screen
1. Navigate to Synergy SIS > Student Programs > Instructional Hours By Program.

‘ @ @ @ | %‘5 ‘ — 4lundo Status: Ready | @ RED@;
Instructional Hours By Program LT

Code: 05 Description: Case Management

Students |
Order Code Description State Code State Multiplier

|2 j05 |Case Management |05

Students

Flgure 4.16 Instru‘ctlonal Hours By Program
Click Chooser to add one or more students. The Chooser screen displays.
Select the appropriate student(s). The student(s) appear in the Student grid.
Complete the following fields for the selected student or students in the grid.

e Start Date

e End Date

e Instructional Hour Programs

e Student Need (optional)

e Program Code (if applicable)

e Reporting School (optional)
5. Click Save.
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Recording Instructional Hours By Program

‘ @ @ @ | £ ‘ Lsave ||_undo | Status: Ready ‘ & %Cﬁ
~Instructional Hours By Program Y R

Code: 05 Description: Case Management

Students |

Order  Code Description State Code State Multiplier
|2 Jos |Case Management Jos

Students Chunser
r’i Siatieat Pe'"' =| Sstartpate End Date '“51““;?:5"“" Student Need Reporting School
J’nsﬁ'nv g 118615 ”08106!2012 |05f16!2013 '.5 000 Alternative

Figure 4.17 Instructional Hours By Program

1. Onthe Instructional Hours By Program screen, scroll to or find the appropriate
student code. The students participating in that program display in the Students
grid.

2. Enter the instructional hours for the appropriate student(s).
3. Click Save.

Recording Instructional Hours By Student
1. Navigate to Synergy SIS > Student Programs > Instructional Hours By Student.

DD | 5| e | o | p— e
Instructional Hours By Student Pl 48T

Student Name: Ipsen, Anthony R. School Hill Valley High School  Status: Active Room: 304

Hours |
L ast Name First Name Middie Name Perm ID Graﬂe Gender
ipsen [Antnony [Ropert 118615 v Male v
Student Instructional Hours Add

0 0 0% 0 0 09 0
070272012 _[03/107/2013 [ Transitio 12000 | |
08/06/2012 [ 05/16/2013 _ [| Aemative. | 5.000 | | |

Figure 4.18 Instructional Hours By Student

2. Scroll to or find the appropriate student. The programs the student is enrolled in
appear in the Student Instructional Hours grid

3. Enter the instructional hours for the appropriate program(s).
4. Click Save.
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Adding a Program on the Instructional Hours by Student screen

DI | 5| [ swe | a0 | Sttty | @ Bon
Instructional Hours By Student [Cr AP T )

Student Name: Ipsen, Anthony R. School Hill Valley High School  Status: Active  Room: 304
ional Hours |

Last Name First Name Middie Name  Suffix  Perm ID Grade Gender

lipsen Anthony jRobert 118615 10 ¥ Male v

Student Instructional Hours Add

07022012 [7]03/07/2013 [P Transition | |12000 | |
|08/06/2012 @ 05/16/2013 5 Alternative 5.000 :

Figure 4.19 Instructional Hours By Student

1. Onthe Instructional Hours by Student screen, scroll to or find the appropriate
student. The programs the student is enrolled in appear in the Student
Instructional Hours grid

2. Click Add on the Student Instructional Hours grid. A new row is added to the
grid.

3. Complete the following fields in the grid.
e Start Date
e End Date
e Program Description
e Reporting School (optional)
¢ Instructional Hour Programs
4. Click Save.
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Chapter Five:
MASS UPDATE STUDENT PROGRAMS

In this chapter, the following topics are covered:

» Student Programs Records Updates
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STUDENT PROGRAMS RECORDS UPDATES

Use the Mass Update Student Programs screen to close programs and exit student en
mass. Run this process for programs that require all exits for previous years for Oregon
submission.

Exiting Students from the English Language Learners Program

1. In Synergy SIS, change the focus to the school year for which you are closing
programs.

2. Navigate to the Synergy SIS > Student Programs > Mass Update Student
Programs.

3. Select the English Language Learner tab.

I Update Programs I
Mass Update Student Programs

Organization Name: BAY SIDE HIGH SCHOOL School Year: 2012-2013

JAction Effective Year Source
Close w | Focus Year 1~

Programs in the 2012-2013 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 [Engiish Language Learnersl Free & Reduced Meals ~ Student GATE  Student Needs  Special Ed Needs
|" | Include in Procesg ELL Exit Reason

v

Figure 5.1 Mass Update Student Programs screen — English Language Learners tab
In the Action field, select the Close option.
In the Effective Year Source field, select the Focus Year option.
Select the Include In Process check box.

N o g &

Click the Update Programs button.

NOTE: ELL Exit Reason is not required.
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Exiting Students from the Free & Reduced Meals Program

1.

a DN

Select the Free & Reduced Meals tab.

I Update Programs I

Mass Update Student Programs

Organization Name: High School chool vear: 2010-2011

fction E__ﬂect\yg Year Source |
Close v [Focus Year i

Programs in the 2010-2011 school year will De 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 Learners I Free & Red d Mealsl Student GATE | Student Needs = Special Ed Needs

Il‘ Include in Processl

Figure 5.2 Mass Update Student Programs screen — Free & Reduced Meals tab
In the Action field, select the Close option.
In the Effective Year Source field, select the Focus Year option.
Select the Include In Process check box.
Click the Update Programs button.

Exiting Students from Student Needs Programs

Run the close function from the Student Needs tab at the end of each yeatr, if all the needs
programs require new records each year. If the programs are not closed, they continue to
report the record until the student withdraws or exits from the program and the record is
closed.

1.

a M DN

Select the Student Needs tab.

I Update Programs I
Mass Update Student Programs

Organization Name: High School cheol vear: 2010-2011

fiction __ [Effective Year Source 5
Close ~ BFocus Year hd

Programs in the 2010-2011school 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 Learners | Free & Reduced Meals | Student GATE |Student Needs | Special Ed Needs

l Include in Process. I Needs Exit Reason

Figure 5.3 Mass Update Student Programs screen — Student Needs tab

o

In the Action field, select the Close option.

In the Effective Year Source field, select the Focus Year option.
Select the Include In Process check box.

Click the Update Programs button.

NOTE: A Needs Exit Reason is not required.
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Exiting Students from Special Ed Needs Programs

Caution: If your district is using Synergy SE to track Special Education,
programs do not use this tab.

Confirm with your district that it is an acceptable practice to remove
students from Special Education Student Services using the Mass
Update Student Programs screen. If it is acceptable, only process
students for approved Special Ed Exit Reasons.

© g bk b

Select the Special Ed Needs tab.

I Update Programs I

Mass Update Student Programs

Organization Name: BAY SIDE HIGH SCHOOL School Year: 2012-2013

ction Effective Year Source
Close v | Focus Year e

Programs in the 2012-2013 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 Learners = Free & Reduced Meals = Student GATE |~ Student Needs ISpeciaI Ed Needsl
Include in Process Special Ed Exit Reason

v

Figure 5.4 Mass Update Student Programs screen — Special Ed Needs tab
In the Action field, select the Close option.
In the Effective Year Source field, select the Focus Year option.
Select the Include In Process check box.
In the Special Ed Exit Reason field, select an exit reason.
Click the Update Programs button.
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Chapter Six:
ODE EXTRACTS

In this chapter, the following topics are covered:

» ODE Extracts

» ODE Extract History
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ODE EXTRACTS

The ODE had specific deadlines for submission of the various extracts. Please confirm
submission dates on the Oregon Department of Education website at
http://www.ode.state.or.us/home.

Use the ODE Extracts screen to create the following extracts to submit to the Oregon
Department of Education:

e Secure Student Identifier (SSID)

o Average Daily Membership (ADM)

e Unique Staff Identifier (USID)

e Instructional Unit Identifier (IUID)

e Class Size

e Special Education Child Count (SECC) — December

e Special Education Child Count (SECC) — June

e Staff Assignment

e Staff Assignment/Audit

e Limited English Proficient (LEP)

Creating an ODE Extract
1. Navigate to Synergy SIS > OR > ODE Extracts.

| ’W‘ | m Status: Ready | @ % %g
ODE Extracts Bl 48 @ ™g @

Submissionl History
Submission Type Submisson Date [Filter Group
ssio| v 1102/06/2013 3

SSID

ADM

UsID

ID

Class Size

SECC - December
SECC - June

Staff Assignment

Staff Assignment/Audit
LEP

Figure 6.1 ODE Extracts screen
2. Select the extract from the Submission Type field.
3. Enter a date in the Submission Date field.
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Note: The ADM extract also has an End Date field that is required for
submission.

— o |
" ODE Extracts

S issi | History
Submission Type Submisson Date |End Date riﬂer Group
laom | \

Figure 6.2 ADM Extract fields

4. Select a Filter Group to include in the extract (optional.)
5. Click Create. A confirmation message displays when the extract is created.

Note: The extract can take a significant amount of time to generate
depending on the number of student records included in the file.

The Cregon Student Data Collection for the S3ID submission has been
completed.

Figure 6.3 Confirmation Message
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ODE EXTRACT HISTORY

A record of the ODE extracts previously created is available on the History tab of the ODE
Extracts screen. The schools and students included in the extract, a copy of the extract
itself, and any related error logs are accessible from this tab.

Viewing ODE Extract History

1. Select the History tab. The History tab displays all the ODE extracts that have
been submitted including their creation date.

| @ Status: Ready | & %;é
ODE Extracts BlE I8 i gl
Submission I Historyl
‘ Filter Options (]
‘ODE Extracts History Show Detail | (3
. bmissio ibmit Date a op
SSID 02/06/2013 02/06/2013 16:06:00 02/06/2013 16:10:00
DM 08/01/2012 01/25/2013 14:43.00 01/25/2013 14:43:00
DM 09/24/2012 01/25/2013 14:33:00 101/25/2013 14:33:00
JADM 01/01/2013 01/24/2013 16:11:00 01/24/2013 16:11:00
DM 01/01/2013 01/24/2013 14:30:00 101/24/2013 14:32:00
SADM 07/01/2012 01/16/2013 11:52:00 01/16/2013 11:52.00
DM 07/02/2012 01/08/2013 09:48:00 101/08/2013 09:48:00
SIADM 07/01/2012 12/20/2012 17:54:00 12/20/2012 17:54:00
:|SECC - December 12/03/2012 12/20/2012 12:13:00 12/20/2012 12:14:.00
JiuD 12/11/2012 12/20/2012 10:18:00 12/20/2012 10:18:00
DM 07/01/2012 12/19/2012 10:46:00 12/19/2012 10:46:00
Class Size 12/03/2012 12/06/2012 16:44:00 12/06/2012 16:44:00
DM 08/22/2012 12/06/2012 16:39:00 12/06/2012 16:39:00
SJADM 07/02/2012 12/06/2012 16:36:00 12/06/2012 16:36:00
DM 109/02/2012 12/06/2012 16:31:00 12/06/2012 16:31:00
SIADM 109/03/2012 12/06/2012 16:26:00 12/06/2012 16:26:00
DM 08/06/2012 12/06/2012 15:47.00 12/06/2012 15:49:00
SJADM 109/03/2012 12/06/2012 14:46:00 12/06/2012 14:47:00
=lUD 12/06/2012 12/06/2012 10:27:00 12/06/2012 10:27:00
JIUID 12/09/2012 12/05/2012 19:07:00 12/05/2012 19:08:00
12 (3

Figure 6.4 ODE Extracts screen — History tab

2. Select an extract from the ODE Extract History grid and click Show Detail. The
details for the selected extract display.
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The Config tab of the extract history displays the organizations and students included in

the selected submission.

o=

statusReany“U Eﬁ‘ﬁﬁé

" ODE Extracts

LT )

Submission _ History |

|F|\ter Options

9

Hide Detail | ()

Config | Extract Errors

S ion Submit Date

ADM v (080112012 [

| Organizations Processed [&]

King High School

Hill Valley High School

O
[€]

=

=
El [l Y (= [ p_>
1< 1= 1= |- 1o \D
58 |l 3 18 \B

=]

=]

o

]

Figure 6 5 ODE Extract History - Conflg tab

The Extracts tab displays the extract file that was submitted. Click on the document icon to
open or save the extract file to a local directory location.

| Create Status: Ready @ %@
" ODE Extracts 48 g 8
Submission  History |
| Filter Options @
ODE Extracts History Hide Detail | (3
Line Submission
SSID Config I£xtra1:t| Errors
ZADM Submission Submit Date
DM laDM +| |08/01/2012
DM
DM Extract Files

*|SECC - December

Figure 6.6 ODE Extract History - Extract tab
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The Errors tab lists of any errors generated when the extract processed. Click on the
document icon to open or save the error log to a local directory location

| Create Status: Ready | % Eﬁ] @
~ ODE Extracts 8 k™

Submission | History |

| Filter Options @
ODE Extracts History Hide Detail |
Line Submission
SSID Config | Extract I Errorsl
ZADM Submission Submit Date
=laDM |ADM ~| [08/01/2012
ADM
SADM Error Files Q@
ADM e[Name S p
ADM
ADM Error report for Hill Valley High School
SECC - December
IUE}[;I' Error report for King High School D

Tlace Qiva

Figure 6.7 ODE Extracts History - Errors tab
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Chapter Seven:
STATE ID PROCESSES

In this chapter, the following topics are covered:

» State Files Imports
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STATE FILES IMPORTS

The State ID processes update staff, student and course records within Synergy SIS with
state assigned IDs. The State ID processes are run after a district has created and
submitted extracts to the ODE. The ODE returns an extract file that has any missing or
incorrect IDs records populated. The district then imports the file from the ODE into
Synergy SIS, and the corrected records are updated within the system.

Importing the SSID file
1. Navigate to the Synergy SIS > OR > State ID Process.

W Save | Undo | Status: Ready| @ %E‘(J
State ID Processes ClE 48k vy @

School Year: 2012-2013

SSID Import | IUID Import | USID Import
551D File From The State Add (]

File Type Explanation (@]

The File Type lookup will tell us which type of file needs to be imported. The state gives several different
possibilities so depending on the type of file that your district/school uses you will need to select the appropriate
File Type so the file will be imported correctly. Here are some examples of the different choices:

SSID Import All Data CSV
ChkDigitStdntlD, DistStdntlD, ResdDistinstiD, ResdSchilinstiD, AttndDistinstiD AttndSchilnstiD, InstFill, LgILNm
0005395611,905483,123456273,0000654321,0000004444,0001234567 . Billy

SSID Import Fixed
000000444400001234560002665522
000000444400005414140007232222

SSID Import CSV (default)
AttndDistinstiD, ChkDigitStdntiD
0000004444 323252 0065855854

Figure 7.1 State ID Processes screen

2. Onthe SSID Import tab, click Add. The Attach Document screen appears.

| Attach document |

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

Upload

Figure 7.2 Attach Document screen
3. Click Browse to locate the State ID file on your local drive or network.

4. Click Upload to attach the file. The file displays in the SSID File From The State
grid.
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Menuw| save | Undo | 5tatus:Ready| @ %E—'
State ID Processes LAY

School Year: 2012-2013

SSID Import | 1UID Import | USID Import

551D File From The State Add (]
ame Process : Date Processed 04 : : pée
USE_FOR_DEMO - CSV.csv | ProcessFile SSID Import CSV v
File Type Explanation Q)

The File Type lookup will tell us which type of file needs to be imported. The state gives several different
possibilities so depending on the type of file that your district/school uses you will need to select the appropriate
File Type so the file will be imported correctly. Here are some examples of the different choices:

SSID Import All Data CSV
ChkDigitStdntiD, DistStdntlD, ResdDistinstiD ResdSchlinstiD AttndDistinstiD, AttndSchllnstiD, InstFill, LgILNm
0005395611,905483,123456273,0000654321,0000004444 0001234567, .Billy

SSID Import Fixed
000000444400001234560002665522
000000444400005414140007232222

$SID Import CSV (default)
AttndDistinstiD, ChKDigitStdntiD
0000004444,323252 0065855854

Figure 7.3 State ID Process - SSID Import

5. Select the File Type. If you are not sure, open the State ID file you received from
the ODE, and compare the layout the file type explanations listed on the screen.

6. Click Process File. The corrected state IDs are processed and the time and date
they were processed display in the Date Processed column.

W Save | Undo | Status:Reaﬂy| % %E—'
State ID Processes SR

School Year: 2012-2013

SSID Import | 1UID Import | USID Import

551D File From The State Add (]
ame Process : Date Processed 04 : : pée
USE_FOR_DEMO - CSV.CSV | ProcessFile | 12/20/2012 10:10:00 = SSID Import CSV v
File Type Explanation Q)

The File Type lookup will tell us which type of file needs to be imported. The state gives several different
possibilities so depending on the type of file that your district/school uses you will need to select the appropriate
File Type so the file will be imported correctly. Here are some examples of the different choices:

SSID Import All Data CSV
ChkDigitStdntiD, DistStdntlD, ResdDistinstiD ResdSchlinstiD AttndDistinstiD . AttndSchllnstiD, InstFill, LgILNm
0005395611,905483,123456273,0000654321,0000004444 0001234567, .Billy

SSID Import Fixed
000000444400001234560002665522
000000444400005414140007232222

$SID Import CSV (default)

AttndDistinstiD, ChkDigitStdntiD
0000004444 323252,0065855854

Figure 7.4 State ID Processes - SSID Import - Log File

7. Click the Log File to see any errors that occurred when the records were
processed.
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Importing the IUID file
1. Navigate to the Synergy SIS > OR > State ID Process.

‘ Menuw| save | Undo | Status: Ready|@ %E‘(
State ID Processes ClE 48 @

School Year: 2012-2013

SSID Import | 1UID Import | USID Import
‘ [1UID File From State add__ O

Figure 7.5 State ID Processes - IUID Import tab

2. Onthe IUID Import tab, click Add. The Attach Document screen appeatrs.

Attach document

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

Upload

Figure 7.6 Attach Document screen
3. Click Browse to locate the State ID file on your local drive or network.
4. Click Upload to attach the file. The file displays in the SSID File From The State

grid.
| Menuw| Save | et | Status: Ready|@ %E‘i
State ID Processes blE 482yl
School Year: 2012-2013
Il ssiDimport WID Import | USID Import
1UID File From State [ add | @
% gl | g |
IUID_IMPORT.xIsx I Process File I

Figure 7.7 State ID Processes screen - [UID Import tab - process

5. Click Process File. The corrected state IDs are processed and the time and date
they were processed display in the Date Processed column.

| Menuw| save | Undo | Status: Ready|@ %E‘(
State ID Processes Qr- PR T .

School Year: 2012-2013

Il ssiD import 1UID Import | USID Import
IUID File From State Add | @
% gl | S |
UID_IMPORT xisx Process Fie 12/20/2012 =

Figure 7.8 State ID Processes screen - 1UID Import tab - Log File

6. Click the Log File to see any errors that occurred when the records were
processed.
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Importing the USID file
1. Navigate to the Synergy SIS > OR > State ID Process.

Menuw| save | Undo | Status:Ready|@ %El
State ID Processes Pl T

School Year: 2012-2013

SSI0 Import | UID Import = USID Import|

USID File From State add [

Figure 7.9 State ID Processes - IUID Import tab
2. Onthe USID Import tab, click Add. The Attach Document screen appears.

Attach document

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

2) Click Upload

Figure 7.10 Attach Document screen
3. Click Browse to locate the State ID file on your local drive or network.

4. Click Upload to attach the file. The file displays in the USID File From The State
grid.

Menuw| Save | Undo | Status:Ready|@ %ET@

State ID Processes
School Year: 2012-2013

SSID Import ~ IUID Import | USID Importl
USID File From State Add (]

Process B Date Processed 0

usid20130306.csv I Process File I

Figure 7.11 State ID Processes screen - USID Import tab - process

5. Click Process File. The corrected state IDs are processed and the time and date
they were processed display in the Date Processed column.

Menuw| Save | Undo | Status:Ready|@ %E-’@

State ID Processes
School Year: 2012-2013

SSI0 Import | UID Import = USID Import|

USID File From State Add "]
e Name Process E Date Processed 04
usid20130306.csv Process Fie | 03/06/2013 =

Figure 7.12 State ID Processes screen - USID Import tab - Log File

6. Click the Log File to see any errors that occurred when the records were
processed.
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Chapter Eight:
OREGON SPECIFIC REPORTS

In this chapter, the following topics are covered:

» Accessing Oregon Specific Health Reports

» Accessing Other Oregon Specific Reports
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All the reports in this section are exclusively for Oregon users.

ACCESSING OREGON SPECIFIC HEALTH REPORTS

1.

2
3.
4

Navigating to Synergy SIS > Health > Reports.

Select a report folder, and click on the name of the report.

Select the options for generating the report (listed in the following sections.)

Click Print. The report displays as a PDF file on the screen, which can then be sent
to the printer.

OR

Click Email Me. A PDF file of the report is emailed to the email address in your
Synergy SIS profile

Note: For the purposes of this manual, only the report settings and
filters available on the Options tab of the report interface are detailed.
Additional options are available on the other report interface tabs. For
more information on the additional options on the report interface tabs,
please refer to the manual titled Synergy SIS — Query & Reporting
Guide.
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HLT208 — Oregon Certificate Of Immunization Status

Oregon Law requires proof of immunization or a religious or medical exemption be provided
before a child can attend school, preschool, or daycare. The HLT208 — Oregon
Certification Of Immunization Status lists all the immunizations or exemptions that are
currently recorded for the student and requires the parent or guardian to sign certifying the
accuracy of the information. This is a two page report for each student.

This report can be filtered using the following settings on the Options tab:

Print | | Zave Default | Reset Default | Email Me | Status: Ready | % @
Report Interface PlE 48 kg B

Name: Oregon Certificate Of Immunization Status MNumber HLT208 Page Orientation: Landscape

_0pti0n5| Sort / Output | Conditions | Selection | Advanced

Student Info ]
Last Name First Name
Perm ID
Grade
B et W
Parent/Guardian Selection Criteria ]

Parent/Guardian Type 1

b

Parent/Guardian Type 2

b4

Parent/Guardian Type 3

| ~

Figure 8.1 — Oregon Certificate of Immunization Status Report Interface
e Student Info — select an individual student or group of students based on
the Last Name, First Name, Perm ID, or Grade.
Example: if grade 12 is selected the report prints an individual report for
each student in grade 12.

o Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the Certificate of Immunization Status will be sent. The options are
based on the flags set on the Parent/Guardian tab of the Student screen.
Options include:

e Lives With,
e Contact Allowed,
e Ed. Rights,
¢ Has Custody, or

¢ Mailings Allowed.
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Oregon Certificate of Immunization Status
Oregon Department of Human Services, Immunization Program

Cregen law requires proof of immunization be provided or a religious or medical exemption
be signed prior to a child's attendance at school, preschool, child care or home day care.
This information is being collected on behalf of the Oregon Department of Human Services,
Immunization Program and may be released to the Department or the local Public Health
Authority by the schoal or children's facility upon request of the Department. WVaccine history
must include at least the month and year. Please list immunizations im the order they were

recsived.
Abbott ity . 05/10/1805 = g
Child's Last Mame First Middle Initial Birthdate “-'g
Apellido Primer Nombre Segundo Nombre  Fecha de Nacimiento
1055 5 Val Vista Dr#200 Portland CR B5204
Mailing Address City State Zip Code
Direccion Ciudad Estado Codigoe Postal
Aaron, Kathleen i g
Parents’ or Guardians’ Names Home Telephone Number L3
Hombre de los padres o guardian Numero de Telefono
)
Vaccines Dose 1 Dose 2 Dose 3 Dose 4 Dose 5 é
DiphthveriaTietanes/Peri =
ot i 01/30/2006 | 0172672008 | 02/28/2008 | 04/02/2010 | 0510412011
(DTaP, Tdap.Td)}
Booster Dose Tdap
(maot given prior to 10 years of age)
Polic {IPV or OPV) 0173072006 (01/26/2003 |02/28/2009 | D4/02/2010 | OSO42011
Varicslla {Chickenpax)[VZV or VAR]
|:|Ched( here if child has had chickenpox pem72o12
disease (mmiddlyy)
Measles/MumpsFRubella (MMR)
Lo 0542011
or
Measies vacene only  [01730/2006 | 01/26/2008 | (4/02/2010 | 051042011
Mumps vaceine only | 717252010 | 02/26/2011
Fubella vacene only | grmeiapg | 0702711000
Hepatitis B (Hep B) 0272212013
Hepatitis A (Hep A)
Haemophilus Influenzae Type B (Hb)
(Cnby childemn less than 5 years)

| certify that the abowe information is an accurate record of this child’s immunization history.

Signature" For schoolfacility use only
5 Diate Hill Valley High School

Update Signaturs School faciity Name

Date =
Update Signature 803483

Tl Student ID Number
Update Signature iz

Diate

Grade

*Parent, guardian, child at least 15 years of age, medical provider or
county health department staff person may sign to verify vaccinations
received.

Figure 8.2 — Oregon Certificate of Immunization Status — page 1
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Qregon Certificate of Immunization Status, Page 2
Oregon Department of Human Services, Immunization Program

Abbott Billy Cc 051001905
Child’s Last Name First Middle Initial Birthdate
Apellido Primer Nombre Segundo Nombre  Fecha de Nacimiento
Recommended Vaccines Dose 1 Dose 2 Dose 3 Dose 4 Dose 3
Pneumococzal (PCVT)
(Only children kess than 5 years)
Meningococeal (MCVE, MPSVE)
Hurman Papiloma Virus (HFV)
(Dirity girts age O years or older)
Influenza (Fu)
Other Vaccine
Pleass specify:
Other Vaccine
Pleass specify:
For medical exemptions: Religous exemption:
Pl submit a letter signed i ici. ing: d i ths that1 .
s o & T e Einackan St 130 Bwaro of he pokmn icke of my G Being unimmunized, Inoiuding
n Chid's name being sxcluded from atbending sohool during a diceace outbreak. My ohild s
- being ralced a6 an adherent to 2 religion the teashings of which are oppoced
n Birth date fo Immunization and | requect that my child be sxsmpied from the following
» Medical condition that contraindicates vaccine requined imunizations:
B List of vaccines contraindicated DiphtherialTetanus[_] Pertussis[_]
» Approximate time until conditien resoives, if applicable Mezsles[ ] Padio[]
» Physician's signature and date Mumps[] Variceta[ ]
B Physician’s contact information, nchuding phone number Rubella[ ] Hib[]
For immunity Exemptions {history of disease or positive tiler): Hepatitis B[] Hepatits A[]
Please submit a letter signed by a licensed physician stating:
w Child's name and birth date —
» Diagnosis o lab Sagnature of Parent or Guardian Date
n Physician's signature and date

| certify that the abowe information is an accurate record of this child's immunization history and exemption status.

Signaturs"

Upsdate Signature i

Update Signature B

Update Signature Date
Date

Figure 8.3 — Oregon Certification of Immunization Status — page 2
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HLT215 — Exclusion Order Insufficient/Incomplete report

The HLT215 — Exclusion Order Insufficient/Incomplete indicates when students’
vaccination records are incomplete or insufficient. The report creates letters that schools
can mail to the students’ parents and guardians indicating which records are incomplete or
insufficient. The letter states that as of a designated exclusion date, the student will not be
allowed to return to school without the required vaccinations and proper records.

Print | | Save Default | Reset Default | Status: Ready | % @
Report Interface Pl & = 48

MName: Exclusion Order - Insufficient f Incomplete Number HLT215 Page Orientation: Portrait

OptiDnsl Sort / Output ~ Conditions ~ Selection  Advanced

Report Options (&
Assessment Date Enroliment Cut-off Date Exclude Concurrently-enrolled Students

01/31/2013 01/31/2013

Exclusion Date Mailing Date
02/14/2013 01/31/2013

Grade(_, Overall SlatusH
07 108 109 110 -1 12 Permanent Medical Exemption || Insufficient Incomplete
EH Religious Exemption Up-to-Date Complete
No Record Temporary Medical Exemption
Parent/Guardian Selection Criteria Q)

Parent/Guardian Type 1
by

Parent/Guardian Type 2

Parent/Guardian Type 3

B

Figure 8.4: HLT215 Exclusion Order Insufficient/Incomplete - School version

This report can be filtered using the following settings on the Options tab:

¢ Assessment Date — The students’ series and overall status are calculated
based on this date.

¢ Mailing Date — The date that the exclusion orders will be mailed to the
parents or guardians.

e Exclusion Date — The date that the students will be excluded from school
unless the records are updated.

e Enrollment Cut-off Date — Students who were enrolled after this date will
not be included in the report.

e Exclude Concurrently-enrolled Students — does not include the records of
students who are concurrently enrolled in the school running the report.

e Grade - includes student records for the selected grades. If no selection is
made, all grades are included.

e Overall Status — includes student records with the selected status. If no
selection is made, all statuses are included.

e Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the exclusion order will be sent. The options are based on the flags
set on the Parent/Guardian tab of the Student screen. Options include:
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e Lives With,
e Contact Allowed,
o Ed. Rights,
e Has Custody, or

¢ Mailings Allowed.

If focused to the District level, two additional filters are available on the report interface.

Print | ‘ Save Default | Reset Default | Status: Ready | % @l
Report Interface Pl & =

_Options| Sort / Qutput ~ Conditions | Selection  Advanced

Name: Exclusion Order - Insufficient / Incomplete Number HLT215 Page Orientation: Portrait

Report Options @
Assessment Date Enrollment Cut-off Date Filter Group
p1/31/2013 01/31/2013 v
Exclusion DE“E‘ Wailing Date [[]Exclude Concurrently-enrolled Students
02/14/2013 01/31/2013
. “ ["1Group by School
Grade Qe[ Overall Status T/
[CIKA [CIKP [CIKF [CIKN [(lo1 Cle2 [IPermanent Medical Exemption [ Insufficient [Tincomplete
[Cloz [Clo4 [Clos [CJEE [Cloe Clo7 [[Religious Exemption [T up-to-Date [[Icomplete
[Clog [CIEm [Clo9 [CJ40 [C41 C142 [[IMo Record [ Temporary Medical Exemption
[CIEH
Parent/Guardian Selection Criteria Q|

Parent/Guardian Type 1

Parent/Guardian Type 2

Parent/Guardian Type 3
by

Figure 8.5: HLT215 Exclusion Order Insufficient/Incomplete - District version

e Filter Group - includes records of students who are members of the
selected group. The groups are defined on the Filter Group Definition
screen. See Creating Filter Group Definitions.

e Group by School — groups the exclusion order letters created by school.
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On the HLT215 — Exclusion Order Insufficient/Incomplete letters, if the student’s
vaccination records are incomplete, only the first section of the letter is checked and
populated. If the student’s records are insufficient, meaning the status of their vaccinations
cannot be verified, only the second section of the letter is checked and populated.

EXCLUSION ORDER FOR INCOMPLETE/INSUFFICIENT INFORMATION

To Parent, Guardian, or Adult Responsible for Child: Date: 0173172013
Oregon |aw states that all children In schools or day care (incleding preschool and Head Start) must have the required Immunizations
or @ medical of religiols exemption. ¥ our chilf's 5chool or day cafe recond |s Incompéete or shows that he of she needs IMMunizations.

Concurrent Studant will be sxcluded from schoollday care starting on 02M14£2013, and may not refum untll hedshs is In
compilance with state Immunization laws. (ORS 433.267, OAR 333-050-0010 through 333-050-0140)

TO THE PARENTS/GUARDIANS OF CONCURRENT STUDENT Grame: 10
16792 Miom Mailing & Student ID:; 430014
[Beaverion, OR 97006

1. The school or day care record shows that Sils child does rot have all of the required Immunizations.

At ot el s recabvad tha immun2eSors choeeksed Db, phida Wil B dain of tw ismuniziion, son and das this fors, and st the lem is
tha child's school of day cire. You say ol update the Cenlcae of Immunizaton Stius boim ot B schoolkdsy can.

Prily DTaPTdap

Dose: (1 B2 Dale Vaccne Recalved Dosa: [#]1 Dale Vaccne Recaived

I2a5IEE Rubelia

Dose: [F]1 Diate Wacsne Racated Dosa: [A1 Date Vacone Recsved
- Hapatitis B -

Dose: [#]1 Date Vaccne Recalved Dose: 71 Diabe Vaccne Recaived

Hepattis A Varkela

Dose: Dake Vaccne Recalved Dosa: 1 Date Vaccne Recaived

HIB

Dose: Dake Vaccne Recatved

D 2. The chiifs recond b= not suSicient io defermine hiz/her Immuniabon stabes. The following information ks nesded:

Refurn this for 10 your Chikl's Sonool oF 03y cans with the reguined Inscrmabion, oF update the Certificate of Immunization Stahes form on Sie at the
sl or day care. You do mod need bo tum in this form fo the health depafment

SIQNEUME of health care provIger, pareni, guardan, of the GLent 1 at ieast 15 years of age Date

When you tum In B infomaiion specified above or a medical or relgious exempbon, the child will b2 In compllance with state Immunization laws, and
will be abie to afend school or day care. Ofher Immunizations may be recommended for your child and may be required af a later date. H you hawe
any guesions, or ¥ you beleve there Is an emmor and you wouid llke a review of this letter, please call the local health depariment af £80-555-1212.

Tme 12 my sagnatury

Sian the Man oo Adminisirator of Weshviaw High
Health Stalion

132 Fake 5t

Mesa, Az 35204

PARENTIGUARDIAN COPY

Figure 8.6: HLT215 - Exclusion Order - Incomplete/Insufficient
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HLT216 — Exclusion Order No Record report

The HLT216 — Exclusion Order No Record indicates students who do not have

vaccination records on file. The report creates letters that schools can mail to the students

parents and guardians indicating that they do not have records in the system. The letter
states that as of a designated exclusion date, the student will not be allowed to return to
school without the required vaccinations and proper records.

Status: Ready | % @

Print H Save Default | Reset Default |

Report Interface Clet & = 49

_Optionsl Sort / Qutput  Conditions | Selection  Advanced

Name: Exelusion Order - No Record MNumber: HLT216 Page Orientation: Portrait

Report Options D
Assessment Date Enrollment Cut-off Date
01/31/2013 01/31/2013

Exclusion Date  Mailing Date
02/14/2013 [ |01/31/2013

Exclude Concurrently-enrolled Students

Grade[J7,
07 [C108 109 110 [T141 (T2
EH
Parent/Guardian Selection Criteria Q|
Parent/Guardian Type 1

w

Parent/Guardian Type 2

Parent/Guardian Type 3
hd

Figure 8.7: HLT216 Exclusion Order No Record - School version

This report can be filtered using the following settings on the Options tab:

¢ Assessment Date — The students’ series and overall status are calculated
based on this date.

e Mailing Date — The date that the exclusion orders will be mailed to the
parents or guardians.

e Exclusion Date — The date that the students will be excluded from school
unless the records are updated.

e Enrollment Cut-off Date — Students who were enrolled after this date will
not be included in the report.

e Exclude Concurrently-enrolled Students — does not include the records of
students who are concurrently enrolled in the school running the report.

e Grade —includes student records for the selected grades. If no selection is
made, all grades are included.

e Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the exclusion order will be sent. The options are based on the flags
set on the Parent/Guardian tab of the Student screen. Options include:

e Lives With,
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¢ Contact Allowed,
¢ Ed. Rights,
e Has Custody, or

e Mailings Allowed.

If focused to the District level, two additional filters are available on the report interface.

Print | | Save Default | Reset Default | Status: Ready | % @
Report Interface gk & g 0

Name: Exclusion Order - No Record MNumber HLT216 Page Orientation: Portrait

70ptions| Sort / Qutput |~ Conditions | Selection = Advanced

Report Options &)
Assessment Date Enrollment Cut-off Date Filter Group

p1/31/2013 01/31/2013 v

Exclusion Date  Mailing Date Exclude Concurrently-enrolled Students

02/14/2013 01/31/2013 = G
roup by School

Grade [ Jie; i
KA IKP [LIKF C1KN L7101 L1102
03 104 05 CIEE U106 IC107

08 CIEM IZ109 TU10 [T141 (112
EH
Parent/Guardian Selection Criteria %]

Parent/Guardian Type 1

~

Parent/Guardian Type 2

Parent/Guardian Type 3
hd

Figure 8.8: HLT216 Exclusion Order No Record - District version

Filter Group — includes records of students who are members of the selected
group. The groups are defined on the Filter Group Definition screen. See
Creating Filter Group Definitions.

Group by School — groups the exclusion order letters created by school.

Edupoint Proprietary and Confidential
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EXCLUSION ORDER FOR NO RECORD

To Parent, Guardian, or Adult Responsible for Child: Diabe- 0173172013
Cregon law states that all children in schools or day care (including preschool and Head Start) rmust have the required immunizations
or a medical or religious exemption. Your child's school or day care has no record of hisher immunizations.

Concurrent Student will be excluded from schooliday care starting on 024472013, and may not return until hefshe is in
compliance with state immunization laws. (ORS 433.267, OAR 333-050-0010 through 333-050-0140)

T3 THE PARENTS/GUARDIANG OF CONCURRENT STUDENT Grade 10
15792 Dad Maling St Student ID: 450014
Baaveron, OR 37008

Submit one of the following to your child's school or day care:
{1} Immunization Record
Tum in & Ceriificate of Immunization Status or other Oregon-approved form that shows the date of each vaccine dose.
You can get a Certificate of Immunization Status form from your child's school or day care. The recond must show at least

one dose of each required vaccne. The record must be signed by a parent, guardian, health care provider, or the student
if he or she is 3t least 13 years of age.

(2} Religious Exemption

Tum in a Cerifficate of Immunzation Status form with the religious exemption section completed and signed by a parent,
guardian, or the student if he or she is at lkeast 15 years of age. You can get a Cerfificate of Immunization Statws form from
your child's school or day care.

(3) Medical Exemption
Tumn in wiritten documentation of a medical exemption, completed by a physician or a person at the local health
department.

When you tum in the information specified above or a medical or refigious exemption, the child will be in compliance with state
immunization laws, and will be able to attend school or day care. Other immunizations may be recommended for your child and may
be required at 3 later date. |f you have any questions, or if you believe there is an emor and you would like a review of this letter,
pease call the local health department at 480-555-1212.

This 15 my 51gnatur'e|

Stan the Man ©: Aoministrator of Westview High
Heaith Siafion

132 Fake 5t

Masa, Az 35204

PARENTIGUARDIAN COPY

Figure 8.9: HLT216 - Exclusion Order No Record
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HLT414 — Student Immunization List

The HLT414 - Student Immunization List displays all the required immunizations, and is
sorted by student. It indicates if the student is complete or incomplete on all required doses
of the immunization and the dates the immunization was received. It also indicates if the
student is exempt from the immunization and why, as well as if the parent’s signature is on
file. The last page of the report has a summary of the students who are complete or
incomplete on their immunizations.

This report can be filtered using the following settings on the Options tab:

Print ‘ ‘ Save Default | Reset Default | Email Me ‘ Status: Ready | E@j
Report Interface CrIFLET

Name: Student Immunization List Number HLT414 Page Crientation: Landscape

0p|iurl5| Sort / Qutput ~ Conditions ~ Selection | Advanced
Assessment Date
06/03/2013
Student Info (&
Last Name: First Name

Perm ID

Grade

v v

OverallStatus [Jje, iz
Medical Exemption [l Insufficient [l Incomplete [ Religious Exemption [[] Up-to-date [] Complete [ No Record [l Temporary Medical Exemption
Show One Student Per Page

* The summary page can only show 18 grades at one time.

Parent/Guardian Selection Criteria (&
Parent/Guardian Type 1

w

Parent/Guardian Type 2

w

Parent/Guardian Type 3

w

Immunization Info Q|

Immunization Result
v v

Figure 8.10 HLT414 Student Immunization List Report Interface

¢ Assessment Date — includes immunizations received before a particular
date. This date must be entered in MM/DD/YY format or can be selected by
clicking on the Calendar [ button.

e Student Info — select an individual student or group of students based on
the Last Name, First Name, Perm ID, or Grade.

Example: if grade 12 is selected the report prints an individual report for
each student in grade 12.

o Overall Status — filters by a student’s overall immunization status. If none
are selected, all are included.

e Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the Certificate of Immunization Status will be sent. The options are
based on the flags set on the Parent/Guardian tab of the Student screen.
Options include:
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e Lives With,

e Contact Allowed,
e Ed. Rights,

e Has Custody, or

¢ Mailings Allowed.

e Immunization Info — filters by a specific type of Inmunization and the status
Result for the selected immunization.
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Student Immunization List

Year:

Effective Date Used for Assessment: 10/18/2012

2012-2013
Report: HLT414

Student Immunization List
Effective Date Used for Assessment: 10/18/2012

Total Students-31
Total Up-to-Date: 7

Total Medical Exemption: &
Total Complete: 3

Total Insufficient: 13
Total No Record: 1

Total Incomplete: 43

Student ID Student Name Birth Date Age Gender Grade Room Phone Parent Name
Mame:
Mail Address Enter Code Enter Date
123456 Doe, John 0511512007 5 M KN
123 Fake St Mesa OR 85204 E1 09/04/2012
Series Status 1 2 3 4 5 [ T Disease Exempt Temp Overall Status
DTaPTdap Incomplete Insufficient
(dose 1 due)
Parent Signature
Polio Complete 07/21/2007 09202007  1117/2008  D521/2011 il
Measles Complete 06/19/2008  07/20/2008
Rubella Complete 06/19/2008
Mumps Complete 06/19/2008
Hepatitis B Complete 05/21/2007  07/21/2007  1118/2007
Hepatitis A Complete 06/19/2008  01/06/2009
Varicella Complete 05/20/2008
HIB Not required  10/10/2010
(Age)
MMR This is
disabled
Printad by Admin User at 10/18/2012 6:15 AM Page 1of 82
Figure 8.11 HLT414 Student Immunization List Report
Year: 20122013

Report: HLT414

Total Religious Exemption: 16

Grades KA KP KF KN o 02 03 04 05 EE 06 o7 0& EM 03 10 11 12
Medical Exemption 0 2 0 0 0 0 1 0 1 1] o 2 1 o 1 0 1] 0
Insufficient 0 5 0 2 3 0 1] 0 0 1] o 1 0 o 1 1 1] 0
Incomplete 0 17 0 2 0 1 1 1 0 1] o 15 2 o 1 1 1 1
Religious Exemption 1] 9 o 2 1] a 1] 1 1] 1] 2 2 0 1] o 1] 1] o
Up-to-Date o 5 0 1 1 0 0 o 0 0 o 0 0 1] 0
Complete 0 1] 0 1 2 0 1] 0 0 1] o 0 0 o 0 0 1] 0
No Record 0 1 0 0 0 0 1] 0 0 1] o 0 0 o 0 0 1] 0
Printed by Admin User at 10/18/2012 8:15 AM Page 82092

Figure 8.12 HLT414 Student Immunization List Report - Summary
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HLT515 — Oregon Certificate of Immunization Status

Oregon Law requires proof of immunization or a religious or medical exemption be provided

before a child can attend school, preschool, or daycare. The HLT515 — Oregon

Certification Of Immunization Status lists all the immunizations or exemptions that are
currently recorded for the student and requires the parent or guardian to sign certifying the
accuracy of the information.

This report can be filtered by the student’s overall compliance status, or by their status for a

specific immunization. One page prints for each student.

This report can be filtered using the following settings on the Options tab:

Print || Save Default | Reset Default | Email Me ‘

=l
Status: Ready | % @

Report Interface

PlE 8 5 a8

Name: Certificate Of Inmunization 1 Page Number: HLT515 Page Orientation: Portrait

0P1i0"5| Sort / Qutput | Conditions | Selection | Advanced

Assessment Date
02/07/2013

Student Info

Last Name First Name

Perm ID
I

Grade

w(_ v

Overall SlatusH
Medical Exemption || Insufficient || Incomplete || Religious Exemption || Up-to-date

[[1Complete [INo Record

Temporary Medical Exemption

Parent/Guardian Selection Criteria

Parent/Guardian Type 1

v

Parent/Guardian Type 2

v

Parent/Guardian Type 3
W

Immunization Info

Immunization Result
“ v

Figure 8.13 — HLT515 Certificate of Immunization 1 Page Report Interface

e Student Info — select an individual student or group of students based on

the Last Name, First Name, Perm ID,

or Grade.

Example: if grade 12 is selected the report prints an individual report for

each student in grade 12.

o Overall Status — filters by a student’s overall immunization status. If none

are selected, all are included.

e Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the Certificate of Immunization Status will be sent. The options are
based on the flags set on the Parent/Guardian tab of the Student screen.

Options include:
e Lives With,
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e Contact Allowed,
¢ Ed. Rights,

e Has Custody, or

e Mailings Allowed.

e Immunization Info —filters by a specific type of Immunization and the status

Result for the selected immunization.

—

CERTIFICATE OF IMMUNIZATION STATUS - Oregon Health Authority Immunization Program

Oregon law requires proof of immunization be provided or a religious or medical exemption be signed prior to a child's

Hill Valley High School

NAME OF SCHOOL / FACILITY

atendance at school, preschool. child care or home day care. This informaton is being collected on behalf of the Oregon SD54E3
Department of Human Services, Immunization Program and may be released o the Department or the local Public Health STUDENTID.#
Authority by the schoal or children's faility upen request of the Department. Vaceine history must include st lzast the month 5
and yesr Please list immunizations in the order they were reseived
LAST HANE ARST MODLE BARTHOATE (MONDAYHTY GRADE
Fefrn P - — P oF sacadEnTE
SECTION B
Abbot Billy c 05101995
i 5 e = For Religious exempiions:
e e s N [T S ——
TS| Seare e ot P21 O oA be
1855 5 Val Vista Dr #200 Portland oR p5204 Shending sho

snimmeniz=d, incldng being exciced
arrg My

chid s

PARENTIS) NAME | NOWERE 00 LOS PADRES HOME TELEPHCNE NUNEER | MUMERT OE TELEFOND 7~ e eachings of
Aaron, Kathleen : e _\
SECTION A VACCINE HISTORY SECTION A VACCINE HISTORY o
e AR ot Wi Rt contioet COSE WO DAY YR i [mp—
i
SR .1 NN CRED (i
orasoToTn 2 e
o W w _ m = : O [Jrsne
e MEASLES (S Comsl IHIENENE pata
—— — 2 |01 | 2 |20 [l
2 o % 2008 1= [ votme
3 (04 [ 02 [20m [Jrepussss
E S | 2008 FUBELLA (irn Dona) 1 |07 | 25 [19m [mES
s | o 2 | xwn BEEEE
< ” oF P
5 05 ™ am | MUAPE {Binghs D] 1 (1| = |20m SATLING O PRI BATE:
6 ‘ 2 (02 | 2 |20m
= ‘ = ECNATURE OF PARENT- T
7 AT e w0 oar
[R—
POLIC: CRAL (OFV) o IRECTABLE [PV) w e " 1 o2 [ 23 [on o it AR SESOS0.00%0
2
A i e 200 3 SECTION C
z | m % | 06 HEPATITIS & (HEP &) Ll Ol For Madical
2009 1
3 [Iie |3 : . Pieass submit a letier signed by  ficensed
2 | m w | mo | : pinysican or county health depanment
e
B I3 w | o | [ —— .
ARICELLAVACTINE (CHICENPO) w_ om " R f e S e od o oy W
1 | w w | a2 1 [ —_—————
[ep———
2 2 I e
@ Py st s doa
3 3 Firywesaia et hrsion. b drm
| e
R Sw \ : o
ety = e (History of disease of positive titer)
sounmE
T ] & Please submit a letter signed by a licensed
[ oo cusrmen [ rearmcase ranscrmones s oerr vee cate i ek
e stating:
(e oo [ Jnerresse marscnmone e cerr e e
LPRATE SoNsTLRE &2
AR G AR [ rearwenre raracmcen R B3

“ Paiers, e, s o esst 15 yoars o age, P

Figure 8.14 — HLT515 Certificate of Immunization 1 Page Report
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HLT619 — Immunization Primary Review Summary, Section A

The HLT619 — Immunization Primary Review Summary report creates and populates the
Oregon Health Authority’'s Form 53-04 A form, listing the number of students who are
compliant, non-compliant, or exempt for immunizations at a school. The school submits the
form to their local county health department.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me | Siatie: Ready | % .
Report Interface CrAPL TR ]

Name: Immunization Primary Review Summary, Section A Number: HLT619 Page Crientation: Portrait

| Optionsl Sort / Qutput = Conditions | Selection = Advanced
Report Options @
Program Type

| v

Assessment Date Enroliment Cut-off Date

Additional Report Sections (&
B-D

GradeH

[Clog [C110 [C111 142 .
Parent/Guardian Selection Criteria (6]

Parent/Guardian Type 1

Parent/Guardian Type 2

Parent/Guardian Type 3

W

Figure 8.15 — HLT619 — Immunization Primary Review Summary, Section A Report Interface

e Program Type — select an educational program to include in the report. The
options are:

e Head Start

¢ Preschool/daycare

¢ Private school

e Public/charter school

e Assessment — select a date to determine the students overall statuses.
This means, the student’s overall immunization status as of the selected
date is reported.

e Enrollment Cut-off Date — select an inclusion cut-off date. This means,
students whose enrollment date is after the cut-off date are excluded from
the report. The cut-off date is not displayed on the report itself.

e Grade — select the grade or grades to include in the report.
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e Additional Report Sections — includes sections B, C, and D in the report
submitted to the local health department. By default, only section A prints.

o Parent/Guardian Selection Criteria — identifies the parent or guardian to
whom the Certificate of Immunization Status will be sent. The options are
based on the flags set on the Parent/Guardian tab of the Student screen.
Options include:

e Lives With,
e Contact Allowed,
¢ Ed. Rights,
¢ Has Custody, or

¢ Mailings Allowed.
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Oregon Health Authority
Publiz Health Division, Immunization Program
Form A3-4A Revised 05/10
IMMUNIZATION PRIMARY REVIEW SUMMARY - SECTION A
Initial Statistical Report
{For use by public, charter, altemative and privabe schools, preschools, head start and certified child care programs)

Demographic information:
Name of School or Program:  Hill Valley High Schoaol
Type of Program: [#]publicicharter school [ private school  [Jpreschoolidaycare  [Jhead start

Address: School District: Edupeint School District
3 Phone: 848.555-1212
Administrator's Mame and Titke: Gordon Strickland Teacher

Administrator's E-mail: GAdersoniiiees k12.org

Name of Persen Completing Report:

Grades or Ages Served: 0B, 10, 11, 12 Date of Report: 0200772013
Name of computer system used: Synergy 513 Assessment Date: 08/05/2012

This section should be completed with information for all of the children i your school or program

T —
Chidren not to be counted: II'
s Ercommens [ 1]

|I| MNumber complete or up-to-date
II' Number religious exemptions
II' MNumber permanent medical exemptions
|I| Mumber tempaorary medical exemptions
|I| Mumber incompletelinsufficient
Number no record

REMEMEER - These forms need to be submitied to your lecal county health department!

Figure 8.16 — HLT619 — Immunization Primary Review Summary, Section A Report
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Oregon Health Authority
Public Health Division, Immunization Program
Form 53-04A Revised 0510
IMMUNIZATION PRIMARY REVIEW SUMMARY - SECTIONS B, C and D
Initial Statistical Report
(For use by public, charter, aliemnative and private schoals, preschools, head start and certified child care programs)

Demagraphic Information:
Name of School or Program:  Hill Valley High School
Name of Person Completing Report:

Date of Report: 02/07/2013
Phone: 048-555-1212

B. FOR SCHOOL AND CHILDREN'S FACILITY USE C. FOR HEALTH DEPARTMENT USE ONLY D. FOR SCHOOL AND
Secondary Review CHILDREN'S FACILITY
Reviewer: Follow-up:

Child's Name Grade Immunization Parent's Name Exclusion Date Vaccines Date Orders Excluded
and and Status an Order Canceled YIN?
Student ID | Birthdate Current Mailing Address Mailed Y/N
Lee, Jenny 09 No Record
18 | 01/08/1998

REMEMBER - These forms need to be submitted to your local county health department!

Page 10f1

Figure 8.17 HLT619 — Immunization Primary Review Summary, Sections B-D Report

HLT621 — Immunization Primary Review Summary, Sections E-G

The HLT621 — Immunization Primary Review Summary, Section E-G report creates and
populates the Oregon Health Authority’s Form 53-04 A form, listing the number of students
who are compliant, non-compliant, or exempt for immunizations at a school. The school
submits the form to their local county health department.

This report can be filtered using the following settings on the Options tab:
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Print | | Save Default | Reset Default | Status: Ready | E&j @
fes € | ¥ féj.\)
Report Interface QPP )

Name: Immunization Primary Review Summary, Sections E-G Number HLT621 Page Orientation: Portrait

_Option5| Sort / Output = Conditions = Selection | Advanced

Report Options @
Assessment Date Enroliment Cut-off Date

04/19/2013 04/19/2013

Primary Contact [

Contact Name Contact Phone
Admin User

Figure 8.18 — HLT621 — Immunization Primary Review Summary, Sections E-G Report Interface

e Assessment Date — select a date to determine the students overall
statuses. This means, the student’s overall immunization status as of the
selected date.

e Enrollment Cut-off Date — select an inclusion cut-off date. This means,
students whose enrollment date is after the cut-off date are excluded from
the report. The cut-off date is not displayed on the report itself.

o Contact Name — identifies the person completing the report. The contact
name defaults to the current user.

e Contact Phone — provides the contact number for the person completing the
report.
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Oregon Heamn Aumorky
Pubic Heamn Civiskon  Immun ization Program
Forn 53-04C Revked 0911
IMMUMNIZATION PRIMARY REMIEW SUMMARY - SECTIONSE,F, AND G
Follow-Up Statistical Report
[Foruse by punlc, chaner, 3Remative and private schook, pRemools, head starl and cenfizd ok ca® programs)
THIE SECTICN IS DUE TO Y OUR COUNTY HEALTH DEPARTMENT MO LATER THAN 12 DAYS AFTES EXCLUSIOM DAY,

Demographic information:
Name of School or Program:
Mame of Persen Completing Report  Admin User

Phone: Dae of Report: 040152013 Asssssment Date: 04152073
E.PRESCHOOL/DAY CAREHEAD START RELIGIOUS EXEMPTIONS BY . BEVENTH GRADE
) WACCINE
de:c: E"m'l"e"';'ed_ g s . Totl Enmlment a
mmren :'; muh .f : a Tazp Chillden not counted: [}
ren 18 monfis ofage or jounger Eolb o Adpsted Enroiment: a
Adjsted Enraliment o — ||\
'h;'H;'";_""""""'"““'“;] """ Varcels g Mo REsord 0
EIIQD‘:?E: ﬁemnma' a Mieasies a Falighous Exempiions: a
- —_— Medical Exemptbns: [
MedEal Exemptions [ Wumas 9 o
| Fubella [
CTRTdap [ Polb [} DTaR/Tdap 0
(4= momas) (3= nomes) HepatlRks B ] 1 tome b g A0
Vanela [} Measks 7 HenE T A a Eola
1 mome or isesme FEoT ) 1= mome) HB a 4 doses, or S afer age 4
Mumps [ Rubells [ &l a vaneis
1= dose) 1= dose) _ 1+ B of IEasme RSN
Fepaite 8 a Hegatils A a Mias S [ e 1]
(3 doses) 1= s (1 gose)
HE [} Al [} 2nd Measks o]
HCoempiete) OCHIE Fes resived al ofthe 01 dos=)
= vamps [
i1 dose)
F. KINDERGARTEM RELIGIOUS EXEMPTIONS BY —_—
. [ e ]
Total Enmalment: P WACCINE ot s
Cnildren not courted: 0 DTaR Tdap [ )
Adjusted Enrollment = ol 4 HepARE B [ o 1
________________________________ (3 msan
o Recom: 3 Varbela [ All
Feligious Exempions: 4] I — a {1l e pecmven all of e Eov e
MedEal Exemptions Q sozes
Mumps a
oraemamp | 61 Polb 59 | muelz a
(5 doses or 41 ater age &) (4 domes or Ind ater age d)
- e - = Hepathls B [
Vatcela 73 Measks 75
1= miome or disemse ey ) 1 os=) HepalRis A 1]
nd Measks i Mumps 75 All 2
1 gomm) 1 gomm)
Rubells 75 Hepathls § 73
(1 mose) 3 womes)
HEpALE A Ll Al 53
2 moses) ICHID s r aomia &l ofTe
a0 doses)

REMEMBER. - These forms nesd to be s ubmitted to vour local county health department!

Figure 8.19 — HLT621 — Immunization Primary Review Summary, Sections E-G Report
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Oregon Health Authority
Public Health Division, Immunization Program
Form 53-04A Revised 0510
IMMUNIZATION PRIMARY REVIEW SUMMARY - SECTIONS B, C and D
Initial Statistical Report
(For use by public, charter, aliemnative and private schoals, preschools, head start and certified child care programs)

Demagraphic Information:

Name of School or Program:  Hill Valley High School Date of Report: 02/07/2013
Name of Person Completing Report: Phone: 949-555-1212
B. FOR SCHOOL AND CHILDREN'S FACILITY USE C. FOR HEALTH DEPARTMENT USE ONLY D. FOR SCHOOL AND
Secondary Review CHILDREN'S FACILITY
Reviewer: Follow-up:
Child's Name Grade Immunization Parent's Name Exclusion Date Vaccines Date Orders Excluded
an and Status an Order Canceled YIN?
Student ID | Birthdate Current Mailing Address Mailed Y/N
Lee, Jenny 09 No Record
18 | 01/08/1998

REMEMBER - These forms need to be submitted to your local county health department!

Page 10f1

Figure 8.20 HLT619 — Immunization Primary Review Summary, Sections B-D Report

132 Copyright© 2013 Edupoint Educational Systems, LLC



State of Oregon Data Reporting Guide

ACCESSING OTHER OREGON SPECIFIC REPORTS

1. Navigating to Synergy SIS > OR > Reports.
Select a report folder, and click on the name of the report.

Select the options for generating the report (listed in the following sections.)

L

Click Print. The Job Results screen displays the report and any associated error
reports and/or log files.

Close Status: Ready |E
Job Result
| Resultsl
Job Detail Q|

. JoblD Description
- ﬁ |ATD425 |Average Daily Membership Detall Report

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

Job Result Files - Click icon to open the result file [%]

\Average Daily Membership Detail Report

\Average Daily Membership Summary Report

Error report for Adams Elementary

Error report for Hill Valley High School

Error report for Kennedy High School

Error report for King High School

ELL - Student Error details

Log File

0 o o )

QOregon ADM

Figure 8.21 - Job Result screen

e Click on the report or log. A PDF file of the report displays on the screen,
which can then be sent to the printer.

OR

Click Email Me. A PDF file of the report is emailed to the email address in your
Synergy SIS profile.

Note: For the purposes of this manual, only the report settings and
filters available on the Options tab of the report interface are detailed.
Additional options are available on the other report interface tabs. For
more information on the additional options on the report interface tabs,
please refer to the manual titled Synergy SIS — Query & Reporting
Guide.
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ATDA425 — Average Daily Membership Detail Report

Districts have the ability to validate their Average Daily Membership data before submitting
it to the state in the ADM extract. The ATD425 — Average Daily Membership Detail Report
gives a detailed listing for each student within the date range, grade, and group selected.

This report can be filtered using the following settings on the Options tab:

Print || Save Default | Reset Default | Email Me |

Status: Ready | %

Report Interface

[ﬂ;&; _\_*JI rtjﬁj 10 Tﬂ ‘s

Name: Average Daily Membership Detail Report Mumber ATD425 Page Orientation: Landscape

_Optionsl Sort / Qutput | Conditions

Report Range @
Report Start Date Report End Date
Grade Range
| _ by’
Filter Group

Print Summary
Report Instructional Hours

Max Instructional Hours

Figure 8.22 — ATD425 — Average Daily Membership Detail Report Interface

Report Range — select a report Start and End Date and Grade Range.

Filter Group — selects the groups that will be included in an extract or report.
See Creating Filter Group Definitions.

Print Summary — also prints the ATD625 - Average Daily Membership

Summary Report.

Report Instructional Hours — includes instructional hours in the ADM

report.

Max Instructional Hours — the maximum number of instructional hours to

include in the report.

134
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Edupoint
Year 2012-2013
Average Daily Membership Detail Report: ATD425
T
School Name: Adams Elem entary Date Range: 040172013 - 050172015
School Code: 101
Grade ol Session Days: 230
1] Last Mame First Name Distict RegCd StartDate  EndDate WD CAFTE  Res  TuiPd.  Membership Days ADM  ADA%
Present Abserd  Tatal
002173058 Aaron Theresa 123466000 El 040113 050213 us} 10 N 3 220 oo 230 1000 100.00
020454551 Acuna John 123466000 El 0401513 050213 00 10 220 ale] 230 1000 100.00
019506610 al\rarezd Lok 123966000 El 040153 050213 us} 10 N 13 20 oo 230 1000 100.00
000000000 A::l;:m ) Judith 123966000 E2 0401013 05020132 oo 10 N 5 220 oo 230 1000 100.00
020187477 Bahe Lavurence 123466000 El 0401513 050213 00 10 N 5 220 ale] 230 1000 100.00
020287500 Begay Lisa 123966000 E1 040173 050213 oo 10 N 5 =0 oo 230 1000 100,00
020993629 ggman Del  Anthony 123966000 E1 0401713 050213 oo 10 N 5 =0 oo 230 1000 100,00
o
002099434 Bgmar\ Del  Kathy 123966000 E1 0401013 05020132 oo 10 N 5 220 oo 230 1000 100,00
024365061 ::nallie Joyee 123466000 El 040113 050213 us} 10 N 3 220 oo 230 1000 100.00
001749999 Benitez. Lavwrence 123966000 E1 040173 050213 oo 10 N 5 =0 oo 230 1000 100,00
02884553 a‘?gkan Kenneth 123466000 E5 0401713 0502113 us} 10 N 5 230 oo 230 1000 100.00
000000000 Bradley Janet 123966000 Ex 040153 050213 us} 10 N 13 20 oo 230 1000 100.00
0019420522 Brave Ashley 123466000 El 0401513 050213 00 10 N 5 230 ale] 230 1.000 100.00
02084402 Bryant Samuel 123466000 ER 0401713 0502113 us} 10 N 5 230 oo 230 1000 100.00
0005175 Cain Edward 123966000 ER 0401713 050213 oo 10 N 5 =0 oo 230 1000 100.00
020952891 Cardenas Joan 123966000 E2 0401013 05020132 oo 10 N 5 220 oo 230 1000 100,00
D020187H5  Carmona Shirley 123466000 E5 001713 050213 oo 10 N 5 z=0 oo 230 1000 100.00
020993752 ,E‘arrlar‘za Douglas 123966000 E1 0401713 050213 oo 10 N 5 =0 oo 230 1000 100,00
aclel
000905770 Castro Jonathan 123966000 E1 0401013 05020132 oo 10 N 5 220 oo 230 1000 100,00
02000033 Caviness Niilli army 123466000 E2 040113 050213 us} 10 N 3 220 oo 230 1000 100.00
020999062 Chamness  Martha 123966000 E1 040173 050213 oo 10 N 5 =0 oo 230 1000 100,00
0ZBEG5T  Charley Jesze 123466000 El 0401713 0502113 us} 10 N 5 230 oo 230 1000 100.00
002167790 Chavarria Roger 123966000 E1 0401013 05020132 oo 10 N 5 220 oo 230 1000 100.00
000525822 Cohoe Berry Sean 123466000 ER 0401513 050213 00 10 N 5 220 ale] 230 1000 100.00
005463 Copeland doseph 123966000 E1 040173 050213 oo 10 N 5 =0 oo 230 1000 100.00
02030805 Corpus. Carl 123966000 E1 0401713 050213 oo 10 N 5 =0 oo 230 1000 100,00
OZO0E33Z Cortez Jonathan 123466000 El 040113 050213 us} 10 N 3 230 oo 230 1000 100,00
Romero
Printed by Admin User at 05232013 2:00 PM Edupwint School District Fage 1ot 237

Figure 8.23 — Average Daily Membership Detail Report
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ATD625— Average Daily Membership Summary Report

Districts have the ability to validate their Average Daily Membership data before submitting
it to the state in the ADM extract. The ATD625 — Average Daily Membership Summary
Report gives a summary for students within the date range, grade, and group selected.

This report can be filtered using the following settings on the Options tab:

Print | | Save Default | Reset Default | Email Me | Status: Ready | %

Report Interface ClE 48 52 ™y @

Name: Average Daily Membership Summary Report Number ATD625 Page Orientation: Landscape

70ptions| Sort / Output | Conditions | Selection = Advanced

Report Range Q)
Report Start Date Report End Date
Grade Range
v _ by
Filter Group
A4
Print Detail

Report Instructional Hours

Max Instructional Hours

Figure 8.24 — ATD625 — Average Daily Membership SummaryReport Interface
o Report Range — select a report Start and End Date and Grade Range.

o Filter Group — selects the groups that will be included in an extract or report.
See Creating Filter Group Definitions.

e Print Detail — also prints the ATD425 - Average Daily Membership Detalil
Report.

e Report Instructional Hours — includes instructional hours in the ADM
report.

e Max Instructional Hours — the maximum number of instructional hours to
include in the report.
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Edupoint
. . Year: 2012-2013
Average Daily Membership Summary Report: AT DB25
P

School Mam e Adams Elementary Date Range:  04)01/2013 - 05/01/2013
School Code: 101
Grade: Present Absent Total ADMr ADMn ADA ADA&%  Student Count
o Mem bership 31510 oo 31so 0.000 137000 3,151.000 100.00

Total 510 0.0 31510 0.000 137.000 F151.000 137
0z Mem bership 25220 0o 25220 0.000 114.000 2522.000 100,00

Total 282210 0.0 2522.0 0.000 114.000 2622.000 114
03 Mem bership 37790 100 3,789.0 0.000 164739 3,7835.000 9a.74

Total 37790 10.0 3789.0 0.000 164.739 3765.000 165
04 Mem bership 28290 0o 2529.0 0.000 123.000 2,529.000 100,00

Total 28290 0.0 2629.0 | 0.000 123.000 2529.000 123
s Mem betship 23000 0o 2,300.0 0.000 100.000 2,300.000 100,00

Total 23000 0.0 2300.0 | 0.000 100.000 2300.000 100
06 Mem betship 23750 0o 2575.0 0.000 125.000 2,575.000 100,00

Total 28750 0o 2875.0 0.000 125000 2875.000 125
Total Mem bership 17,5560 100 17.566.0 0.000 163733 17,562.000 99.94

Total 17556.0 100 17566.0 0.000 163733 17562.000 ity
School Mame: Hill Walley High Schoal Date Ranoe: 040172013 - 09/01/2013
School Code: 250
Frinted by Admin User at DS/Z32013 206 Fht Edupoint S chool Distict Page 1 o5

Figure 8.25 — Average Daily Membership Summary Report

Edupoint Proprietary and Confidential 137



State of Oregon Data Reporting Guide

Chapter Nine:
ODE FIELDS

In this chapter, the following topics are covered:

» ODE Field System Locations

vV V. v vV v vV Vv Y

SSID
ADM

c

Class Size
SECC

Staff Assignment

LEP

138
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ODE FIELD SYSTEM LOCATIONS

The tables below show where the information uploaded to the State of Oregon is stored in Synergy SIS. Information is uploaded via
a collection. Each collection contains components — groups of related characteristics. A characteristic is one piece of information or
one field. If the information is not stored in a field but is calculated based on the values in other fields, it is indicated. The elements

are listed by component name in the order in which they appear within the component.

SSID

Column Data Element Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
1 A Secure Student | Synergy> Student> Student Student StateStudentNumber ODE assigned
Identifier (SSID) Secure Student
Identifier (SSID)
with a trailing check
digit.
2 B District/Local Synergy> Student> Student Student SisNumber Identifier, assigned
Student by the district, used
Identifier to uniquely identify
the student.
3 C Resident District Setup> Organization> District> | setup.districtsetup DistrictNumber ODE assigned
District District Code Institution Identifier
Institution for the Resident
Identifier District. The District
responsible for the
education of the
student and also is
the basis on which
the State School
Fund, the Common
School Fund, and
the County School
Fund are distributed
to local districts.
Special provisions
apply as defined in
ORS 339.133,
338.155(1), and
338.165.
4 D Resident District Setup> Organization> School> | School SchoolCode ODE assigned
School School Code Institution Identifier
Institution for the Resident
Identifier School. The School
responsible for the
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Row | Column Data Element Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
education of the
student and also is
the basis on which
the State School
Fund, the Common
School Fund, and
the County School
Fund are distributed
to local districts.
Special provisions
apply as defined in
ORS 339.133,
338.155(1), and
338.165.
5 E Attending Synergy> Student> Student School District Code ODE assigned
District Institution Identifier
Institution for the Attending
Identifier District. The District
where the student is
receiving instruction
and where state
assessments are
administered.
6 F Attending Synergy> Student> Student School SchoolCode ODE assigned
School Institution Identifier
Institution for the Attending
Identifier School. The School
where the student is
receiving instruction
and where state
assessments are
administered.
7 G Institution Filler Reserved for future
use.
8 H Legal Last Synergy> Student> Student Student LastName Legal last name of
Name the student.
9 | Legal First Synergy> Student> Student Student FirstName Legal first name of
Name the student.
10 J Legal Middle Synergy> Student> Student Student MiddleName Legal middle name
Name of the student.
11 K Generation Synergy> Student> Student Student Suffix Name suffix of the
Code student (i.e. Jr., Il
.
12 L Preferred Last Synergy> Student> Student Student AKALastName Preferred last name
Name of the student.
13 M Preferred First Synergy> Student> Student Student AKAFirstName Preferred first name
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

Name

of the student.

14

Preferred
Middle Name

Synergy> Student> Student

Student

AKAMiddleName

Preferred middle
name of the
student.

15

Date of Birth

Synergy> Student> Student

Student

BirthDate

Date the student
was born.

16

Gender Code

Synergy> Student> Student

Student

Gender

Code indicating the
gender of the
student.

17

Hispanic/Latino
Ethnic Flag

Synergy> Student> Student

Student

HispanicIndicator

Indicates a student
of Cuban, Mexican,
Puerto Rican, South
or Central
American, or other
Spanish culture or
origin, regardless of
race. The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or Latino.”

18

American
Indian/Alaskan
Native Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a student
having origins in
any of the original
peoples of North
and South America
(including Central
America), and who
maintains tribal
affiliation or
community
attachment.

19

Asian Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a student
having origins in
any of the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan, Korea,
Malaysia, Pakistan,
the Philippine
Islands, Thailand,

Edupoint Proprietary and Confidential
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

and Vietnam.

20

African
American Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a student
having origins in
any of the black
racial groups of
Africa.

21

White Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a student
having origins in
any of the original
peoples of Europe,
the Middle East, or
North Africa.

22

Native
Hawaiian/Other
Pacific Islander
Race Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a student
having origins in
any of the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.

23

Race Filler

Reserved for future
use.

24

Language of
Origin Code

Synergy> Student> Student

Student

HomelLanguage

Code indicating the
first language
spoken in an
individual's home in
their early or
earliest childhood.
One's first language
or native language.

25

Partial Social
Security
Number

Synergy> Student> Student

Student

SocialSecurityNumber

Last four (4) digits
of the Social
Security Number of
the student.

26

Enrolled Grade
Code

Synergy> Student> Student

StudentSOREnNroliment

Grade

Code indicating the
enrolled grade level
of the student; or a
grade level
assigned to an
ungraded student
based on student
age.

27

AA

Street Address

Synergy> Student> Student

Student

HomeAddress

Street Address of
the student's
primary residence.

28

AB

City

Synergy> Student> Student

Student

HomeCity

City where the
student's primary

142
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Row | Column Data Element Synergy Location
Name

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

residence is
located.

29 AC Zip Code Synergy> Student> Student

Student

HomeZipCode

First five digits of
the postal Zip Code
of the student's
primary residence.

30 AD Zip Plus Four Synergy> Student> Student
Code

Student

HomeZipCode4

Plus four portion of
the postal zip code
of the student's

primary residence.

31 AE Resident Synergy>system>setup>organization>
County Code district organization>

DistristSetup

CountyCode

Code indicating the
county of legal
residence of the
student's parent or
legal guardian or
the county of
residence of an
emancipated minor
student.

32 AF Phone Number | Synergy> Student> Student

Student

PrimaryPhone

Phone Number
(Area Code, Prefix,
and Exchange) of
the student.

33 AG Teacher Filler

Reserved for future
use.

34 AH High School Synergy> Student> Student
Entry Cohort
School Year

Student

InitiaINinthGradeEntryYear

School year the
student entered
high school in the
format XXYY. (i.e.
0809 for the 2008-
2009 school year).
Indicates the ninth
grade cohort group
associated with the
student.

35 Al Student Filler

Reserved for future
use.

36 AJ Economically Synergy> Student> Student
Disadvantaged
Flag

Student

Disadvantaged

Indicates student
eligibility for a Free
or Reduced Lunch
program.

37 AK Title | Flag Synergy> Student> Student

StudentSOREnNroliment

TitlelProgram

Indicates the
student is being
served in a Title |
Targeted Assisted
School (TAS). Does
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

NOT include
students served in a
Title | School Wide
Program (SWP).

38

AL

Special
Education Flag

Indicates student
participation in an
Individualized
Education Plan
(IEP/IFSP).

39

AM

Section 504
Flag

Synergy> Student> Student

StudentSOREnroliment

Access504

Indicates student
eligibility for Section
504 services

40

AN

Migrant
Education Flag

Synergy> Student> Student

Student

Migrant

Indicates student
participation in a
program designed
to assure that
migratory children
receive full and
appropriate
opportunity to meet
the state academic
content and student
academic
achievement
standards.

41

AO

Indian
Education Flag

Indicates student
participation in a
program designed
to meet the unique
educational and
culturally related
academic needs of
American Indians.

42

AP

Limited English
Proficiency Flag

Indicates a child
who is Limited
English Proficient.

43

AQ

Distance
Learning Flag

Indicates student
participation in a
distance learning
program or a
program that
includes online
coursework.

44

AR

Homeschooling
Flag

Indicates that the
student is registered
to receive

144
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

homeschool
instruction.

45

AS

Potentially
Talented and
Gifted Flag

Indicates that the
student
demonstrated the
potential to perform
at the 97th
percentile. The
definition for this
field is established
by the district.

46

AT

Intellectually
Gifted Flag

Indicates that the
student scored at or
above the 97th
percentile on a
nationally
standardized test of
mental ability.

47

AU

Academically
Talented
Reading Flag

Indicates that the
student scored at or
above the 97th
percentile on a
standardized test of
total reading.

48

AV

Academically
Talented Math
Flag

Indicates that the
student scored at or
above the 97th
percentile on a
standardized test of
total mathematics.

49

AW

Creative Ability
Flag

Indicates that the
student
demonstrated
original or
nontraditional
methods in thinking
and producing. The
definition for this
field is established
by the district.

50

AX

Leadership
Ability Flag

Indicates that the
student
demonstrated ability
in motivating the
performance of
others either in
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

educational or non-
educational
settings. The
definition for this
field is established
by the district.

51

AY

Visual and
Performing Arts
Ability Flag

Indicates that the
student
demonstrated ability
in dance, music or
art. The definition
for this field is
established by the
district.

52

AZ

Transition
Program Flag

Indicates a Special
Education student
of high school or
post high school
age (up through the
age of 21) who has
not graduated with
a regular diploma
and are not working
towards a regular or
modified diploma.

53

BA

Alternative
Education
Program Flag

Indicates that the
student has been
placed by the
district in an
Alternative
Education
Program(s) based
on criteria described
in OAR 581-022-
1350 (5).

54

BB

American
Indian Tribal
Membership
Code

Synergy> Student> Native American

NativeAmerican

TribalCode

Indicates a student
having membership
in any Federally
recognized tribe.

55

BC

American
Indian Tribal
Enrollment
Number

Synergy> Student> Native American

NativeAmerican

TribalEnrolINum

Identifier indicating
the student's Native
American tribal
membership.

56

BD

Demographic
Filler

Reserved for future
use.
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ADM

Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
1 A Secure Synergy> Student> Student Student StateStudentNumber ODE assigned
Student Secure Student
Identifier Identifier (SSID)
(SSID) with a trailing
check digit.
2 B District/Local Synergy> Student> Student Student SisNumber Identifier,
Student assigned by the
Identifier district, used to
uniquely identify
the student.
3 C Resident District Setup> Organization> District> | setup.districtsetup DistrictNumber ODE assigned
District District Code Institution
Institution Identifier for the
Identifier Resident District.

The District
responsible for the
education of the
student and also
is the basis on
which the State
School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.
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Resident
School
Institution
Identifier

District Setup> Organization> School>
School Code

School

SchoolCode

ODE assigned
Institution
Identifier for the
Resident School.
The School
responsible for the
education of the
student and also
is the basis on
which the State
School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.

Attending
District
Institution
Identifier

Synergy> Student> Student

School

District Code

ODE assigned
Institution
Identifier for the
Attending District.
The District where
the student is
receiving
instruction and
where state
assessments are
administered.
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6 Attending Synergy> Student> Student School SchoolCode ODE assigned
School Institution
Institution Identifier for the
Identifier Attending School.
The School where
the student is
receiving
instruction and
where state
assessments are
administered.
7 Institution Reserved for
Filler future use.
8 Legal Last Synergy> Student> Student Student LastName Legal last name of
Name the student.
9 Legal First Synergy> Student> Student Student FirstName Legal first name of
Name the student.
10 Legal Middle Synergy> Student> Student Student MiddleName Legal middle
Name name of the
student.
11 Generation Synergy> Student> Student Student Suffix Name suffix of the
Code student (i.e. Jr., Il,
).
12 Preferred Last | Synergy> Student> Student Student AKALastName Preferred last
Name name of the
student.
13 Preferred First | Synergy> Student> Student Student AKAFirstName Preferred first
Name name of the
student.
14 Preferred Synergy> Student> Student Student AKAMiddleName Preferred middle
Middle Name name of the
student.
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15

Date of Birth

Synergy> Student> Student

Student

BirthDate

Date the student
was born.

16

Gender Code

Synergy> Student> Student

Student

Gender

Code indicating
the gender of the
student.

17

Hispanic/Latin
o Ethnic Flag

Synergy> Student> Student

Student

Hispaniclndicator

Indicates a
student of Cuban,
Mexican, Puerto
Rican, South or
Central American,
or other Spanish
culture or origin,
regardless of race.
The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or
Latino.”

18

American
Indian/Alaska
n Native Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of North
and South
America (including
Central America),
and who
maintains tribal
affiliation or
community
attachment.

19

Asian Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan,
Korea, Malaysia,
Pakistan, the
Philippine Islands,
Thailand, and
Vietnam.
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20

African
American
Race Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the black racial
groups of Africa.

21

White Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of
Europe, the
Middle East, or
North Africa.

22

Native
Hawaiian/Oth
er Pacific
Islander Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.

23

Race Filler

Reserved for
future use.

24

Language of
Origin Code

Synergy> Student> Student

Student

HomelLanguage

Code indicating
the first language
spoken in an
individual's home
in their early or
earliest childhood.
One's first
language or native
language.

25

Partial Social
Security
Number

Synergy> Student> Student

Student

SocialSecurityNumber

Last four (4) digits
of the Social
Security Number
of the student.

26

Enrolled
Grade Code

Synergy> Student> Student

StudentSOREnroliment

Grade

Code indicating
the enrolled grade
level of the
student; or a
grade level
assigned to an
ungraded student
based on student
age.

27

AA

Street
Address

Synergy> Student> Student

Student

HomeAddress

Street Address of
the student's
primary residence.
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28

AB

City

Synergy> Student> Student

Student

HomeCity

City where the
student's primary
residence is
located.

29

AC

Zip Code

Synergy> Student> Student

Student

HomeZipCode

First five digits of
the postal Zip
Code of the
student's primary
residence.

30

AD

Zip Plus Four
Code

Synergy> Student> Student

Student

HomeZipCode4

Plus four portion
of the postal zip
code of the
student's primary
residence.

31

AE

Resident
County Code

Synergy>system>setup>organization>
district organization>

DistristSetup

CountyCode

Code indicating
the county of legal
residence of the
student's parent or
legal guardian or
the county of
residence of an
emancipated
minor student.

32

AF

Phone
Number

Synergy> Student> Student

Student

PrimaryPhone

Phone Number
(Area Code,
Prefix, and
Exchange) of the
student.

33

AG

Teacher Filler

Reserved for
future use.

34

AH

High School
Entry Cohort
School Year

Synergy> Student> Student

Student

InitiaINinthGradeEntryYea
r

School year the
student entered
high school in the
format XXYY. (i.e.
0809 for the 2008-
2009 school year).
Indicates the ninth
grade cohort
group associated
with the student.

35

Al

Student Filler

Reserved for
future use.

36

AJ

Economically
Disadvantage
d Flag

Synergy> Student> Student

Student

Disadvantaged

Indicates student
eligibility for a
Free or Reduced
Lunch program.
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37

AK

Title | Flag

Synergy> Student> Student

StudentSOREnroliment

TitlelProgram

Indicates the
student is being
served in a Title |
Targeted Assisted
School (TAS).
Does NOT include
students served in
a Title | School
Wide Program
(SWP).

38

AL

Special
Education
Flag

Indicates student
participation in an
Individualized
Education Plan
(IEP/IFSP).

39

AM

Section 504
Flag

Synergy> Student> Student

StudentSOREnroliment

Access504

Indicates student
eligibility for
Section 504
services

40

AN

Migrant
Education
Flag

Synergy> Student> Student

Student

Migrant

Indicates student
participation in a
program designed
to assure that
migratory children
receive full and
appropriate
opportunity to
meet the state
academic content
and student
academic
achievement
standards.

41

AO

Indian
Education
Flag

Indicates student
participation in a
program designed
to meet the unique
educational and
culturally related
academic needs
of American
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Indians.

42 AP Limited
English
Proficiency
Flag

Indicates a child
who is Limited
English Proficient.

43 AQ Distance
Learning Flag

Indicates student
participation in a
distance learning
program or a
program that
includes online
coursework.

44 AR Homeschoolin
g Flag

Indicates that the
student is
registered to
receive
homeschool
instruction.

45 AS Potentially
Talented and
Gifted Flag

Indicates that the
student
demonstrated the
potential to
perform at the
97th percentile.
The definition for
this field is
established by the
district.

46 AT Intellectually
Gifted Flag

Indicates that the
student scored at
or above the 97th
percentile on a
nationally
standardized test
of mental ability.

47 AU Academically
Talented
Reading Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total reading.
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48

AV

Academically
Talented Math
Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total
mathematics.

49

AW

Creative
Ability Flag

Indicates that the
student
demonstrated
original or
nontraditional
methods in
thinking and
producing. The
definition for this
field is established
by the district.

50

AX

Leadership
Ability Flag

Indicates that the
student
demonstrated
ability in
motivating the
performance of
others either in
educational or
non-educational
settings. The
definition for this
field is established
by the district.

51

AY

Visual and
Performing
Arts Ability
Flag

Indicates that the
student
demonstrated
ability in dance,
music or art. The
definition for this
field is established
by the district.

52

AZ

Transition
Program Flag

Indicates a
Special Education
student of high
school or post
high school age
(up through the
age of 21) who
has not graduated
with a regular
diploma and are
not working
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towards a regular
or modified
diploma.

53 BA Alternative Indicates that the
Education student has been
Program Flag placed by the
district in an
Alternative
Education
Program(s) based
on criteria
described in OAR
581-022-1350 (5).
54 BB American Synergy> Student> Native American NativeAmerican TribalCode Indicates a
Indian Tribal student having
Membership membership in
Code any Federally
recognized tribe.
55 BC American Synergy> Student> Native American NativeAmerican TribalEnrolINum Identifier
Indian Tribal indicating the
Enroliment student's Native
Number American tribal
membership.
56 BD Demographic Reserved for
Filler future use.
57 BE Enrolled Code indicating
Program Type the program type
Code the student is
enrolled in during
the reporting
period.
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58

BF

Enrolled Date

Synergy> Student> Student >
Enrollment

StudentEnrollment

EnterDate

N/A

N/A

First calendar day
of the reporting
period or the date
the student began
attending a school
or program within
the district.

59

BG

Enrollment
End Date

Synergy> Student> Student >
Enrollment

StudentEnroliment

LeaveDate

N/A

N/A

Day after the last
date the student
was enrolled if
they were not
enrolled for the
entire reporting
period.

60

BH

Enroliment
End Date
Code

Synergy> Student> Student >
Enroliment

StudentEnrollment

LeaveCode

Yes

K12.E
nrolim
ent.LE
AVE_
CODE

Code describing
the student's
enrollment status
on the Enrollment
End Date.

61

Bl

Diploma
Issued Type
Code

Synergy> Student> student> Other
Info

Student

Diploma Type

Yes

K12.DI
PLOM
ATY
PE

Code indicating
the type of
diploma issued by
the district.

62

BJ

Withdrawal
Factor Code

Synergy> Student> Student >
Enrollment

StudentEnroliment

WithdrawalReasonCode

Yes

K12.E
nrolim
ent.Wit
hdraw
alReas
onCod

Code indicating
the primary factor
influencing the
student's decision
to withdraw.

63

BK

Session Days

Number of school
district calendar
days that students
are in classrooms
under instruction
for the reporting
period.

64

BL

Days Present

Number of days
the student was
recorded as
attending school
during the
reporting period,
with one implied
decimal point.

65

BM

Days Absent

Number of days
the student was
recorded as
absent from
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school during the
reporting period
whether excused
or unexcused,
with one implied
decimal point.

66 BN Instructional Number of hours

Hours of instruction
received by a
student during the
reporting period,
with one implied
decimal point.

67 BO Full Time Synergy> Student> Student > StudentEnrollment FTE Yes K12.E | Full Time
Equivalency Enroliment nrollm | Equivalency (FTE)

ent.FT | level for the
E student with one
implied decimal
point.

68 BP Enrolled Synergy> Student> Student > StudentEnrollment TuitionPayerCode Yes K12.E | Code indicating
Tuition Type Enroliment nrollm | the tuition type the
Code ent.TU | studentis enrolled

ITION | under during the
_PAY | reporting period.
ER_C
ODE

69 BQ Reading Code indicating
Assessment how the
of Essential assessment of
Skill Code essential skill

requirement to
"Read and
comprehend a
variety of texts"
was met.

70 BR Reading Date the test was
Assessment administered that
of Essential serves as
Skill evidence of
Administration proficiency for the
Date Reading Essential

Skill.

71 BS Writing Code indicating
Assessment how the
of Essential assessment of
Skill Code essential skill

requirement to
"Write clearly and
accurately" was
met.
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72 BT Writing Date the test was
Assessment administered that
of Essential serves as
Skill evidence of
Administration proficiency for the
Date Writing Essential

Skill.

73 BU Speaking Code indicating
Assessment how the
of Essential assessment of
Skill Code essential skill

requirement to
"Listen actively
and speak clearly
and coherently"
was met.

74 BV Speaking Date the test was
Assessment administered that
of Essential serves as
Skill evidence of
Administration proficiency for the
Date Speaking

Essential SKill.

75 BW Mathematics Code indicating
Assessment how the
of Essential assessment of
Skill Code essential skill

requirement to
"Apply
mathematics in a
variety of settings"
was met.

76 BX Mathematics Date the test was
Assessment administered that
of Essential serves as
Skill evidence of
Administration proficiency for the
Date Mathematics

Essential Skill.

77 BY Essential Skill Reserved for
Filler future use.

78 BZ District Indicates that the
Special student was
Education enrolled in a
Program Flag district special

education

program during
the school year
and received
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general education
classroom
instruction for less
than 40% of the
time as of the first
school day in May.

79 CA Resident Indicates that the
School Full student has been
Academic enrolled for more
Year (FAY) than 50% of the
Flag days in the school

year as of the first
school day in May
at the school
where the student
is attending on the
first school day in

May.
80 CB Resident Indicates that the
District Full student has been
Academic enrolled for more
Year (FAY) than 50% of the
Flag days in the school

year as of the first
school day in May
at the district
where the student
is attending on the
first school day in
May.

81 CcC Calculated Calculated
Average Daily Average Daily
Membership Membership
(ADM) (ADM) for the
Amount student record.
Based on one of
the following
formulae:
(ADMDaysPrsnt +
ADMDaysAbsnt) /
ADMSessDays *
ADMFTE) or
(ADMinstrctHrs *
ADMProgRate /
DefaultSessionDa

ys)

82 CD Calculated Calculated code
Enrolliment describing the
End Date student's

Code enrollment status
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on the Enrollment

End Date.
83 CE Average Daily Reserved for
Membership future use.
(ADM) Filler
Row | Column Data Element Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
1 A Unique Staff Synergy> Staff> Staff Staff StatelD N/A N/A ODE Unique Staff
Identifier Identifier.
2 B Teacher Synergy> Staff> Staff Staff TchAdminLicNum N/A N/A TSPC (Teacher
Standards and Standards and
Practices Practices
Commission Commission)
Account assigned account
Identifier identifier.
3 C Employer District Setup> Organization> School> | School SchoolCode N/A N/A ODE Institution
Institution School Code Identification
Identifier number for the
institution
employing the
staff member. If a
staff member is
employed by more
than one
institution this field
will indicate the
last employer to
update the record.
Institution ID
numbers can be
found at:
<http://www.ode.st
ate.or.us/instid/>.
4 D Employer Staff Synergy> Staff> Staff Staff BadgeNum N/A N/A Identifier assigned

Identifier

by the employer
used to identify
the staff member.
This identifier
should be unique
within the
employer system
that assigned it.
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Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

Partial Social
Security
Number

Synergy> Staff> Staff

Staff

SocialSecurityNumber

N/A

N/A

Last four (4) digits
of the Social
Security Number
of the staff
member.

Legal Last
Name

Synergy> Staff> Staff

Staff

LastName

N/A

N/A

Legal Last Name
of the staff
member.

Legal First
Name

Synergy> Staff> Staff

Staff

FirstName

N/A

N/A

Legal First Name
of the staff
member.

Legal Middle
Initial

Synergy> Staff> Staff

Staff

MiddleName

N/A

N/A

Legal Middle Initial
of the staff
member.

Date of Birth

Synergy> Staff> Staff

Staff

BirthDate

N/A

N/A

Date of Birth of
the staff member.

10

Gender Code

Synergy> Staff> Staff

Staff

Gender

N/A

N/A

Code indicating
the gender of the
staff member.

11

Hispanic/Latino
Ethnic Flag

Synergy> Staff> Staff

Staff

HispanicIndicator

Revela
tion.HI
SPANI
C ET
HNICI
TY

Indicates a staff
member of Cuban,
Mexican, Puerto
Rican, South or
Central American,
or other Spanish
culture or origin,
regardless of race.
The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or
Latino.”

12

American
Indian/Alaskan
Native Race
Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revela
tion -
ETHNI
CITY

Indicates a staff
member having
origins in any of
the original
peoples of North
and South
America (including
Central America),
and who
maintains tribal
affiliation or
community
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Row | Column Data Element Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
attachment.
13 M Asian Race Synergy> Staff> Staff Staff EthnicCode Revela | Indicates a staff
Flag tion - member having
ETHNI | origins in any of
CITY | the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan,
Korea, Malaysia,
Pakistan, the
Philippine Islands,
Thailand, and
Vietnam.
14 N African Synergy> Staff> Staff Staff EthnicCode Revela | Indicates a staff
American Race tion - member having
Flag ETHNI | origins in any of
CITY | the black racial
groups of Africa.
15 (@) White Race Synergy> Staff> Staff Staff EthnicCode Revela | Indicates a staff
Flag tion - member having
ETHNI | origins in any of
CITY | the original
peoples of
Europe, the
Middle East, or
North Africa.
16 P Native Synergy> Staff> Staff Staff EthnicCode Revela | Indicates a staff
Hawaiian/Other tion - member having
Pacific Islander ETHNI | origins in any of
Race Flag CITY | the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.
17 Q Filler Filler Space
Edupoint Proprietary and Confidential 163




State of Oregon Data Reporting Guide

D

UI

R

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

Instructional
Unit Identifier
(IUID)

Synergy> Schedule> Section

Course

InstructionalUnitID

N/A

N/A

ODE assigned
Instructional Unit
Identifier (IUID)
with a trailing
check digit.

District
Institution
Identifier

District Setup> Organization> District>
District Code

setup.districtsetup

DistrictNumber

N/A

N/A

ODE Institution
Identification
number for the
ESD or District
administering the
program or school
in which the class
being reported is
situated.
Institution ID
numbers can be
found at:
<http://www.ode.st
ate.or.us/instid/>.

School
Institution
Identifier

District Setup> Organization> School>
School Number

School

SchoolNumber

N/A

N/A

ODE Institution
Identification
number for the
program or school
where the class
being reported is
conducted.
Institution ID
numbers can be
found at:
<http://www.ode.st
ate.or.us/instid/>.

Local Master
Schedule
Identifier

Synergy> Schedule> Section

Course

LocalMasterSchedulelD

Master schedule
identifier for local
student
information
systems.

School Section
Identifier

Synergy> Schedule> Section

Section

SectionID

N/A

N/A

Identifier that
distinguishes the
specific instance
of a class being
reported. This
identifier can be
any convention
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Row | Column Data Element Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
used by the
institution.
6 F School Course Synergy> Course> District Course> Course Courseld N/A N/A Local identifier,
Identifier Description Tab assigned by the
district, used to
uniquely identify
the course.
7 G Course Code Synergy> Course> District Course> Course StateCourseCode N/A K12.C | National Center
Description Tab oursel | for Education
nfo.SC | Statistics (NCES)
ED_C or Non-NCES
OURS | code for the
E_CO | course thatis
DE being taught in the
location identified
by the
combination of
class Room ID
and Class Period.
8 H Course Begin Synergy>setup>School Setup SchoolYearTrmDef BeginDate N/A N/A Date the course
Date started.
9 Course End Synergy>setup>School Setup SchoolYearTrmDef EventDate N/A N/A Date the course
Date ended.
10 J Scheduled Synergy>OR>Setup>State N/A N/A Number of
Instructional Requirements average daily
Minutes Count minutes
scheduled for the
Instructional Unit.
11 K Distance Synergy> Schedule> Section Section DistancelLearning N/A N/A Flag indicating a
Learning Flag distance-learning
course that is
taught via the
web.
12 L Alternative Synergy> Schedule> Section Section Instructional Strategy N/A K12.S | Flag Indicating the
Education chedul | class is taught in
Setting Flag elnfo.l | an alternative
NSTR | education setting
UCTIO | consistent with
NAL_ | OAR 581-022-
STRA | 1350 (5).
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Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
TEGY
13 M Instructional Reserved for
Unit Identifier future use.
Filler
CLASS SIZE
Row Colum Data Synergy Location BO Property AltCode | Look-up Table Data Element Description
n Element 2 (state
Name code)
used
1 A District District Setup> setup.districtset | DistrictNumber N/A N/A ODE |Institution Identification
Institutio | Organization> up number for the ESD or District
n District> District administering the program or
Identifier | Code school in which the class being
reported is situated. Institution
ID numbers can be found at:
<http://www.ode.state.or.us/inst
id/>.
2 B School District Setup> School SchoolNumber N/A N/A ODE |Institution Identification
Institutio | Organization> number for the program or
n School> School school where the class being
Identifier | Number reported is conducted.
Institution ID numbers can be
found at:
<http://www.ode.state.or.us/inst
id/>.
3 C Class Synergy>Schedule> Section RoomNumber N/A N/A Identifier that distinguishes the
Room Section specific location, usually a
Identifier classroom, where the class
being reported is conducted.
This identifier can be any
convention used by the
institution.
4 D Class Synergy>Schedule> Section PeriodBegin N/A N/A Identifier that distinguishes the
Period Section unit of time set aside for the
instructional activities of the
class being reported. This
identifier can be any convention
used by the institution.
5 E Course Synergy>Couse>Dist | course StateCourseCode Y K12.Courselnfo.STATE_COURSE_C National Center for Education
Code rict Course>Course or ODE Statistics (NCES) or Non-NCES
ID StateCourseCode code for the course that is
DD being taught in the location
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Row | Colum Data Synergy Location BO Property AltCode | Look-up Table Data Element Description
n Element 2 (state
Name code)
used
identified by the combination of
Class Room and Class Period.
6 F Grade Synergy>Schedule> Section Code indicating the grade level
Level Section of students enrolled in the class
Code represented by the Course
Code, that meets in the
indicated Class Room and
Class Period.
7 G Class Synergy>Schedule> Section TotalMale N/A N/A Number of males in the grade
Size Section level being reported who are
Count - taking the class described by
Male the Course Code entered that
meets in the indicated Class
Room and Class Period.
8 H Class Synergy>Schedule> Section TotalFemale N/A N/A Number of females in the grade
Size Section level being reported who are
Count - taking the class described by
Female the Course Code entered that
meets in the indicated Class
Room and Class Period.
9 | Class Type code describing the
Room organizational structure of the
Type class room. Provides the
Code information necessary to
determine how the students in
the class should be counted.
R Regular Class One course is
being taught to all students in
this class room / period.
B Block Class Multiple courses
are being taught to all students
in this class room / period.
M Multiple Subject Class
Multiple courses are being
taught to groups of students in
this class room / period but
each student is only taking one
of the courses.
10 J Distance | Synergy>Schedule> Section DistancelLearning N/A N/A Flag indicating a a distance-
Learning | Section learning course that is taught
Flag via the web.
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n Element 2 (state
Name code)
used
11 K Filler Filler Space
Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
1 A Secure Synergy> Student> Student Student StateStudentNumber ODE assigned
Student Secure Student
Identifier Identifier (SSID)
(SSID) with a trailing
check digit.
2 B District/Local Synergy> Student> Student Student SisNumber Identifier,
Student assigned by the
Identifier district, used to
uniquely identify
the student.
3 C Resident District Setup> Organization> District> | setup.districtsetup DistrictNumber ODE assigned
District District Code Institution
Institution Identifier for the
Identifier Resident District.
The District
responsible for the
education of the
student and also
is the basis on
which the State
School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.
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Resident
School
Institution
Identifier

District Setup> Organization> School>
School Code

School

SchoolCode

ODE assigned
Institution
Identifier for the
Resident School.
The School
responsible for the
education of the
student and also
is the basis on
which the State
School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.

Attending
District
Institution
Identifier

Synergy> Student> Student

School

District Code

ODE assigned
Institution
Identifier for the
Attending District.
The District where
the student is
receiving
instruction and
where state
assessments are
administered.
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6 F Attending Synergy> Student> Student School SchoolCode ODE assigned
School Institution
Institution Identifier for the
Identifier Attending School.
The School where
the student is
receiving
instruction and
where state
assessments are
administered.
7 G Institution Reserved for
Filler future use.

8 H Legal Last Synergy> Student> Student Student LastName Legal last name of
Name the student.

9 Legal First Synergy> Student> Student Student FirstName Legal first name of
Name the student.

10 J Legal Middle Synergy> Student> Student Student MiddleName Legal middle
Name name of the

student.
11 K Generation Synergy> Student> Student Student Suffix Name suffix of the
Code student (i.e. Jr., I,
).
12 L Preferred Last | Synergy> Student> Student Student AKALastName Preferred last
Name name of the
student.

13 M Preferred First | Synergy> Student> Student Student AKAFirstName Preferred first

Name name of the
student.

14 N Preferred Synergy> Student> Student Student AKAMiddleName Preferred middle

Middle Name name of the
student.

15 (0] Date of Birth Synergy> Student> Student Student BirthDate Date the student
was born.

16 P Gender Code Synergy> Student> Student Student Gender Code indicating
the gender of the
student.
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Look-
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Table
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17

Hispanic/Latin
o Ethnic Flag

Synergy> Student> Student

Student

Hispaniclndicator

Indicates a
student of Cuban,
Mexican, Puerto
Rican, South or
Central American,
or other Spanish
culture or origin,
regardless of race.
The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or
Latino.”

18

American
Indian/Alaska
n Native Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of North
and South
America (including
Central America),
and who
maintains tribal
affiliation or
community
attachment.

19

Asian Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan,
Korea, Malaysia,
Pakistan, the
Philippine Islands,
Thailand, and
Vietnam.
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20

African
American
Race Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the black racial
groups of Africa.

21

White Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of
Europe, the
Middle East, or
North Africa.

22

Native
Hawaiian/Oth
er Pacific
Islander Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.

23

Race Filler

Reserved for
future use.

24

Language of
Origin Code

Synergy> Student> Student

Student

HomelLanguage

Code indicating
the first language
spoken in an
individual's home
in their early or
earliest childhood.
One's first
language or native
language.

25

Partial Social
Security
Number

Synergy> Student> Student

Student

SocialSecurityNumber

Last four (4) digits
of the Social
Security Number
of the student.

26

Enrolled
Grade Code

Synergy> Student> Student

StudentSOREnroliment

Grade

Code indicating
the enrolled grade
level of the
student; or a
grade level
assigned to an
ungraded student
based on student
age.
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27

AA

Street
Address

Synergy> Student> Student

Student

HomeAddress

Street Address of
the student's
primary residence.

28

AB

City

Synergy> Student> Student

Student

HomeCity

City where the
student's primary
residence is
located.

29

AC

Zip Code

Synergy> Student> Student

Student

HomeZipCode

First five digits of
the postal Zip
Code of the
student's primary
residence.

30

AD

Zip Plus Four
Code

Synergy> Student> Student

Student

HomeZipCode4

Plus four portion
of the postal zip
code of the
student's primary
residence.

31

AE

Resident
County Code

Synergy>system>setup>organization>
district organization>

DistristSetup

CountyCode

Code indicating
the county of legal
residence of the
student's parent or
legal guardian or
the county of
residence of an
emancipated
minor student.

32

AF

Phone
Number

Synergy> Student> Student

Student

PrimaryPhone

Phone Number
(Area Code,
Prefix, and
Exchange) of the
student.

33

AG

Teacher Filler

Reserved for
future use.

34

AH

High School
Entry Cohort
School Year

Synergy> Student> Student

Student

InitiaINinthGradeEntryYea

r

School year the
student entered
high school in the
format XXYY. (i.e.
0809 for the 2008-
2009 school year).
Indicates the ninth
grade cohort
group associated
with the student.

35

Al

Student Filler

Reserved for
future use.
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36

Al

Economically
Disadvantage
d Flag

Synergy> Student> Student

Student

Disadvantaged

Indicates student
eligibility for a
Free or Reduced
Lunch program.

37

AK

Title | Flag

Synergy> Student> Student

StudentSOREnroliment

TitlelProgram

Indicates the
student is being
served in a Title |
Targeted Assisted
School (TAS).
Does NOT include
students served in
a Title | School
Wide Program
(SWP).

38

AL

Special
Education
Flag

Indicates student
participation in an
Individualized
Education Plan
(IEP/IFSP).

39

AM

Section 504
Flag

Synergy> Student> Student

StudentSOREnNroliment

Access504

Indicates student
eligibility for
Section 504
services

40

AN

Migrant
Education
Flag

Synergy> Student> Student

Student

Migrant

Indicates student
participation in a
program designed
to assure that
migratory children
receive full and
appropriate
opportunity to
meet the state
academic content
and student
academic
achievement
standards.
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41

AO

Indian
Education
Flag

Indicates student
participation in a
program designed
to meet the unique
educational and
culturally related
academic needs
of American
Indians.

42

AP

Limited
English
Proficiency
Flag

Indicates a child
who is Limited
English Proficient.

43

AQ

Distance
Learning Flag

Indicates student
participation in a
distance learning
program or a
program that
includes online
coursework.

44

AR

Homeschoolin
g Flag

Indicates that the
student is
registered to
receive
homeschool
instruction.

45

AS

Potentially
Talented and
Gifted Flag

Indicates that the
student
demonstrated the
potential to
perform at the
97th percentile.
The definition for
this field is
established by the
district.

46

AT

Intellectually
Gifted Flag

Indicates that the
student scored at
or above the 97th
percentile on a
nationally
standardized test
of mental ability.
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47

AU

Academically
Talented
Reading Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total reading.

48

AV

Academically
Talented Math
Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total
mathematics.

49

AW

Creative
Ability Flag

Indicates that the
student
demonstrated
original or
nontraditional
methods in
thinking and
producing. The
definition for this
field is established
by the district.

50

AX

Leadership
Ability Flag

Indicates that the
student
demonstrated
ability in
motivating the
performance of
others either in
educational or
non-educational
settings. The
definition for this
field is established
by the district.

51

AY

Visual and
Performing
Arts Ability
Flag

Indicates that the
student
demonstrated
ability in dance,
music or art. The
definition for this
field is established
by the district.
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52 AZ Transition Indicates a
Program Flag Special Education
student of high
school or post
high school age
(up through the
age of 21) who
has not graduated
with a regular
diploma and are
not working
towards a regular
or modified
diploma.
53 BA Alternative Indicates that the
Education student has been
Program Flag placed by the
district in an
Alternative
Education
Program(s) based
on criteria
described in OAR
581-022-1350 (5).
54 BB American Synergy> Student> Native American NativeAmerican TribalCode Indicates a
Indian Tribal student having
Membership membership in
Code any Federally
recognized tribe.
55 BC American Synergy> Student> Native American NativeAmerican TribalEnrolINum Identifier
Indian Tribal indicating the
Enrollment student's Native
Number American tribal
membership.
56 BD Demographic Reserved for
Filler future use.
57 BE Special Student Programs> Special Ed SpedStudent RecordType Y K12.0 | Code indicating
Education Student Services>Snapshots Tab> R.REC | the type of Special
Record Type Show Detail ORD_ | Education student
Code TYPE | record submitted.
Code tables Tab >
Lines 253-262
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58 BF Primary Student Programs> Special Ed SpedStudent DisabilityPrimary Y K12.S | Code indicating
Disability Student Services>Snapshots Tab> pecial | the primary
Code Show Detail Ed.DI | disability
SABILI | (eligibility) of the
TY_C | student. Code
ODE | tables Tab > Lines
75-91
59 BG Secondary Student Programs> Special Ed SpedStudent DisabilitySecondary1 Y K12.S | Code indicating a
Disability Student Services>Snapshots Tab> pecial | secondary
Code 1 Show Detail Ed.DI | disability
SABILI | (eligibility) of the
TY_C | student. Code
ODE tables Tab > Lines
75-91
60 BH Secondary Student Programs> Special Ed SpedStudent DisabilitySecondary2 Y K12.S | Code indicating a
Disability Student Services>Snhapshots Tab> pecial | secondary
Code 2 Show Detail Ed.DI | disability
SABILI | (eligibility) of the
TY_C | student. Code
ODE | tables Tab > Lines
75-92
61 BI Secondary Student Programs> Special Ed SpedStudent DisabilitySecondary3 Y K12.S | Code indicating a
Disability Student Services>Snapshots Tab> pecial | secondary
Code 3 Show Detail Ed.DI | disability
SABILI | (eligibility) of the
TY_C | student. Code
ODE tables Tab > Lines
75-93
62 BJ Secondary Student Programs> Special Ed SpedStudent DisabilitySecondary4 Y K12.S | Code indicating a
Disability Student Services>Snapshots Tab> pecial | secondary
Code 4 Show Detail Ed.DI | disability
SABILI | (eligibility) of the
TY_C | student. Code
ODE tables Tab > Lines
75-94
63 BK Related Student Programs> Special Ed SpedStudent RelatedServices Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
1 _SER tables Tab > Lines
VICE 158-186
178 Copyright© 2013 Edupoint Educational Systems, LLC




State of Oregon Data Reporting Guide

Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
64 BL Related Student Programs> Special Ed SpedStudent ServiceCode Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
2 _SER tables Tab > Lines
VICE 158-187
65 BM Related Student Programs> Special Ed SpedStudent ServiceCode Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
3 _SER tables Tab > Lines
VICE 158-188
66 BN Related Student Programs> Special Ed SpedStudent ServiceCode Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
4 _SER tables Tab > Lines
VICE 158-189
67 BO Related Student Programs> Special Ed SpedStudent ServiceCode Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
5 _SER tables Tab > Lines
VICE 158-190
68 BP Related Student Programs> Special Ed SpedStudent ServiceCode Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial related service
Education Show Detail Ed.IEP | received by the
Services Code .SPED | student. Code
6 _SER tables Tab > Lines
VICE 158-191
69 BQ Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices1 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
1 _SER
VICE
70 BR Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices2 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
2 _SER
VICE
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71 BS Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices3 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
3 _SER
VICE
72 BT Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices4 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
4 _SER
VICE
73 BU Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices5 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
5 _SER
VICE
74 BV Supplemental | Student Programs> Special Ed SpedStudent SupplementalServices6 Y K12.S | Code indicating a
Special Student Services>Snapshots Tab> pecial supplemental
Education Show Detail Ed.IEP | service received
Services Code .SPED | by the student.
6 _SER
VICE
75 BW Special District Setup> Organization> School> | School SchoolCode N/A N/A Identifier
Education School Code indicating the
Resident school district
District where a child’s
Institution parents, guardians
Identifier or persons in
parental
relationship to the
child reside.
Children placed by
public agencies
shall be
considered
resident of the
school district in
which they reside
by placement of
the public agency
(ORS 339.133(4)).
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76 BX Special Student>Special Ed Student SpedStudent PlacementType Y K12.S | Code indicating
Education Services> Snapshot Tab> Show pecial | the location where
Federal details Ed.OR | a student receives
Placement .Docu | EI/ECSE (Early
Type Code ment. | Intervention/Early
Place | Childhood Special
ment_ | Education) or
Code | education
services. The
definitions of
Federal placement
come from the
U.S. Office of
Education and
refer to the
proportion of time
the student
receives special
education and
related services.
77 BY Federal Student>Special Ed Student SpedStudent PlacementComment N/A N/A Comment further
Placement Services> Snapshot Tab> Show describing the
Comment details federal placement
of the student.
78 Bz Serving Student>Special Ed Student SpedStudent AgencyType Y K12.S | Code indicating
Agency Type Services> Snapshot Tab> Show pecial | the type of agency
Code details Ed.AZ. | providing services
IEP.Se | to the student.
rvice_
Provid
er
79 CA Special Student>Special Ed Student SpedStudent EnrollmentSettingType Y K12.0 | Code indicating
Education Services> Snapshot Tab> Show R.ENR | the type of
Enroliment details OLLM | enroliment setting.
Setting Type ENT_
Code TYPE
80 CB Special Student>Special Ed Student SpedStudent SecondaryPlacementTyp Y K12.S | Secondary code
Education Services> Snapshot Tab> Show e pecial | indicating where
Secondary details Ed.IEP | special education
Federal .Place | and related
Placement ment_ | services are
Type Code Presch | provided for
ool children ages 3-5

who are placed in
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the regular early
childhood program
or classroom.
81 CcC Special Student>Special Ed Student SpedStudent EligibilityDate N/A N/A Indicates the date
Education Services> Snapshot Tab> Show that the student’s
Eligibility Date | details most recent
eligibility for
special education
was determined.
82 CD Last Individual | Student>Special Ed Student SpedStudent LastlIEPDate N/A N/A Indicates the date
Education or Services> Snapshot Tab> Show that the student’s
Family details most recent
Service Plan Individual
(IEP/IFSP) Education or
Date Family Service
Plan was
completed.
83 CE Special Synergy> Student Programs> Special SpecialEdServices ExitDate Indicates the date
Education Exit | Ed Services that the student
Date exited the special
education
program.
84 CF Special Synergy> Student Programs> Special SpecialEdServices ExitReason Y K12.S | Code indicating
Education Exit | Ed Services pecial | the reason the
Reason Code Ed.IEP | student exited the
.Place | special education
ment_ | program.
Presch
ool
85 CG Primary Synergy> Student> Student Student LanguageToHome Y K12.L | Code indicating
Language ANGU | the student’s
Code AGE primary language.
This primary
language is "the
language and/or
dialect normally
used by an
individual or, in
case of a child,
the language
normally used by
the parents".
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86

CH

Early
Intervention
Transition
Flag

Student>Special Ed Student
Services> Snapshot Tab> Show
details

SpedStudent

Transition

N/A

N/A

Flag indicating a
student who
currently receives
Early Childhood
Special Education
(ECSE) services
but was in an
Early Intervention
(El) program last
year and went
directly to ECSE
on their third
birthday.

87

Cl

Early
Intervention
Service
Coordination
Flag

Student>Special Ed Student
Services> Snapshot Tab> Show
details

SpedStudent

ServiceCoordination

N/A

N/A

Flag indicating the
Service
Coordination Early
Intervention (EI)
service, including:
coordinating
services across
agency lines by
serving as a single
point of contact,
assisting parents
of eligible children
in gaining access
to early
intervention
services and other
services,
facilitating the
timely delivery of
services, and
continuously
seeking
appropriate
services

88

CJ

Individual
Family
Service Plan
(IFSP)
Justification
Flag

Student>Special Ed Student
Services> Snapshot Tab> Show
details

SpedStudent

IFSPJustification

N/A

N/A

Indicates whether
justifications are
included on the
Individual
Education or
Family Service
Plan (IFSP) when
services are not
provided in the

Edupoint Proprietary and Confidential

183




State of Oregon Data Reporting Guide

Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description
code) Table
used
natural
environment.
89 CK Early Entry to Student>Special Ed Student SpedStudent EarlyEntryKg N/A N/A Flag indicating the
Kindergarten Services> Snapshot Tab> Show child was enrolled
Flag details in kindergarten
before they were
five years old (as
of September 1).
90 CL Special Reserved for
Education future use.
Child Count
(SECC) Filler

STAFF ASSIGNMENT

Row | Column Data Element | Synergy Location BO Property AltCode2 | Look- Data Element
Name (state up Description

code) Table
used

1 A Unique Staff Synergy> Staff> Staff Staff StatelD N/A N/A ODE Unique Staff
Identifier Identifier.

2 B Teacher TSPC (Teacher
Standards Standards and
and Practices Practices
Commission Commission)
Account assigned account
Identifier identifier.

3 C Employer District Setup> Organization> District> | setup.districtsetup DistrictNumber N/A N/A ODE Institution
Institution District Code Identification
Identifier number for the

institution
employing the
staff member. If a
staff member is
employed by
more than one
institution this field
will indicate the

184 Copyright© 2013 Edupoint Educational Systems, LLC




State of Oregon Data Reporting Guide

Row

Column

Data Element
Name

Synergy Location

BO

Property

AltCode2
(state
code)
used

Look-
up
Table

Data Element
Description

last employer to
update the record.
Institution ID
numbers can be
found at:
<http://lwww.ode.s
tate.or.us/instid/>.

Employer
Staff Identifier

Synergy> Staff> Staff

Staff

BadgeNum

N/A

N/A

Identifier assigned
by the employer
used to identify
the staff member.
This identifier
should be unique
within the
employer system
that assigned it.

Partial Social
Security
Number

Synergy> Staff> Staff

Staff

SocialSecurityNumber

N/A

N/A

Last four (4) digits
of the Social
Security Number
of the staff
member.

Legal Last
Name

Synergy> Staff> Staff

Staff

LastName

N/A

N/A

Legal Last Name
of the staff
member.

Legal First
Name

Synergy> Staff> Staff

Staff

FirstName

N/A

N/A

Legal First Name
of the staff
member.

Legal Middle
Initial

Synergy> Staff> Staff

Staff

MiddleName

N/A

N/A

Legal Middle
Initial of the staff
member.

Date of Birth

Synergy> Staff> Staff

Staff

BirthDate

N/A

N/A

Date of Birth of
the staff member.

10

Gender Code

Synergy> Staff> Staff

Staff

Gender

N/A

N/A

Code indicating
the gender of the
staff member.

11

Hispanic/Latin
o Ethnic Flag

Synergy> Staff> Staff

Staff

Hispaniclindicator

Revel
ation.
HISPA
NIC_E
THNIC
ITY

Indicates a staff
member of
Cuban, Mexican,
Puerto Rican,
South or Central
American, or
other Spanish
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culture or origin,
regardless of
race. The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or
Latino.”

12 L

American
Indian/Alaska
n Native Race
Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revel
ation -
ETHNI
CITY

Indicates a staff
member having
origins in any of
the original
peoples of North
and South
America
(including Central
America), and
who maintains
tribal affiliation or
community
attachment.

13 M

Asian Race
Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revel
ation -
ETHNI
CITY

Indicates a staff
member having
origins in any of
the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan,
Korea, Malaysia,
Pakistan, the
Philippine Islands,
Thailand, and
Vietnam.

14 N

African
American
Race Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revel
ation -
ETHNI
CITY

Indicates a staff
member having
origins in any of
the black racial

groups of Africa.

15 O

White Race
Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revel
ation -
ETHNI

Indicates a staff
member having
origins in any of
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CITY

the original
peoples of
Europe, the
Middle East, or
North Africa.

16

Native
Hawaiian/Oth
er Pacific
Islander Race
Flag

Synergy> Staff> Staff

Staff

EthnicCode

Revel
ation -
ETHNI
CITY

Indicates a staff
member having
origins in any of
the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.

17

Filler

Filler Space

18

Instructional
Unit Identifier
(IVID)

Synergy> Schedule> Section

Course

InstructionalUnitID

N/A

N/A

ODE assigned
Instructional Unit
Identifier (IUID)
with a trailing
check digit.

19

District
Institution
Identifier

District Setup> Organization> District>
District Code

setup.districtsetup

DistrictNumber

N/A

N/A

ODE Institution
Identification
number for the
ESD or District
administering the
program or school
in which the class
being reported is
situated.
Institution ID
numbers can be
found at:
<http://www.ode.s
tate.or.us/instid/>.

20

School
Institution
Identifier

District Setup> Organization> District>
District Code

setup.districtsetup

SchoolCode

N/A

N/A

ODE Institution
Identification
number for the
program or school
where the class
being reported is
conducted.
Institution ID
numbers can be
found at:
<http://www.ode.s
tate.or.us/instid/>.
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21 U District Schedule>Section section Sectionld N/A N/A Identifier that
Section distinguishes the
Identifier specific instance
of a class being
reported. This
identifier can be
any convention
used by the
institution.

22 \ District Course>District Course Course Courseld N/A N/A Local identifier,

Course assigned by the

Identifier district, used to
uniquely identify
the course.

23 W Course Code Course>District Course Course SCEDCourseCode Y K12.C National Center
oursel | for Education
nfo.SC | Statistics (NCES)
ED_C or Non-NCES
OURS | code for the
E_CO course that is
DE being taught in

the location
identified by the
combination of
class Room ID
and Class Period.

24 X Course Start Date the course

Date started.
25 Y Team Schedule>Section section TeamTeaching Y K12.S | Flag indicating
Teaching Flag chedul | thatthe course is
elnfo. being team
TEAM | taught.
_TEA
CHIN
G
26 z Highly Staff>Staff>Credentials Tab StaffCourseQualification QualMethod Y K12.S Code indicating
Qualified TAFF. | the District
Status QUAL | determination of
Determination _MET Highly Qualified
Code HOD Status for the staff
member in the
specific course.

27 AA Highly Comments

Qualified describing the

Status Highly Qualified

Comment Status of the staff
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member. This
may include High,
Objective, Uniform
State Standard of
Evaluation
(HOUSSE)
documentation
detail or test/score
information.

28

AB

Reason Not
Highly
Qualified
Code

Code indicating
the reason the
staff member
teaching the
course is not
Highly Qualified.

29

AC

Highly
Qualified Plan
Comment

Comment
describing the
plan intended to
make this teacher
Highly Qualified
for this course.
Also used to
explain why
Reason Not
Highly Qualified
Code 9 (Other)
was selected.

30

AD

Teacher
Standards
and Practices
Commission
License Flag

Flag documenting
if TSPC (Teacher
Standards and
Practices
Commission)
records indicate a
licensed/endorsed
status for this staff
member and
course.

31

AE

Teacher
License Flag

Flag indicating
this teacher is
licensed, or
registered, with
TSPC (Teacher
Standards and
Practices
Commission)
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32

AF

Filler

Filler Space

33

AG

School

OrganizatonAbbrName

Doc says
AbbrSchoolName

34

AH

Organization

OrganizatonName

Doc says
SchoolName

35

Al

course

CourseTitle

36

AJ

SchoolOptions

StateSchoolCode

Doc says "This
may be different
than the
SchlinstID when
the student is
enrolled in a
school/program
within a school in
Synergy. In some
districts schools
are set up with
internal numbers
are our local
school numbers
that are different
from the state
institution ID's.
This field should
map to
Organization>>Sc
hool Code. The
Institution ID in
the file should
map to
Organization >>
State CTDS
Code. (Thisis a
little difficult to
explain and it may
not be needed in
Synergy. Perhaps
more discussion
is needed with the
developers if you
have more
questions?)" If
StateCTDS ==""
then
StateSchoolCode.
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37

AK

Audit 5 - Teacher
Type - Value
expected is 'P' for
Primary/Main
Teacher or 'A' for
any additional
teachers. Map to
Section >> Staff
Name = P AND
Section >>
Additional Staff =
A. We would like
these names to
populate
regardless of the
TeamTchFg set
on Section >>
Additional Staff.

38

AL

SchoolRoom

RoomName

Audit 6 - Class
Room ldentifier -
Room where the
section or class
takes place. Map
to Section >>
Room Name. Add
letter 'R’ as the
beginning of all
room names

39

AM

Section

PeriodBegin

Add P to
beginning.
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Secure
Student
Identifier
(SSID)

Synergy> Student> Student

Student

StateStudentNumber

ODE assigned
Secure Student
Identifier (SSID)
with a trailing
check digit.

District/Local
Student
Identifier

Synergy> Student> Student

Student

SisNumber

Identifier,
assigned by the
district, used to
uniquely identify
the student.

Resident
District
Institution
Identifier

District Setup> Organization> District>
District Code

setup.districtsetup

DistrictNumber

ODE assigned
Institution
Identifier for the
Resident District.
The District
responsible for the
education of the
student and also
is the basis on
which the State
School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.

Resident
School
Institution
Identifier

District Setup> Organization> School>
School Code

School

SchoolCode

ODE assigned
Institution
Identifier for the
Resident School.
The School
responsible for the
education of the
student and also
is the basis on
which the State
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School Fund, the
Common School
Fund, and the
County School
Fund are
distributed to local
districts. Special
provisions apply
as defined in ORS
339.133,
338.155(1), and
338.165.

Attending
District
Institution
Identifier

Synergy> Student> Student

School

District Code

ODE assigned
Institution
Identifier for the
Attending District.
The District where
the student is
receiving
instruction and
where state
assessments are
administered.

Attending
School
Institution
Identifier

Synergy> Student> Student

School

SchoolCode

ODE assigned
Institution
Identifier for the
Attending School.
The School where
the student is
receiving
instruction and
where state
assessments are
administered.

Institution
Filler

Reserved for
future use.

Legal Last
Name

Synergy> Student> Student

Student

LastName

Legal last name of
the student.

Legal First
Name

Synergy> Student> Student

Student

FirstName

Legal first name of
the student.

10

Legal Middle
Name

Synergy> Student> Student

Student

MiddleName

Legal middle
name of the
student.
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11

Generation
Code

Synergy> Student> Student

Student

Suffix

Name suffix of the
student (i.e. Jr., Il

1.

12

Preferred Last
Name

Synergy> Student> Student

Student

AKALastName

Preferred last
name of the
student.

13

Preferred First
Name

Synergy> Student> Student

Student

AKAFirstName

Preferred first
name of the
student.

14

Preferred
Middle Name

Synergy> Student> Student

Student

AKAMiddleName

Preferred middle
name of the
student.

15

Date of Birth

Synergy> Student> Student

Student

BirthDate

Date the student
was born.

16

Gender Code

Synergy> Student> Student

Student

Gender

Code indicating
the gender of the
student.

17

Hispanic/Latin
o Ethnic Flag

Synergy> Student> Student

Student

Hispaniclndicator

Indicates a
student of Cuban,
Mexican, Puerto
Rican, South or
Central American,
or other Spanish
culture or origin,
regardless of
race. The term,
“Spanish origin,”
can be used in
addition to
“Hispanic or
Latino.”

18

American
Indian/Alaska
n Native Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of North
and South
America (including
Central America),
and who
maintains tribal
affiliation or
community
attachment.
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19

Asian Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of the Far
East, Southeast
Asia, or the Indian
subcontinent
including, for
example,
Cambodia, China,
India, Japan,
Korea, Malaysia,
Pakistan, the
Philippine Islands,
Thailand, and
Vietnam.

20

African
American
Race Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the black racial
groups of Africa.

21

White Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of
Europe, the
Middle East, or
North Africa.

22

Native
Hawaiian/Oth
er Pacific
Islander Race
Flag

Synergy> Student> Student

RevPersonSecondaryEthnic

EthnicCode

Indicates a
student having
origins in any of
the original
peoples of Hawaii,
Guam, Samoa, or
other Pacific
Islands.

23

Race Filler

Reserved for
future use.

24

Language of
Origin Code

Synergy> Student> Student

Student

HomelLanguage

Code indicating
the first language
spoken in an
individual's home
in their early or
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earliest childhood.
One's first
language or native
language.

25

Partial Social
Security
Number

Synergy> Student> Student

Student

SocialSecurityNumber

Last four (4) digits
of the Social
Security Number
of the student.

26

Enrolled
Grade Code

Synergy> Student> Student

StudentSOREnNroliment

Grade

Code indicating
the enrolled grade
level of the
student; or a
grade level
assigned to an
ungraded student
based on student
age.

27

AA

Street
Address

Synergy> Student> Student

Student

HomeAddress

Street Address of
the student's
primary residence.

28

AB

City

Synergy> Student> Student

Student

HomeCity

City where the
student's primary
residence is
located.

29

AC

Zip Code

Synergy> Student> Student

Student

HomeZipCode

First five digits of
the postal Zip
Code of the
student's primary
residence.

30

AD

Zip Plus Four
Code

Synergy> Student> Student

Student

HomeZipCode4

Plus four portion
of the postal zip
code of the
student's primary
residence.

31

AE

Resident
County Code

Synergy>system>setup>organization>
district organization>

DistristSetup

CountyCode

Code indicating
the county of legal
residence of the
student's parent or
legal guardian or
the county of
residence of an
emancipated
minor student.
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32

AF

Phone
Number

Synergy> Student> Student

Student

PrimaryPhone

Phone Number
(Area Code,
Prefix, and
Exchange) of the
student.

33

AG

Teacher Filler

Reserved for
future use.

34

AH

High School
Entry Cohort
School Year

Synergy> Student> Student

Student

InitialNinthGradeEntryYe
ar

School year the
student entered
high school in the
format XXYY. (i.e.
0809 for the 2008-
2009 school year).
Indicates the ninth
grade cohort
group associated
with the student.

35

Al

Student Filler

Reserved for
future use.

36

AJ

Economically
Disadvantage
d Flag

Synergy> Student Programs> Free
and Reduced Meal Program

Student

Disadvantaged

Indicates student
eligibility for a
Free or Reduced
Lunch program.

37

AK

Title | Flag

Synergy> Student> Student

StudentSOREnroliment

TitlelProgram

Indicates the
student is being
served in a Title |
Targeted Assisted
School (TAS).
Does NOT include
students served in
a Title | School
Wide Program
(SWP).

38

AL

Special
Education
Flag

Indicates student
participation in an
Individualized
Education Plan
(IEP/IFSP).

39

AM

Section 504
Flag

Synergy> Student> Student

StudentSOREnNroliment

Access504

Indicates student
eligibility for
Section 504
services
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40

AN

Migrant
Education
Flag

Synergy> Student> Student

Student

Migrant

Indicates student
participation in a
program designed
to assure that
migratory children
receive full and
appropriate
opportunity to
meet the state
academic content
and student
academic
achievement
standards.

41

AO

Indian
Education
Flag

Indicates student
participation in a
program designed
to meet the
unique
educational and
culturally related
academic needs
of American
Indians.

42

AP

Limited
English
Proficiency
Flag

Indicates a child
who is Limited
English Proficient.

43

AQ

Distance
Learning Flag

Indicates student
participation in a
distance learning
program or a
program that
includes online
coursework.

24

AR

Homeschoolin
g Flag

Indicates that the
student is
registered to
receive
homeschool
instruction.

45

AS

Potentially
Talented and
Gifted Flag

Indicates that the
student
demonstrated the
potential to
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perform at the
97th percentile.
The definition for
this field is
established by the
district.

46

AT

Intellectually
Gifted Flag

Indicates that the
student scored at
or above the 97th
percentile on a
nationally
standardized test
of mental ability.

47

AU

Academically
Talented
Reading Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total reading.

48

AV

Academically
Talented Math
Flag

Indicates that the
student scored at
or above the 97th
percentile on a
standardized test
of total
mathematics.

49

AW

Creative
Ability Flag

Indicates that the
student
demonstrated
original or
nontraditional
methods in
thinking and
producing. The
definition for this
field is established
by the district.

50

AX

Leadership
Ability Flag

Indicates that the
student
demonstrated
ability in
motivating the
performance of
others either in
educational or
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non-educational
settings. The
definition for this
field is established
by the district.

51

AY

Visual and
Performing
Arts Ability
Flag

Indicates that the
student
demonstrated
ability in dance,
music or art. The
definition for this
field is established
by the district.

52

AZ

Transition
Program Flag

Indicates a
Special Education
student of high
school or post
high school age
(up through the
age of 21) who
has not graduated
with a regular
diploma and are
not working
towards a regular
or modified
diploma.

53

BA

Alternative
Education
Program Flag

Indicates that the
student has been
placed by the
district in an
Alternative
Education
Program(s) based
on criteria
described in OAR
581-022-1350 (5).

54

BB

American
Indian Tribal
Membership
Code

Synergy> Student> Native American

NativeAmerican

TribalCode

Indicates a
student having
membership in
any Federally
recognized tribe.

55

BC

American
Indian Tribal
Enrollment

Synergy> Student> Native American

NativeAmerican

TribalEnrolINum

Identifier
indicating the
student's Native
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Number American tribal
membership.
56 BD Demographic Reserved for
Filler future use.
57 BE Limited Code indicating
English the type of Limited
Proficiency English
(LEP) Record Proficiency (LEP)
Type Code student record
submitted.
58 BF Limited Synergy> Test Hsitory> Setup> Test Test TestNameCode n K12.T | Code indicating
English Definition estinfo | the proficiency
Proficiency .Setup | test that was used
(LEP) Test .TestN | to evaluate the
Name Code ameC | student's english
ode proficiency.
59 BG Limited Synergy>Student Programs> English EllstudentassessmentGrid AdminDate N/A N/A Date the
English Language Learners> Assessment proficiency test
Proficiency was administered
(LEP) Test to the student.
Administration
Date
60 BH Limited Synergy>Student Programs> English EllstudentassessmentGrid Score N/A N/A Code indicating
English Language Learners> Assessment the composite
Proficiency scale proficiency
(LEP) level of the
Composite student on the
Scale administered
Proficiency proficiency test.
Level Code
61 BI Limited Synergy>Student Programs> English Ell ProgramCode n K12.Pr | Code indicating
English Language Learners ogram | an English as a
Proficiency Info.Ell | Second Language
(LEP) Progra | (ESL) instruction
Program mCod | model used in the
Model Type e program in which
Code the student was
enrolled at the
time of test
administration.
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62 BJ Limited Synergy>Student Programs> English ELL LepUsStartDate N/A N/A Date the student
English Language Learners first entered an
Proficiency English Language
(LEP) Start Development
Date (ELD) program
anywhere in a
public school in
the United States;
or the date a
student was first
identified as
Limited English
Proficient (LEP)
and ELD services
were declined.
63 BK Limited Synergy>Student Programs> English ELL ReclassificationDate N/A N/A Date the student
English Language Learners exited an English
Proficiency Language
(LEP) Exit Development
Date (ELD) program; or
the date a student
demonstrates
proficiency in
English based on
a valid and
reliable
proficiency
assessment and
is re-classified as
English Proficient.
64 BL Limited Synergy>Student Programs> English Ell ProgramCode n K12.Pr | Code indicating a
English Language Learners ogram | program model,
Proficiency Info.Ell | other than English
(LEP) Progra | as a Second
Program mCod | Language (ESL),
Model Type e in which the
Code 2 student was
enrolled at the
time of test
administration.
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65 BM Limited Synergy>Student Programs> English Ell ProgramCode n K12.Pr | Code indicating a
English Language Learners ogram | program model,
Proficiency Info.Ell | other than English
(LEP) Progra | as a Second
Program mCod | Language (ESL),
Model Type e in which the
Code 3 student was
enrolled at the
time of test
administration.
66 BN Limited Flag indicating
English that this record
Proficiency was used for
(LEP) AMAO Annual
Unduplication Measurable
Flag Achievement
Objectives
(AMAO) reporting.
67 BO Limited Reserved for
English future use.
Proficiency
(LEP) Filler
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