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CONVENTIONS USED IN THIS MANUAL

Bold Text Bold Text - Indicates a button or menu or other text on the screen to
click, or text to type.

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

Note — Provides additional information or expands on the topic at

hand.
') - -
- Reference — Refers to another source of information, such as
another manual or website
@‘. Caution —Warns of potential problems. Take special care when
N/ reading these sections.

=

BEFORE YOU BEGIN

Before installing any of the Edupoint family of software products, please be sure district computer
hardware and software meet the minimum requirements for Synergy. If there are any questions
about the system requirements, please refer to our Requirements document.

@ 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 SE. 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.

vi Copyright© 2012 Edupoint Educational Systems, LLC



Chapter One:
INTRODUCTION TO
SYNERGY SE

In this chapter, the following topics are covered:
» Browser configuration changes

Connecting to Synergy SE

Parts of the Synergy SE screen

Navigation options

Keyboard shortcuts

vVvyyyvyy

Managing your Synergy SE account

Copyright© 2012 Edupoint Educational Systems, LLC 7



Chapter One Synergy National SE User Guide

WELCOME TO SYNERGY SE!

Synergy SE is an innovative, web-based application that provides districts with a solution to
efficiently and successfully accommodate the unique needs of their Special Education students.

A web-based interface means the software is accessed using a web browser like Internet
Explorer. A Windows-based interface is a separate program installed on a Windows-based
computer.

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

This user guide will explain the views and modules in the Synergy SE, where special education
student demographic and report data is recorded. Special education student reports can also be
generated here.

Note: For additional information on specific Synergy SE Ad Hoc and Process
documents, see Synergy SE Documents Guide.

The setup and configuration of the modules in this user guide is explained in the
companion guide titled Synergy SE System Administrator Guide.

8 Copyright© 2012 Edupoint Educational Systems, LLC
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BROWSER CONFIGURATION CHANGE

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

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

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

Copyright© 2012 Edupoint Educational Systems, LLC 9
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CONNECTING TO SYNERGY SE

1. Open a new browser window.

2. Type the web address of the Synergy SE web server, provided by the district system

administrator.

P

http://synergyseweb.edu ]

a

l\@ Welcome to Synergy! | + |

Figure 1-1 Synergy SE Web Address
3. Press Enter or click the Go button. The SYNERGY SE logon screen displays.

«p Synergy"
) Synergy

Egpoint

Edupoint

\ School District "

Please enter your login name and password
below to access the application.
Login Name

Password

Login

ContactUs | Chedk For Popup | Add This Page to My Favorites

Copyright © 2002-2012 Edupoint Educational Systems. All rights
reserved.

Figure 1-2 Synergy SE Logon Screen

4. Enter Login Name, and Password.

5. Click Login or press the Enter button on the keyboard.

10
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PARTS OF THE SYNERGY SE SCREEN

Hope High Schoal
s | Year 20122013
itle B User Admin U
Title Bar School District R
=] 4 0 A 0 gn O PP elp
It vs:wsi . S ETEE| Action B mma%g
o e :
b Query \Good evening, Admin User
b Stati
= Student Partfolio |
I Reports Sort
b Setup Name VJ
& Fartiolio initial Evaluation
& student " Grac  Hoo Do
_ Emm" Abbott, Billy C | 12 | Edt | Edit View AAADADAAALALAALD
ot .ﬁwm Saager Philip T 1| Edit Edit Vigw GeAGARREEAGE S
e B User ! : :
b Synergy S5 =
Labianca, Douglas S M | Edit  Edt View w o @O S D | 04152013 | 1211672014
Hansel, Craig B, 10 | Edit  Edu View | m A A A @ 09192013 | 09/2472014
Pace Teny F 10 |Edt  Edg View |AlA A @ 09132013 | 091252013
| Tackett, Heather 10 | Edit Edit View AA A A | 031172012 | 091772012
Valasco Randy M. 1 |Edt  Edi View w e A A S @ 09192013 | 091972014
Transfer
Abernethy, Anne E | m | Edt | Edit Miew A A A
MNew Grou Acevedo, Ashley 10 Edit Edit Vigw A A A

Figure 1-3 Parts of the Synergy SE Screen
The six main areas of the Synergy SE screen are:

e Title Bar

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

e Action Bar

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

e Title Area

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

e Content Area

This contains the current screen where records can be displayed and edited. *This is
an example using the Portfolio screen.

e Toolbars

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

o Navigation Tree

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

Copyright® 2012 Edupoint Educational Systems, LLC 11
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TITLE BAR

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

Hope High School
Year:2011-2012

Figure 1-4 Title Bar

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

e B Toolbars Icon

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

o M Navigation Tree Icon

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

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

S Ouick Launch I ™ Quick Launch Bar

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

The About Button

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

information.

The Support Links

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

e Lock

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

e Sign Out
Clicking on this link logs the user out of Synergy SE and returns to the Login page.
e Support

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

e Help

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

Copyright® 2012 Edupoint Educational Systems, LLC 13
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The Focus

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

Method 1
1. Click on the focus area. The Select Focus screen pops-up.

{Hope High School |
Year 3001.2012
Usr Admin User

Lod:lﬂnno-tlsmwﬂlndp

q» Synergy Edupoint

Educaton Hatiorm

Figure 1-5 Focus Area

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

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

Save Undo
Select Focus
Select Focus Year and Include Inactives ()]
Focus Year Show Inactive Students
2012-2013] v| |Active And Inactive ¥

User Configuration |
Select Focus Organization: ()
= Edupoint School District
P 1. Elementary Schools
P 2. Middle Schools
3. High Schools
(=] Bew High School
©fope High School
(=] Kennedy High School
[z King High School
() MSE High
(= Sunrise High
(=) Template HS
P 4. Special Schools

Figure 1-6 Select Focus Screen
4. To change the group of students displayed, select the group from the Show Inactive
Students drop-down list.

5. Click the Save button at the top of the screen to save the changes, or click the Undo
button to revert to the original focus.

Method 2

Syne Edupoint Vewzonaoiz
(pSyrergy  Edupoint s

Education Piatiorm Show active and insctive

Fa, Lock | Sign Out | Support | Help

Figure 1-7 Quick Focus

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

14 Copyright® 2012 Edupoint Educational Systems, LLC
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b Select Organization: Select Year: Show Students:
Adams Elementary 2011-2012 |:| Show Active and Inactive ™

Change Focus

Figure 1-8 Quick Focus Screen

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

3. Click _Ghans=rocs | \when finished. Quick Focus slides closed.

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

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

©

10.

11.

12.
13.

14.

1 2 3 4 5 ] 7 8 9 10 11 12 13 14 15
] @ Q@ | S5| oo | o | o e ]| A soumron| @ B @

Figure 1-9 Action Bar

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

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

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

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

Print — This prints the current screen as shown on the screen.

Save/Find/Edit — This button changes as the screen is set in different modes. In Inquiry
mode, an Edit button switches the screen so that the record can be changed. In Find
mode, it is a Find button that searches for records that match the information entered in

the screen. In Edit mode, it is a Save button to save any changes made to the record in
the screen.

Undo — Undo reverses any changes made to the data in the record in the screen.
Add — This opens a screen for adding records to the current screen.
Delete — This deletes the current record from the screen. Deletions cannot be reversed.

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

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

Refresh — This refreshes the data in current screen.

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

About — This shows information about the screen.

Copyright® 2012 Edupoint Educational Systems, LLC 15
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15. Context Sensitive Help — This button opens a window with help for the current screen

TITLE AREA

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

Ftudent] [ETe=g]

Figure 1-10 Title Area

e Filter

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

e Screen Name

The name of the screen is always displayed in the title area of each screen. The

Screen Name can be used in the Quick Launch bar to navigate, quickly, to a particular
screen.

e Quick Nav

The Quick Nav bar stores icons for screens selected by the user as shortcuts. The
icons in the Quick Nav can be displayed or hidden by clicking the | or ©*/. To expand
the QuickNav Bar, click on the '=! button. The shortcut icons are displayed and the
button changes to >, To collapse the QuickNav Bar, click on the | button. The

icons are hidden and the button changes back to =], For more about the QuickNav
bar, please see the section on The Four Navigation Options in this chapter.

CONTENT AREA

Student &
rStudent Name: Abbott, Billy C. Gecer Msle Grace 12 Primary ssa0mty. SPECIFIC LEARNING DISABILITY  Schoot Hope High School Resm']
i Demognpmcs[ Parents | Team . Ad Hoc Documents _ Historical Documents | Process Docs . Timeine _ Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender
Abbott Billy C 905483 Male v
Grade
12 v
|Pnoto || Home Address (| Mailing Address »
Address Mail Address
1950 S Val Vista Dr PO Box 123
City State  Zip Code Mail City Mail State Mail Zip Code
Mesa AZ v 85234 Mesa AZ ¥ 85234
Grid Code
Map &
7418
Map & Schoo's

Figure 1-11 SE Student Screen Content Area

The Content Area displays the records available for the screen. At the top of most content areas,
a line of general information about the record selected is displayed. Content areas may display

one or more tabs of information. The information in each tab must be saved before proceeding to
another tab.

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

16 Copyright® 2012 Edupoint Educational Systems, LLC
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Student (]
Student Name: Gender: Grade: Primary disability: Schoal:
| Demngmphics[ Parents = Team _ Ad Hoc Documents | Historical Documents | Process Docs | Timeline _ Student Contact Log
Last Name First Name Middle Mame  Suffix Student ID Gender
v
Grade
v

Photo (|| Home Address (3| Mailing Address i

Address Mail Address

City State Zip Code Mail City Mail State Mail Zip Code

| | 4

Grid Code Map
Map

Figure 1-12 Content Area Find Mode

When the Content Area is in Edit mode, fields that can be edited have a white background. Fields

that cannot be edited have a gray background.

Student (]
Student Name: Abbott, Billy C. Gender Male Grade: 12 Frimary dissbility: School: Hope High School [HTE0 Restrict!
| Demographicsl_ Parents | Team | AdHocDocuments  Historical Documents = Process Docs | Timeline | Student Contact Log
Last Name First Mame Middle Mame  Suffix Student ID Gender
|Abbott |Billy C 905483 Male v
Grade
12 ¥
O”Home Address (|| Mailing Address &
Address Mail Address
1950 S Val Vista Dr PO Box 123
City State Zip Code Mail City Mail State Mail Zip Code
Mesa AZ v B5234 Mesa AL v 85234
Grid Code Map
741B
Map it Schools

Figure 1-13 Content Area Edit Mode

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

the record can be saved.

Staff

i General |

Last Mame

First Name

Middle Name

Suffix

Gender

Type

Assign To School

Figure 1-14 Content Area Add Record

Copyright© 2012 Edupoint Educational Systems, LLC
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THE FOUR NAVIGATION OPTIONS

There are four options for navigating within Synergy SE.

Toolbars

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

Navigation Tree
Lists all the reports and screens to which a user has access.
Quick Nav Bar

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

Quick Launch

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

=

¥
ﬁh:::;rl“
SE Student
Figure 1-15 SE Student Icon

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

Reports are indicated by the same icon. There is not one single area in Synergy SE for reports.

Figure 1-16 Report Icon

Instead, reports are grouped into the appropriate folder. For example, reports regarding staff can
be found in the Staff folder.

18 Copyright® 2012 Edupoint Educational Systems, LLC
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SE Student

Student
Translation
Documents

Figure 1-19 Synergy SE
Toolbars

3.

TOOLBARS

The toolbars are a great place for storing frequently used

'j screens and reports. Multiple toolbars can be created to
"'-h:,-ﬁ;.l

organize the screens and reports into related groups. The
system administrator can create toolbar groups, or users
can create their own groups. The users cannot change
groups created by the system administrator, which are
indicated with a Lock icon following the group name.

1. To access a screen or report from a toolbar, just click on
the icon.

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

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

Click on the group name to switch between toolbar groups.

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

To create a custom toolbar group:

1.

a e

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

Choose Add New Group.
Type a name for the new group in the box.
Click Save.

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

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

To add icons to a group:

3.

4.

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

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

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

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

Click Remove Icon.

,,‘.-H‘;:ﬁ:n

SE Student

Figure 1-17 Open
Screen in Separate
Window

SE Staff

D
SE Student

Figure 1-18 Multiple
Toolbars

Delete SE
Rename SE
New Grou

Figure 1-20 Add New
Group

Admin Teacher Portfolio

Open New Window

Open Window

Add to group SE

Add To Quick Nav

Figure 1-21 Add Screen to
Group

N

fy 5

)

SE Student

Figure 1-22 Remove
Screen from Toolbar
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NAVIGATION TREE

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

1.

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

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

Click on the screen name or icon to show it in the Content Area.
To open the screen to a new “detached” window:

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

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

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

= Synergy SE
B NTL
P Parent
P Query
b Staff
b Student
P System
P User Preferences

Figure 1-23 Synergy SE
Navigation Tree

Admin Teacher Portfolio
Open New Window

Open Window

Agdd to group SE

Add To Quick Nav

Figure 1-24 Navigation Tree
Drop-Down Menu

SE Student

=

Figure 1-25 Quick Nav Bar Closed

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

time.

1.

5.

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

Choose Add to Quick Nav.
To remove an icon, right-click on it, then select Remove Icon.

Click %, the toolbar slides open to view.

Admin Teacher Portfolio
Open New Window

Open Window

Add to group SE

Add To Quick Nav

Figure 1-26 Add Icon to Quick
Nav Bar

SE Student

Figure 1-27 Quick Nav Bar Open

Click again to close.

QUuICK LAUNCH

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

Quick Launch N ™. |

Figure 1-28 Quick Launch Bar

20
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1. To open the screen or report in the Content Area, type the name of the screen or ID of the
report in the box and then press Enter.

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

The information entered in the box is either the Report ID (CASO01, in the example below) or the
name of the screen (Portfolio, in the example below). This information can be found in the
Navigation Tree.

CAS01 - Case Load @ Portfolio

Figure 1-29 Quick Launch Figure 1-30 Quick
Report Info Launch Icon Info
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KEYBOARD SHORTCUTS

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

COMBINATION KEYS ACTION
Control + A Add
Control +S Save
Control + D Delete
Control + F Find
Control + Z Undo

Control + Right Arrow

Scroll Fwd 1 Record

Control + Down Arrow

Scroll Fwd 1 Record

Control + Left Arrow

Scroll Back 1 Record

Control + Up Arrow

Scroll Back 1 Record

Up Arrow

Scroll Up (screens/lists)

Right Arrow

Scroll Up (lists)

Down Arrow

Scroll Down (screens/lists)

Left Arrow

Scroll Down (lists)

Figure 1-31 Keyboard Shortcut Chart

22
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MANAGING YOUR SYNERGY SE ACCOUNT

If the security settings in Synergy SE allow for it, there are several areas you can customize your
account. You can change the home page, setup a custom dictionary for checking your spelling in

fields, and you can edit your address and phone information. To modify your settings:

&PEl L. @ Quick Launch

Figure 1-32 Synergy SE Navigation Tree

1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

[Synergy S
P Synergy SIS

Figure 1-33 Synergy SE Folder Expanded

v Synergy SE
PNTL
P Parent
P Query
b Start
P Student
P System

P Synesgy SIS

P User Preferences

2. Expand the Synergy SE folder by clicking on the name Synergy SE or the blue triangle

pointing next to the word. Once clicked, the triangle will turn green and point downward.
3. Under the Synergy SE folder, click on the name User Preferences or click on the blue

triangle pointing right next to it.

= Synergy SE
B NTL
b Parent
P Query
b staff
b Student

| (2 s S

Figure 1-34 User Preferences Folder Expanded

4. Click on the User Profile screen.

@ User Preferences

@HomeScreen

Q”J User Password and Preferences

& 'user Profie
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On the first tab of the User Profile screen, the Demographics tab, you can see your home
address and phone information.

User Profile «

User Mame: User, Admin  Logn Name: Admin

Demographics] Mavigation Menu | Security Access | Spell Check Options | POV

Login || Password Q
Emiail  Is Administrator Password Confirm Password

”ad riniEedupaint. com I [
Address (|| Preferences Q
Address Detfault Made
[ Edit v
Clty State  Zip Code Paging Size Paging Row Size

[ vl

[+ Show Quick Launch

POV Home Page Change POV Home Page |

Phone Numbers

Figure 1-35 User Profile Screen

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

|®®®|§5“ Edt || Undo |

Figure 1-36 Edit Button

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

[ @@ | S| _ew | oo | sy e

Figure 1-37 Current Form Status

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

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

Figure 1-38 Phone Numbers Section

4. Check the box in the Primary column for the primary phone number that should be used
to contact you.

5. Select the Type of phone from the drop-down list, and enter the phone number in the
Phone column. If there is an extension to reach you, enter it in the Extension column.

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

7. Toremove a phone number, check the box in the X column.
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8.

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

Select the Default Mode to be used when looking at a screen in Synergy SE from the
drop-down list.

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

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

1.

2.

3.

4.

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

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

To display the Quick Launch box in the Title Bar, check the Show Quick Launch box.
The POV Home Page is the initial screen that is displayed in the Content Area when you
first logon to Synergy SE. By default, this is the Synergy SE home page which displays
announcements, a task list, and the dashboard widgets.

To change this page to another screen, click on the Change POV Home Page button.

UserPADTreeFind

Navigation Tree |
P ESD

p Az

P NTL

P Parent

P Query

P Staff

P Reports

2 Tl
&3 student

e
Wy Student Notifications

'1"1 Student Translation Documents
P System
P User Preferences
P Synergy SIS

Figure 1-39 UserPADTreeFind Screen
The UserPADTreeFind screen pops-up. Click on the blue triangles next to each folder
name to navigate to the screen to be used for the home page.

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

When you have finished your changes, click the Save button at the top of the screen to
save your changes or click the Undo button to cancel the changes.
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ADD A NEw TOOLBAR

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

1. Click the Action...

User Profile

7

User Name: User, Admin Login Name: Admin

Demographics  Navigation Menu |_ Security Access

Navigation Menu Action Ill (]
b Default dtio

b sis Add Group

b SE

b SE Staff

P New Group

. Spell Check Options POV

Figure 1-40 User Profile Screen Navigation Menu Tab Add Group

drop-down and select Add Group. The GroupAddDetail screen opens.

GroupAddGroupDetail (<]
Add Group Name &
Name

My Toolbar

Figure 1-41 GroupAddltemDetail Screen New Navigation Group Screen

2. Enter a name for the toolbar and click the Save button. The new group displays in the

Navigation Tree.

CIle | Mowe Lp I or. Mowe Dowen |

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

Repeat until the groups are in the desired order.

o0k W

7. Click Save at the top of the screen.

Add Screens, Reports, and Links to a Group

1. Click the Group name desired under the Navigation Menu. The name will highlight.
2. Click the Action... drop-down and make selection. The GroupAddltemDetail screen

displays.

Check the box in the X column next to the item to delete it if desired.

Save Closs

GroupAdditemDetail

Add View Item

iew Lookup

Figure 1-42 GroupAddltemDetail Screen View Lookup

3. Click the View Lookup drop-down.

26
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4. Click the arrows to scroll through the screens.

Goal Builder Condition (K12.SpecialEd.GoalBuilder)
Goal Builder Criteria (K12.SpecialEd.GoalBuilder)

Goal Library Personal (K12 SpecialEd.GoalLibrary)
Goal Library Search (K12.SpecialEd AZ)
Grade Book Alerts (K12.Gradebookinfo

Figure 1-43 Screen Lookup List

5. Click on the name to select.

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

User Profile @

User Mame: User, Admin Lagin Hame: Admin

Demographics | Navigation Ilenul_ Security Access | Spell Check Options | POV

Mavigation Menu Action.... -
P Default
b sis Set ltem Order &)
= SE = Vi e [Name
- 0O  |Student
O WorkflowResponsibility —
= O  WorkflowResponsibility
StudentTransiationDocument O  StudentTranslationDocument
P SE Staff
P New Group Move Up | Maowe Down |

Figure 1-44 User Profile Add Iltem

Set Item Order

If there are multiple items in a Group, the order of the items can be adjusted.
1. Click the line number of the item to highlight.

Click Meveup | gr | MoveDown |

Repeat until items are ordered as desired.
Check the box in the X column next to the item to delete it, if desired.
Click Save at the top of the screen.

a bk owbd
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VIEW SECURITY SETTINGS

The Security Access tab displays some of the security assigned to your account. You probably
cannot change this information.

User Profile C

User Name: User, Admin Legin Name: Admin

Demographics | Navigation Menu |$owrlrlmu| Spel Check Options | POV

Focus

Focus Year Selection Focus Organization Show Inactive Students
20122013~ |Edupoint School District Active And Inactive ¥
Year Extensions x

ossible Year Extensions
i Regular |- Summer

Security Settings ®

Discipline Security Discipline Organization Security Conferance Visitation

Highest b ¥ Highest -

(Allow Override of Max Students in Class TeacherVUE Administrator

b Yes ¥

Organization Year ACCEss (&

Previous Year(s) Permission Current Year Permission Next Year(s) Permission

Update v \Update v Update v

Organizations

Org Org
dupoint School District Update

|l user Groups

User Group Hame

Use Menu Group

Fllpdate - District
< Dual Login

Figure 1-45 User Profile Screen Security Access Tab
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SPELL CHECK OPTIONS
User Profile (]

User Name: User, Admin Login Name: Admin

Demographics | Mavigation Menu | Security Access | Spell Check Options | POV

Options 6]
¥ lgnare All-Capital Words W lgnore Mixed-Digit Words ¥ lgnare Filenames

¥ lgnare First-Capital YWords W lgnore Hyphenated Words [ lgnare Himl Tags

¥ lgnare Mixed-Capital YWords W lgnore Repeat Yvords ¥ lgnare Internet Addresses

Custom Word List Add (6]

Figure 1-46 User Profile Screen Spell Check Options Tab
1. Click on the Spell Check Options tab.
2. Check or uncheck the Options available for the spell check.

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

4. A new line appears. Type the new word in the Word column.

Custom Word List Add )

| ‘| Edupoint

5. To delete a custom word, check the box in the X column.
6. Click the Save button at the top of the screen to save the changes.

Figure 1-47 Custom Word List
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Dashboard Widget

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

Good afternoon, Admin User

[
| Show Dismiszed Messages |
ARPHOnGENTrE nta
Edupoi Because wa have been expenancing powar outages m the aftemoon,
ipoint irret of “power hungry” equi d devices duri
Sehonl District please lirmt your use of “power hungry” equipment and devcas during
afternoon peak pericds
I Hope High REQUIRED ATTENDANCE! CPR training will take place right after
School school today in the East Gym for all stz members
Tns a
¥TD Absences by Grade AZ Radar L
T rarmen y i ﬁﬂT 7 e
= il
A . . T '\i I [T
oy F o iy T =
R
A
Lzt Updated: 030872012 9811200 —— ™ Last Updated: 030872012 Q8: 1600
Lask Upcninet: HIA i

or RSS feeds. Widgets need to be setup by your system administrator.
Figure 1-48 Home Page Dashboard Widgets
Add Widgets

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

User Profile («

User Name: User, Admin Login Name: Admin

Demographics | Navigation Menu | Security Access | Spell Check Options | POy |
Point of View (POVY) Home Page Settings &
Dashhboard Controls Per Row

Dashboard Controls Add || Chooser | ("]
([ Line S S = =l
Task Setup 9

[ Show Task List

Selected Task Groups to Show in Task List
™ Discipling I” Health [™ Conference
FpPvUE I Medication

Figure 1-49 User Profile Screen POV Tab

Note: Regardless of the number of Dashboard Controls per Row setting, a RSS Feed
widget always takes the entire row.
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2.

Dashboard widgets can be added to the home page one at a time using the Add button, or
multiple widgets can be added using the Chooser button. To add a single widget, click the
Add button.

Dashboard Controls Add Chooser | (3
4 | Line Orderhy = Name = GraphType = Last Update Date Time =

Figure 1-50 Dashboard Controls Grid

The Find Dashboard Widget screen pops-up. Enter all or part of the Name of the widget
and/or select the Graph Type to search for a specific widget and click the Find button at
the top of the screen.

Prd_| com | selct | |

Find: DashboardWidget

Find Critaria [
Hame GraphType

t| Ervoliment Diaily Daka Bar
| s Ereolment Caily Deka - Dislrck Bar

Figure 1-51 Find Dashboard Widget Screen

The list of widgets that meet the criteria entered are listed in the Find Result grid. Click on
the widget to add, and it will be highlighted in blue. To add it to the home page, click the
Select button at the top of the screen. The widget will be added to the Dashboard
Controls grid.

To add multiple widgets, click the Chooser button. The Chooser screen pops-up.

Dashboard Controls Chooser @

74 | Line| Orderhy Name GraphType Last Update Date Time
| | 1§ Enraliment by Week Bar

Figure 1-62 Dashboard Controls Grid Widget Added

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

_Fra | sdea |
Choosar

Fieed Critesin
Mama GraghTyps

A seectedfionil > || 4 M R ve |

Saarch Rl |

Fimd Result Sedecied liems %|

Edupoint New Releass

Enrciimant iy Dy

Enrciiment by Week
Enrciimant Daiy Cedia
Enrciiment Daiy Defla - Districl

BT HE

Figure 1-53 Chooser Screen Find Result

7. Click on a widget to add, and it becomes highlighted in blue. To select multiple widgets,

hold down the Shift button and click on all the widgets needed.
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8. Once all of the widgets to add are highlighted in blue, click the Add Selected Row(s)>
button to add the widgets to the Selected Items grid. To add all of the widgets listed, click
the Add All Row(s)>> button. To remove a widget from the list of Selected Items, check
the box in the X column.

9. Once all of widgets needed have been selected from current Find Result, another Find
can be conducted. Enter different criteria, click the Find button and repeat above
procedure.

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

11. The order in which they appear in the row on the home page can be modified by entering
the order to display them in the Order By column.

[Pl 55| _sove | uo | Sty | 2 G 520
User Profile «

User Name: User, Admin  Logn Neme: Admin

Demographics = Nawgation Menu | Secunty Access | Spell Check Options POV

Point of View (POV) Home Page Settings QD
Dashboard Controls Per Row
Dashboargd, Add Chooser |Q)
N ) N (o paate Dat
1 Enroliment by Week Bar
2 Enroliment by Day Bar
3 Enroliment Daily Delta Bar
Task Setup Q

Show Task List

elected Task Groups to Show In Task List
" Discipline I Heaith ™ Conference
I~ PVUE I” Medication

Figure 1-54 User Profile Screen Order By & Deleting

12. To remove a widget from the home page, click the box in the X column.
13. Click the Save button at the top of the screen to save the changes.
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TASKS

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

Good morning, Admin User =

Show Dismizses Masmages

Announcements

l"'l Hope High REQUIRED ATTENDANCE!! CPR fraining will take place right

el fter school today in the East Gym for all staff members.
Tasks i
i Dan DsCTiptio LETID
20272012 218 PM Fipperer, Russell L Transportation
5r30/2012 1:18 PM Abbott, Billy © Teacher
8/15/2012 334 PM Lafferty, Michalas W PVUE Updates
3081972012 1:35 PM @ Saager, Philip T PVUE Updates
B/27/2012 12:00 AM Iﬂ Abbott, Billy © Conference v

Figure 1-55 Synergy SE Home Page Tasks Displayed

Display a Task List

1. Click the POV tab of the User Profile screen.
2. Check Show Task List.

User Profile @

User Name: User, Admin Login Name: Admin

| Demographics = Mavigation Menu  Security Access | Spell Check Options | POV
Point of View (POV) Home Page Settings ("]
Dashboard Controls Per Row

]i Attendance by Grade Level  |Bar 03/06/2012 08:16-00
’i 2P eather - AZ
Task Setup (]

Show Task List

Selected Task Groups to Show in Task List

[ ITran - Tran [ IRout - Tran DDiscipIine

[ |Referral [ |ESR District Registered [ IHealth

[ Iconference [Ipvue Updates [ |ESR Student Response
[ lintervention ["ITch - Tran [ IMedication

[esr Incoming Request

Figure 1-56 User Profile Screen POV Tab

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

4. Click the Save button at the top of the screen to save the changes, or click the Undo
button to reverse them.
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CHANGE PASSWORD

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

User Password and Preferences [ﬂ

User Name: User, Admin

Passwordl Preferences . Report Preferences

Change Your Logon Password
Type your current password:

Type a new password:

Type the new password again to confirm:

Remember: If your password contains capital letters, be sure to type them the same way
every time you login.

Figure 1-67 User Password and Preferences Screen

2. Follow the on-screen directions.
3. Click the Save button at the top of the screen to save the new password.

MoODIFY PREFERENCES

Use the Preferences tab to customize the number of pages displayed in a search, the number of

records displayed on a page, to change the POV Home Page and to change your preferred
logon application (if available.)

1. Click on the Preferences tab.

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

User Password and Preferences g

User Name: User, Admin

| Password | Preferences | Report Preferences
Paging Preferences
Paging Size Paging Row Size

50

Point Of View Home Page
POV Home Page

|
Log in Preferences

Preferred Application To Log Into Last Log In Page
v} Synergy SIS v

Change POV Home Page I

Figure 1-58 User Password and Preferences Screen Preferences Tab

2. Enter a Paging Size number to change number of pages displayed at the bottom of a
search. Default is 15.
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3. Enter a Paging Row Size number to change number of records displayed on one page.
Default is 20 rows.

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

1. Click Change POV Heme Page to change to another screen instead of the default Synergy
SE home page. UserPADTreeFind screen opens.

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

Navigate to the desired screen.

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

Click _==* | The screen name will display in POV Home Page field.

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

Al

N

Click the Preferred Application To Log Into drop-down and select.
Click the Save button at the top of the screen.

o

REPORT PREFERENCES

1. Click the Report Preferences tab to modify your report preferences.
2. Check the desired preferences for the various report profiles.

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

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

4. Check Use Custom Acknowledgement Text and enter desired message. Use [¥] to spell
check. Use & for more space.
5. Click the Save button at the top of the screen.
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Figure 1-59 User Password and Preferences - Report Preferences Tab
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In this chapter, the following topics are covered:

>

vvyyy

Chapter Two:

FINDING & SORTING

Scrolling to find records

Searching by the primary field
Searching using multiple fields
Searching using the find results grid

Sorting records

RECORDS

Copyright© 2012 Edupoint Educational Systems, LLC
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SCROLLING TO FIND RECORDS

Use the Scroll buttons to scroll through the records until the desired records are located.

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

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

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

with A.
Ef;)*_”}"»’- Find || undo | _add | _ove |
SE Student

Figure 2-1 Scroll Buttons

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

3. Continue clicking on the Scroll buttons until the desired record appeatrs.

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

40 Copyright® 2012 Edupoint Educational Systems, LLC




Synergy SE National User Guide Chapter Two

SEARCHING BY THE PRIMARY FIELD

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

1. Click the Find Mode button.

= DD | 5| o | | | o
SE Student
Figure 2-2 Find Mode Button

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

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

E «} 4-) »;] "‘:J Find | undo | Add | | IStaIt.ls:chIIf'-'::I Qﬂ ?i@
SE Student «

Figure 2-3 Screen in Find Mode

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

3. Click the Find button or press the Enter key.

If there is not a last name that contains the letters entered, the next record closest to the
searched name displays.

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

4. Use the scroll buttons to find the other students with the same last name.

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

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

) DD | 5| s | e |_asa | oo |
SE Student
Figure 2-4 Find Mode Button
1. Click on the Find Mode button.
2. Enter all or part of the student’s Last Name and all or part of the student’s First Name in

the screen.
El'“) D () "}_I Fﬂd! |_sdd | oee | Stebus:Find | B2 3;:1(!
SE Student (=

Student Name: Gender Grade: Primary disability. School:

Demoqupnlc=| Parents __Team . Ad Hoc Documents . Historical Documents | Proce:
Last Mame First Name ]Midd[e Name  Suffix

335 Docs Timeline Student Contact Log
Student ID Gender Grade

v w

Figure 2-5 Finding by Last and First Name

3. Click the Find button or press the Enter key.

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

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

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

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

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

Query (I | Filter (%]
Open In Query | Print | Cutput Type PDF v Save As Filter
Filter Name
Make Active
Students (&}
Smith Juan David 101200
Smith Randy Joshua 112450
Smith Rhonda Brianna 151645
Smith Samantha A 962062

Figure 2-6 Find Results Grid

The Find Results grid will appear anytime either nothing is entered in the Primary field for the

screen, or if an asterisk is placed in any field. To search using secondary fields instead of the
primary field:

1. Click on the Find Mode button.
) AD)D | 5| s |_voso |_sss | owee |

SE Student
Figure 2-7 Find Mode Button

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

[:l'“) D (3 ":._[ Fﬂ*] |_add | oo | Statux:Find | &2 %&Q
SE Student (=

Student Name: Gender: Grade: Primary disability. School:

Del'l'loﬂmpllkll_ Parents 1 Team Ad Hoc Documents. Historical Documents 1 Process Docs | mehne | Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade

w w

Figure 2-8 Finding by First Name

3. Click the Find button or press the Enter key. The Find Results screen pops-up listing all
students that match the entered criteria.

Query (|| Filter @
Open In Query | Print | Qutput Type POF b Save As Filter
Filter Name
Make Active
Students (]
I 1Smith Juan |David 101200 |
I “Tafoya Juan Andrew 106885

Figure 2-9 Find Results Screen

If more than one page of records matches the criteria, the additional page numbers are displayed
at the bottom of the Find Results screen.

4. Todisplay a specific page, click on the page number. To advance to the next page, click
the Scroll @ button. To see additional page numbers, click on the ... link.

| 123456789101112131415 _ (»)
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Figure 2-10 Additional Pages in the Find Results Grid

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

Result grid.
Query | | Filter (]
Open In Query | Print Output Type PDF v Save As Filter
Filter Name
7] Make Active
Students (]
[5] Abbott Billy C 905483
Amos Billy Benjamin 965573
Barratt Billy Mark 902346
Fernandez Billy Davis 904047
Flint Billy Ryan 904897

Figure 2-11 Selection of Result
6. To show a different student’s record, click the new student’s name.
7. Click the same student’s name again and the Find Result screen closes.
To work with the Find Results grid by using an asterisk (*):
1. Click on the Find Mode button.

Find | | add | |

==l © EIF
SE Student
Figure 2-12 Find Mode Button

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

[ v] (@ D (D .‘;[ Fﬂd[!Undol add || pelete |

SE Student

sttusResty | & 5 a0
«

Demographics | Parcnts  Team

Hoc Documents

Student Name: Gender: Grade: Primary disability: School:

Smith* v v

Historical D s | Process Docs e | Student ContactLog
ILast Name irst Name Middle Name  Suffix Student ID Gender Grade

Figure 2-13 Finding by Asterisk

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

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

field.

o If the asterisk (*) is placed after the text, it matches any records that start with that text
in the field.

o If the asterisk (*) is placed before and after the text, the text may be anywhere in the
field.

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

e Iftext is entered in the primary field, and no text is entered in any other field except
asterisks, the Find Results grid will not pop-up. At least one asterisk must be placed in
a field with text. Asterisks may be placed in other fields to have those fields included in
the Find Results grid, also.
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3. Click the Find button or press the Enter key to view the results. The Find Results screen
opens in a separate window, listing all students that match the entered criteria.

Query Q| |Filter @
Open In Query ‘ Print | Output Type PDF hd Save As Filter
Filter Name
V| Make Active
Students (]
I Smih |Juan |David 101200 |
I Tafoya Juan Andrew 106885

Figure 2-14 Find Results Screen

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

| 1234567891011 12 13 14 15 _ (»)

Figure 2-15 Additional Pages in Find Results Grid

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

Query | | Filter (]
Open In Query | Print | Output TypePDF b Save As Filter
Filter Name
7] Make Active
Students (]
[5] Abbott Billy C 905483
Amos Billy Benjamin 965573
Barratt Billy Mark 902346
Fernandez Billy Davis 904047
Flint Billy Ryan 904897

Figure 2-16 Selection of Search Results

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

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

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

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

Add

Emergency Contacts Show Detail | (Y
F’E Order — | Relationship — Name = fiome Work. = Other. =

(m[ [ Friend || Danyl King 480-555-1952 T
IE1E - Relative v [ Laurstta Jones 480-555-1545 v
(= EE Relalive v | Natalie Janes 4005561545 v

Figure 2-17 Emergency Contacts Grid

Each of these grids is sorted by the first column of information by default, usually in ascending

order. However, the grids can be sorted by any of the columns in either ascending or descending
order. | Name -
1. Click on the top arrow in any column to sort a grid by in ascending F,-gu,; 2-18 Ascending Order

order (smallest to largest, earliest to latest, A to Z).

2. Click on the bottom arrow in any column to sort a grid by in | Name

descending order (largest to smallest, latest to earliest, Z to A). F,-gu,'e 2-19 Descending Order

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

Figure 2-20 Current Sort Order

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

In this chapter, the following topics are covered:

>

vvyyy

SE Student screen versus the Portfolio screen
The SE Student screen

The Portfolio screen

The Admin Student Portfolio screen

The Admin Teacher Portfolio screen
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SE STUDENT SCREEN VERSUS THE PORTFOLIO SCREEN

Synergy SE documents and special education student data can be accessed either from the *SE
Student screen or the Portfolio screen.

The SE Student screen provides users such as school administrators and secretaries access to
student data by displaying individual student records. These users do not necessarily belong to a
student’s team list so they will access students individually.

Special education teachers, therapists and other service providers who belong to the team list of
several students will prefer to use the Portfolio screen, as they will be able to screen their
caseload at a glance. The user must be added to the student’s team list in order for the
student to appear on their Portfolio. The links and buttons on the Portfolio screen will allow
them to navigate to their student’s documents as well as other special education screens.

*Your screen may read SE Student or just Student.

e @ @ 3 | 556 | Lo | oo | as ][ o | A s sy & T 30|
SE Student g
Student Name: Abbott, Billy C. Gender Male Grade: 12 Primary disability: School: Hope High School [STERERy Restrict!
Demographics | Farents | Team | Ad Hoc Documents | Historical Documents | Process Docs | Timeline | Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade
Abbott Bilty c [ 905483 Male v |12 v
Home Address Q|| Mailing Address [E
[Address Mail Address
1950 S Val Vista Dr PO Box 123
City State  Zip Code Mail City Mail State Mail Zip Code
Mesa 85234 Mesa 85234
Grid Code et
7418
Map# | Schook
Race and Ethnicity [E
+ atino Resolved R
Race
[Iwhite [ Iafican American [ American Indian [_] Asian - Chinese [ Asian - Other
[ IPacific Istander - Hawaiian || Pacific Islander - Other
Phone Numbers Add (&)
Home v 480-665-1233 O
[} cell v |480-555-1224 ] 0
[ Pager v 602-555-1234 1 [l
Other Info &) &
= 1
|US Citizen Soc Sec # Birth Date []School of Choice
Fa ]
] 123456789 071312002 [Menu~] | acdsis | Stotos Rencty | 2 Gl @@I
School of Attendance -
Birth Place Immigration Date {I\400e High School v Portfolio Q
Mesa District of Attendance Good evening, Admin User
7 Primary Langua - ]
will | _ | = |IF=m]
[School of Resid Sort
T
0800772012 [P |Hopi 3 . . Name M
District of Resid = = 2l
Home Language Date Es| Bus Number = =
08/07/2012 [P SEESSEes
[Funding District if other than District
Bus Route Student ID 9 Abbott, Billy C. 12 | Edt Edit e AAAGACAAAAAADG
905483 (Abel Albert R | 1 | Eat | Edit View |A[A AJAAAAAAAAA A
State Student ID: Transition Service Annual Review 9
Migrant er
Ackerman. Brian M. 09 Edit Edit Vie w w006 O | 1222012 04/27/2013
Custody Labisnca. Douglas S. |1 [ Ean | Edit | Vie = [mi (@ ® @ @ [ oantsr2o13 | 12162014 |
m’im =
Line | Student Name Grade

=

.| Armenta, Sandra
4/ Maya, Diane P.

Figure 3-1 SE Student vs. Portfolio Screens
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THE SE STUDENT SCREEN

Use the SE* Student screen to perform increased data sharing and collaboration between
general and special education staff members.

¢ Find, view, add and edit student special education information

e Add and edit parent/guardian and emergency information

o View historical enroliment information and make corrections

¢ View details of the student’'s demographics for a given year and school
¢ View and record student contact

*Your screen may read SE Student or just Student.

ACCESS THE SE STUDENT SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P (] @ Quick Launch

Figure 3-2 Synergy Navigation Tree

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

Synergy SE l ? v Synergy SE_}
P Synergy SIS PNTL
P Parent
P Query
Figure 3-3 Synergy SE Folder Expanded b Staft

P Student

b System

P User Preferences
P Synesgy SIS

3. Under the Synergy SE folder, click on the name Student or P> pointing right next to it.

™ Synergy SE

B NTL

P Parent

b Query

b Staf

P [ Sident
System P Reparts

P User Preferences I'_Selup

’ﬂ Port fodo
Figure 3-4 Expand Student Folder -

g P & SE STUDENT

""1 Student Translation Documents

4. Click on the SE Student (or Student) screen.
The SE Student screen has several tabs of information about a student. The tabs are:
o Demographics
Contains the student demographics, contacts and attending school information
e Parents
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Contains information about the student’s parent/guardian
e Team

Lists the special education team members for this student
e Ad Hoc Documents

Contains miscellaneous special education documents
e Historical Documents

Contains all documents that have been completed and finalized in Synergy SE. This
area also allows users to attach various documents to be stored in the student’s
historical document file.

e Process Documents

Contains the list of process documents necessary for the process the student is
currently placed in as well as options to view current finalized documents and the
ability to manually move student processes.

e Timeline

Contains a visual display of event due dates for special education processes such as
IEP and MET Due dates. Additional dates and timelines may be set up by the user’s
district.

e Student Contact Log

Allows users to input contact and keep a log of contact they have had with student or
parents.

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

Student Name: Abbott, Billy C. Gender Male Grade: 12 Primary disability: School: Hope High School [SIETSag Restrict ]

Demoglwhil:ll Parents | Team Ad Hoc Documents | Historical Documents = Process Docs | Timeline _ Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender  Grade
Abbott Billy C 905483 Male v 12 v

Figure 3-5 SE Student Screen Details

The first line contains the full Student Name, Gender, Grade, Primary Disability and School. If
there is a situation regarding the custody of a student, Custody! appears in red in this line.

Other icons appear in the Action Bar if there are additional notifications about certain student
conditions such as medical issues. These notifications are setup in the Student Notifications
screen.

Student Name: Abbott, Billy C. Gender Male Grade: 12 Primary dissbility: School: Hope High School  [BILIagg Restrict

Demogr-phicll Parenis . Team _Ad Hoc Documents _ Historical Documents _ Process Docs . Timeline Student Contact Log
ast Name First Name Middle Name  Suffix Student ID Gender Grade
Abbott Billy C 905483 Male v 12 v

Figure 3-6 SE Student Screen Student Demographic Data

The second line which appears below the tabs is specific to the Student screen and, based on a
user’s security setup, can be edited in this screen. It is recommended that these fields remain
view-only as any changes made to the Synergy SE Student Screen will automatically update the
Synergy SIS Student Screen.
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DEMOGRAPHICS TAB

The Demographics tab is divided into several Group Boxes. Based on a user’s security setup,
some group boxes or data fields may be hidden or made to be view only. All of the demographic
data imports in from Synergy SIS (or a district’s student information system database).

The information on the Demographics tab includes:

D graphi N Parent Tean AdH Yocuments ~ Historical Docu Process [ Student Contact Log
ST First Name Middle Name  Suffix Student ID Gender  Grade
[ [ 1 [ 3 3
Photo Q| Home Address (| Mailing Address D)
Address Mall Address
City State Zip Code Mail City Mail State Mail Zip Code
| | [ v
GridCode 1 weot |
|

Figure 3-7 SE Student Screen Demographics Tab

e The student’'s Home Address and Mailing Address are listed.

o The student’s Race and Ethnicity are shown.

¢ Phone Numbers assigned to the student’s Synergy SIS record are available.

| & School of Residence

Primary Language Date Primary Language Date

Home Language

Home Language Date

District of Residence
b

Other Info I School Info %]
US Citizen Soc Sec # Birth Date ™ School of Choice
r School of Attendance
Birth Place Immigration Date v
| District of Attendance
Nickname Primary Language v

Custody

3 R L
Funding District if other than District of Attendance
Home Language Date Esl 3
Bus Mumber  Bus Route
Student ID State Student ID:
Transition Service Migrant
v w

Figure 3-8 SE Student Screen Demographics Tab Part Il

The Other Info Group Box includes Social Security number and Birth information

along with a field to enter a student’s Nickname.

The Primary and Home Language drop down fields as well as the Primary
Language Date and Home Language Date fields will import into the special

education documents.

English as a Second Language (ESL) is listed along with Bus Route information.
The student’s unique district Student ID is shown along with the State Student ID.

Transition Service drop down information is available for students
Migrant and Custody flags are shown
The School Info group box contains a School of Choice check box
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The School of Attendance drop down indicates the school the student attends. This
field will import into the special education documents.

The District of Attendance indicates the district the student attends.

The School of Residence drop down shows the school assigned to the student
based on their home address. This field will import into the special education
documents.

The District of Residence indicates the student’s district based on the home address.

If another district is funding the student’s attendance it can be added to the Funding
District drop down.

Counselor Info (@]
Staff Name 4 Gender « Phone + Exiension + Listed
| | | r
English Language Learner @
Is ELL English Assessment English 1t Date English it Phase Primary Language Assessment  Language of Instruction
[ & | A
Primary Language Assessment Date Primary Language Assessment Level English Proficiency ELL Level ELL Level Description Reclassified Reclassification Date

A b
Reclassification Option Date Entered USA First Year In USA?
| [
Enroliment (@]
Grade School of Attendance Efiective Date Last Activity Date Enroliment Restriction Enroliment Restriction Date

v v v
Next Year Grade Next Year School

v v

Figure 3-9 SE Student Screen Demographics Tab Part Ill

If a student has an assigned counselor, the Counselor Info Group Box may be used.
This box includes Staff Name (Counselor), Gender and Phone number.

The English Language Learner Group Box may be used to view or enter ELL
information. Is ELL specifies whether a student is an ELL student. The English
Assessment scores and Dates are shown along with the Primary Language
Assessment and Language of Instruction. English Proficiency Level is available
as well as Reclassification information. There is also a Date Entered USA and a
First Year in USA? field.

The Enroliment Group Box indicates the students current Grade and School of
Attendance along with the Effective Date and Last Activity Date. If the student has
any Enrollment Restriction they will be displayed as well as Enrollment Restriction
Date. Next Year Grade and School are also shown.

PARENTS TAB

The information on the Parents tab includes:

Demographice | Parents) Team | AdHoc Documents | Historical Documents _ Process Docs | Timeline _ Student Contac g
Last Name _ First Name _ Middle Name  Suffix Student ID ~ Gender Grade
v v
ParentiGuardian | Add | Q
| oo | S ntton - [ [ = oo <[ G- e | cusioar -] Mowea - |oecessed -
|I: A g . .

Figure 3-10 SE Student Screen Parents Tab

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

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

Clicking on the Parent/Guardian name brings up the Parent screen in a separate
window with more information about the person.

X Order - | g &l
u = Misthes ¥ Gomez, Noma &
o Father w Alejandres Larmy ¢

Figure 3-11 SE Student Screen Parents Tab Parent Screen Link
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e The Type of primary phone to be used to contact the parent is shown with the number
listed in the Phone column.

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

Home  460-555-1234 g - = - r

Figure 3-12 SE Student Screen Parents Tab Parent Contact Details

o The Deceased box is modified on the Demographics tab of the Parent screen in
Synergy SIS.

TEAM TAB

The Team tab displays the student’s special education team members. Users who belong to a
student’s team list will see that student displayed in their Portfolio screen. The team list also
imports into several special education documents such as the MET Report and IEP.

Dsmographics | Parsnts lTM' #d Hoc Documents | Historicel Documents | Process Docs | Tmeine | Stadent Contact Log [
Last Name st Name Middla Name  Suffix Student ID Gender Grade |

W w

E-mail Team )]
Team Membars Asd

[ Line|

Figure 3-13 SE Student Screen Team Tab

AD Hoc DOCUMENTS TAB

The Ad Hoc Documents tab contains miscellaneous special education documents which are not
required process documents. These documents include editable as well as print only documents.
They contain standard headers with the student demographic information. For information on
creating and editing Ad Hoc Documents please see Ad Hoc Documents.

Demographics | Parents | Team IMMWI Historical Documents | Process Docs | Timelne | Studend Contact Log |
Last Name First Name Middle Name  Suffix Student ID Gender  Grade

Lint | Doscumant 1D Document Hams Acton
ICE Process Docs [&]
Line |Document Date Document 1D [Document Name

Figure 3-14 SE Student Screen Ad Hoc Documents

HisTORICAL DOCUMENTS TAB

The Historical Documents tab displays a list of Synergy SE Historical Documents that have
been created and finalized. The Historical Documents screen is essentially a virtual file cabinet
that stores the student’s historical records. Attached Documents is a feature that allows a user
to attach any miscellaneous document or file that is deemed necessary to store in the student’s
historical file.

The Historical Documents tab includes the following information:
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Demographacs | Parents | Team | Ad Hoc Documents Historical Documents | Frocess Docs . Temgine | Student Contact Log |
Last Name First Name mev-—lﬁ 23 Student 1D Gender  Grade |

| | - |

Category : Comment =
Figure 3-15 SE StudentScreen Historical Documents Tab
e Document Date (the Document Date of the document)
e Process (The process from which the document was finalized)
e Document ID
e Document Name
e Action

To access a student’s Historical Document:

1. Click the View link in the Action column. The document will open in read-only (.pdf) format.

Document Date Process Document ID Document Hame Action
02/02/2009 Annual Review GENAZ 12 IEP Wigw
Figure 3-16 SE StudentScreen Historical Documents Tab View Link

2. Historical Documents can be deleted by clicking in the checkbox in the X column.

The Attached Documents section contains the following information:

Attached Documents Add Show Detail | (3
I 1] 07/26/2010 Historical Document b Physician Report.doc w4
I 1 06/09/2010 Historical Document v Medical Certification Repart @

Figure 3-17 SE Student Screen Historical Documents Tab Attached Documents
o Date (Displays the date the document was attached but can be edited)
o Category (Select from Category drop-down list)
¢ Comment (Displays document name but can be edited)
o Document (Displays document type (i.e. doc, pdf)

To attach a document:
1. Click on the Add button. The Attach Document screen pops-up in a separate window.

Attach document

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

Figure 3-18 Attach Document Screen
2. Click the Browse button to select the file to attach.
Select the document and click the Upload button.

4. An Upload Successful Message will appear. Click OK to close. The document will
appear in the Attached Documents Grid.

w

To edit details of the attachment:

1. Highlight the attached document row and click the Show Detail button or just double click
on the row.
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2. Click the Category drop-down list to select Category.

3. Change the name of the document in the Comment textbox if desired. Added by user:
and Date added displays the date the attachment was added and the user who attached
it.

PRoOCESs Docs TAB

For information on creating and editing Process Documents please see Process Documents.
The information included on the Process Docs tab includes:

Last Name First Mame Middle Namea Student 1D Gender Grade

w w

Current Settings i
IEP Review Due Date Re-evaluation Due Date Primary Disability Praschool Primary Disability
(i i w w
Current 19 | Progres Report | Secondary Disabilities O Praschool Secondary Disabilities O
Currerit B9 | ESY Progress Raport. |
Exit Date Exit Reason
[ w
Exit Explanation

Current Process

[ Process D

[ i =

| Antached Documents [ asa ] snowDewi |
[Tl &l Coegor g :- B ;

Manual Process Move W
Maove To ~| Move To | dove | Extroces

Figure 3-19 SE Student Screen Process Docs Tab

e The student’'s NEXT IEP Review Due Date. This date is generated or updated each
time the IEP is finalized.

e The student’'s NEXT Reevaluation Due Date. This date is generated or updated each
time the Multidisciplinary Evaluation Team Report (MET) is finalized.

e The student’'s Primary Disability. The disability is pulled from the Multidisciplinary
Evaluation Team Report (MET).

e The student’s Secondary Disability. The disability is pulled from the Multidisciplinary
Evaluation Team Report (MET).

e The student’'s Preschool Primary Disability (if applicable).

e The student’s Exit Date from special education (if applicable)

¢ The Exit Reason for terminating special education services (if applicable)
¢ The Exit Explanation (if applicable)

e Current IEP button that will open the student’s current IEP for viewing. This is the IEP
that has been finalized (locked).

e Progress Report button that will open the student’s current progress report for
updating.

e Current BIP button that will open the student’s current BIP for viewing. This is the BIP
that has been finalized (locked).

e ESY Progress Report button that will open the student’s current ESY Progress report
for updating.

e Process Documents specific to the process the student is currently in. The
documents are represented by color coded icons that indicate the status. The
documents are available for creating, viewing or editing, depending on user security.
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e Manual Process Move option allows a student to be manually moved to another
process, if the need arises.

o Exit Process for student to be exited from special education. All documents will be
stored in Historical Documents in case the student is referred for services again.

TIMELINE TAB

The Timeline Tab displays upcoming process timelines such as the IEP and MET due dates.
Each district has the ability to create and add additional timelines. The information included on
the Timeline tab includes:

Demographics  Parents | Team  AdHoc Documents | Hmstorcal Documents | Process Decs l\‘-ll-! ".i‘-«x-"-'::-"!a:!'.:-:
Last Name _ First Name _ Middle Name  Suffix _ Student ID _ Gender Grade

v w

== 2
Figure 3-20 SE Student Screen Timline Tab
e |EP Due Date and Triennial/Reevaluation Due Date

e Current and Historical grids display Event, Completion Date, Projected Due Date,
Number of Days Overdue

The information displayed in this Timeline graph example is:

7 Today
10/2/2012

Triennial

FReevaluation
0917 /2012 IEF Date
11/05/2012

o o o o e
o A ' i !
=" o wf“#‘ oﬁ"ﬁw !
Redraw Timeline
100212012
Current =]
Line | Event = Completion Date = Projected Due Date = Due Date = Hum Days Overdue = [
|IEP Date 11/05/2012
“ATriennial Reevaluation 09/17/2012 9
< |Eligibility

Figure 3-21 SE Student Screen Timeline Example

56 Copyright© 2012 Edupoint Educational Systems, LLC



Synergy SE National User Guide Chapter Three

The information displayed in this Timeline graph example is:

e Today’s date in brown

e Current timelines in tan

e Overdue timelines in red
To redraw the Timeline:

1. Redraw the timeline by clicking the drop-down and making a selection. The amount of time
is drawn from today's date.

2. Click Redraw Timeline.

STUDENT CONTACT LOG TAB

The Student Contact Log documents contact made with parents. There is the General Ed Student
Contact Log which imports from SIS and is view only. The Special Ed Student Contact Log allows
Synergy SE users to add contact records.

The information included on the Student Contact Log tab includes:

Tretve | Student Contact Log [|
Student 1D

s | Parents | Team | Ad Hoc Documant

eam | Ad Hoe Doc is | Process Docs |
First Name

Hatancal Docume
Middle Name  Suffix

Last Mame : Gender Grade

[Genersl Ed Student Contact Log |
[ine[ 0 I = [view [ Co = rsan Co : =] ~[ Outeo = [comment |
Special Ed Student Contact Log | A |o
| Line] B =] ComtactType | s0n C - = I By | Outeo = [Commmnt

Figure 3-22 SE Student Screen Student Contact Log

General Ed Student Contact Log

Date

Time

View

Contact Type
Person Contacted
Contact By
Outcome
Comment

Special Ed Student Contact Log

Date

Time

Contact Type
Person Contacted
Contact By
Outcome
Comment

Enter a contact record:
1. Click the Add button. A new row will be added to the grid.

2. Select the Date the contact was made MM/DD/YY format or click ki and select.
3. Type the Time the contact was made using 3:00PM or 3P format.
4. Select the Contact Type using the drop down statements available.
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5. Enter the Person Contacted and the Contacted By fields.
6. Select the Outcome using the drop down statements available.
7. Add and Comments relating to the contact.
8. Click Save in the Action Bar.
9. To delete a Special Edn Student Contact Log entry, click the box in the X column and click
the Save button at the top of the screen.
58 Copyright® 2012 Edupoint Educational Systems, LLC



Synergy SE National User Guide Chapter Three

THE PORTFOLIO SCREEN

The Portfolio screen displays the caseload for a user which is the list of special education
students to whose team they belong. Students are listed under their current special education
process and their case file extends in the row to the right of their name.

ACCESS THE PORTFOLIO SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

~2 @ Quick Launch i,

Figure 3-23 Synergy Navigation Tree

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

P Synergy SIS P NTL

P Parent
P Query
Figure 3-24 Synergy SE Folder Expanded b Staft

P Student

P System

D User Preferences
P Synergy SIS

3. Under the Synergy SE folder, click on the name Student or click B pointing right next to it.

[ Synergy SE
B HTL
P Parent
b Quary
S
s
P User Preterences
Portfolio
& SE STUDENT
Figure 3-25 Expand Student Folder .y Student Notificat
l.‘l
| Student Transiation Documents

4. Click on the Portfolio screen.
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M’ Status: Ready l & Gy @0
Portfolio &
Good morning, Admin User
Portfolio |
Sort
Name v
Initial Evaluation Q
ine lude Docs D ce D
Abbott, Billy C. 12 | Edit Edit View AAAOCACAAAAAA O
Saager Philp T 1| Edt | Edt ven  ©OOACAOCOOAOG O
Annual Review @]
P tude D Do 1L = ) D
Labianca DouglasS. | 11 | Edit | Edit View |er] | 3@ @‘6 67 04/15/2013 | 12/16/2014
Nansel. Craig B. | 10 | Edit|  Edit View ke A/A A @ 09192013 09/24/2014
Pace Terry F. | 10 | Edit|  Edit View G AAA G | 09/19/2013 | 09/25/2013
| Tackett HeatnerS. | 10 | Edit |  Edit view | [ JA‘A}AJ,A 00/11/2012 | 00/17/2012
Valasco RandyM. | 11 | Edit|  Edit View e e A A @ @ 091912013 | 09/19/2014
Transfer Q
DOCS 1S Docs Lz
Abernethy, Anne E. 1| Edit | Edit \ View | A | A | A
Acevedo. Ashley | 10 | Edit | Edit \ View | A A A

Figure 3-26 Portfolio Screen

PROCESS DOCS ICON COLOR LEGEMD
‘, Document not yet created.
@ Document has been created but has
not been Finalized,
0 Document has been Finalized
(locked) and can no longrr be edited.

Figure 3-27 Process Docs Icon Color Legend

e Each student row contains links to information regarding that student. Process
documents are represented by color-coded icons that are shaped differently to signify
the status of the document.

Note: The user must be added to the student’s team list in order for the student to
appear on their Portfolio.

o Add SIS button at the top of the screen opens the StudentSISFind screen in a new

window. This screen imports students not currently in the special education process
into the Synergy SE program from Synergy SIS (or the district’s student information

system database). See: Importing a Student from Synergy SIS.

Tip: Remember! A user must belong to a student’s team in order for that student
to appear in the user’s Portfolio screen. A user who has imported a student into
Synergy SE will automatically be added to that student’s team; otherwise the user
will need to manually be added to the team list. Please see Managing the
Student’s Team List portion of this manual.
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e The Portfolio screen displays six special education processes: Initial, Annual Review,
Reevaluation, Transfer, Preschool, 504, and Gifted. Detailed information is provided
on these processes in Chapter Four: Managing SE Documents and Chapter Seven:
Process Overview.

F Student Name ’;’; Ad Hoc Docs | Historical Docs E SN
Edit AAAAAAAG

1 Abernathy. Justin M. 11/29/2014

Figure 3-28 Student in Portfolio

Note: The Gifted and 504 Process may not available in all districts.

e Clicking on the Student Name brings up the Student screen in a separate window.

e The Edit link in the Team column opens the student’s Team List in a separate window.
The Team List displays the student’s special education team members. Team
members are added and removed using this screen.

e The Edit link in the Ad Hoc Docs column will open the list of Ad Hoc documents for
viewing, editing or creating.

e The View link in the Historical Docs column will open the list of Historical documents
for the student.

e If an IEP icon is available, the student has a current finalized IEP that can be viewed.

o If aPRG icon is available, the student has a current Progress Report that can be
created, viewed or updated.

o The document icons have an indicator that appears when the user “hovers” over the
icon with the mouse. The indicator displays the Document ID, name of document and
status of document.

A A O A O A A A A

A
B@%A@ABE’BE’A

GENAZ 02 - Motice of Referral: In Progress ]
Figure 3-29 Portfolio Icon Color Legend

)
=

0] 2
0] 2

FILTERING STUDENTS IN THE PORTFOLIO

The list of students appearing on a user’s Portfolio is pulled from the student’'s Team List. Users
can filter the list of students to a specific school by changing the focus. For example, if a user has
district wide access and belongs to the team list for many students, they can change their focus
from district to a specific school. This will filter their case load to the student’s at that school, only.

Specific processes can also be collapsed from view to give more screen room without having to
scroll through the list of students.

The Expand/Collapse buttons are located at the top right of each process title bar.
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e Click on the Collapse button to hide the process from screen @.

Add SIS Stmm|@ %Q
" Portfolio §
Good rnorning, Admin User
Portfolio |
Sort
||Name b
|}
Initial Evaluation ("]
Proce Do
de ade Ad Hoc Do 1sto al Do
: =
Alejandrez_Willie JR 03 | Edit Edit View AAACAAAAADCAAA
Annual Review [F]
Reevaluation ("]
dent Name |Grade |Tea el SR EP (P Brocess fo AR Date R-E Date
Do Do R =
ZRCNS | o1 | Eat| it View A|0210/2012)02110/2012
Transfer €]
Preschool Q|
504 Q]
Gifted Q

Figure 3-31 Portfolio Screen Processes Collapsed

e Click on the Expand button to bring the process back to the screen &@.
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THE ADMIN STUDENT PORTFOLIO SCREEN

The Admin Student Portfolio screen displays all students in special education for the current
focus. The user does not need to be a member of the team. The student’s IEP and Progress
Report (PRG) are available for viewing along with the next IEP and Eval dates. A red clock icon
displays to indicate the IEP and Eval dates are overdue. This screen may be filtered by Staff,
Roles, Primary Disability or Days to Next IEP and Eval. This screen is ideal for administrators or
case managers to view and manage upcoming events without being added to all student teams.

ACCESS THE ADMIN STUDENT PORTFOLIO SCREEN

TP E] .. @ Quick Launch
Figure 3-32 Synergy Navigation Tree

1. Open the Synergy SE Navigation Tree by clicking on the Tree button.
Synergy SE ] ? (=sSynergy se__)

P Synergy SIS PNTL
P Parent
P Query
Figure 3-33 Synergy SE Folder Expanded b Staft
b Student
b System
P User Preferences
P Synesgy SIS

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

= Synergy SE @ Synergy SE
T
| Parent -
P Query e # Admin Student Portfolio
P Staff .
p— ﬁ Admin Teacher Portfoiio
P System a“—i Setup
P User Preferences ﬂ . .
b Synergy SIS — Special Ed Test Definitions
#] Standardized Test Defintion
s
ﬁ Student Disabilty
L
‘54 Student Document Unlock
i N
Figure 3-34 Expand NTL Folder 2] SWB01 - west Bling
P Parent
P Query
P staff
P Student
P System
P User Preferences
P Synergy SIS

3. Under the Synergy SE folder, click on the initials NTL or B pointing next to it.
4. Click on Admin Student Portfolio.
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FILTER OPTIONS
1. To refine the results of the student names to display, select a Staff member from drop-
down selection.

2. If that staff member has more than one role, select from the Roles drop-down to further
filter the results.

OR

Select only from the Roles drop-down to filter for those staff members with a specific role.
Results may be filtered using the Primary Disability drop-down, as well.

Filters may be applied by entering the number of Days to Next IEP Date and/or Days to
Next Eval Date. To reset the filters applied, click | Gear AlFiters |

7. Click L ek | The results are returned and student names display.

Admin Student Portfolio (=
Good morning, Admin User

o g bk w

Partfolio |

Filter Options (%]
Staff Roles Primary Disability Days to Next IEP Date Days to Next Eval Date

hd A A Fiiter Clear All Fiters

Sort
Name A

Q
\ | [ Team [1er [ Prg |
| Abbott. Billy C. 12 Edit View ) | pes)
] Abemethy. Anne E 1 Edit View ] | pel
] Acevedo. Ashley 10 Edit View & | e
¥ Alcorn. Donald A, 1 Edit View ] | el
I |Labianca. Douglas S 11| SPECIFIC LEARNING DISABILITY | Edit View wr| | ms | 04/15/2013 12/16/2014
| Nansel. Craig B 10 | SPECIFIC LEARNING DISABILITY | Edit View w | me | 09/19/2013 09/24/2014
I Pace. Terry F. 10| SPECIFIC LEARNING DISABILITY | Edit View wr | s 09/19/2013 09/25/2013
| Saager. Philip T 1 Edit View | e
Tackett, Heather S. 10 | SPECIFIC LEARNING DISABILITY | Edit View | e 091172012 | © | 09172012 | ©
I Valasco. Randy M 11| SPECIFIC LEARNING DISABILITY | Edit View wr| | ms | 09/19/2013 09/19/2014

Figure 3-35 Admin Student Portifolio Screen
Click on a Student Name to open the SE Student screen.

2. Click Edit in the Team column to open the SE Student screen, Team tab. Changes to the
student’s team may be made from this screen.

3. Click View in the Historical Docs column to view the SE Student screen, Historical
Documents tab that is associated with the selected student.

4. Click l'E_P1 or l'E!I to view the finalized PDF versions of the student’s IEP or Progress
Report.

5. The Next IEP Date and Next Eval Date will have a red clock @next to the date if the IEP
and Eval are overdue. This could mean that the documents were not finalized by the due
date or that the process has not yet been started and needs to be completed.

6. To run additional searches and reset the filters applied, click w
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THE ADMIN TEACHER PORTFOLIO SCREEN

The Admin Teacher Portfolio screen displays Synergy SE users for the current focus, including
Staff name, Role, and Student Count. The user does not need to be a member of a special
education team to use this screen. The Admin Teacher Portfolio screen displays the staff
member’s next IEP Review and Eval dates if they have an upcoming IEP or Evaluation. A red
clock @ appears next to the dates if the IEP or Evaluation is overdue. The staff name is a link to
that person's Portfolio screen. Once the Portfolio screen is open, Process Documents may be
edited or finalized as needed.

AcCCESS ADMIN TEACHER PORTFOLIO SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

@& P[] ] @& Quick Launch

Figure 3-36 Synergy Navigation Tree

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

Synergy SE__] ? (=Synergy s€_J
P Synergy SIS PNTL
P Parent
P Query
b Staft
P Student
Figure 3-37 Synergy SE Folder Expanded b System

P User Preferences

P Synesgy SIS

3. Under the Synergy SE folder, click on the initials NTL or B pointing next to it.

= Synergy SE b = Synergy SE
FMNTL
P Parent ' Admin Student Portfolio
P Query
P Staff Admin Teacher Portfolio
P Student
P System é:] =20
P User Preferences % Special Ed Test Definitions
P Synergy SIS
a Standardized Test Definition
a Student Disability
a Student Document Unlock
a SWBD1 - Southwest Biling
P Parent
b Query
P staff
Figure 3-38 Expand NTL Folder P Student
P System
P User Preferences
P Synergy 515

4. Click on Admin Teacher Portfolio.
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SELECTION CRITERIA

When looking for Portfolio records, one or many of the search criteria may be used. In some
instances, it may be helpful to use more than one piece of information to search. For example,
there may be several staff members with a last name of Smith. To search using multiple fields:

Admin Teacher Portfolio («]
| Portfolio |
Selection Criteria
Role Last Name First Name Middle Name Fater
- | | | Clear All Fifters
Staff &)

| | | |
Figure 3-39 Admin Teacher Portfolio Screen

1. Enter partial or complete data in any field on the screen.
2. Click L Results displays a list of records matching criteria entered.
3. To reset the filters applied, click _ Cear AlFiters |

Admin Teacher Portfolio (<
Good evening, Admin User
Portfolio |
Selection Criteria &
Role Last Name First Name Middle Name Fiter
° Clear Al Fiters
Staff (&
Coffroth. John  (General Ed Teacher 1 09/27/2013 09/26/2015
Formichella. ;
Barbara Special Ed Teacher 2
) Special Ed Teacher, Case Carrier/Special Education Teacher,
Hom. Cissy Psychologist, Speech/Language Therapist 9 02/26/2012|© 02/08/2013

Figure 3-40 Admin Teacher Portfolio Screen Selection Criteria Filtered

1. Click on a Staff Name to open that staff member's Porfolio screen.

2. The Next IEP Date and Next Eval Date will have a red clock & next to the date if the IEP
and Eval are overdue. This could mean that the documents were not finalized by the due
date or that the process has not yet been started and needs to be completed.
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Chapter Four:
MANAGING SE
DOCUMENTS

In this chapter, the following topics are covered:
» Understanding SE Document properties
» Editing SE Documents
» Printing, validating and finalizing SE Documents
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UNDERSTANDING SE DOCUMENT PROPERTIES

SE Document properties differ in their ability to be edited and saved. This is intentional for several
reasons. By law, certain documents may not be changed once the multidisciplinary education
team has agreed on the contents. They may be amended and duplicated but the original
document needs to stay intact.

However, unintentional errors can occur when composing documents. Synergy SE helps to
ensure accuracy by validating and finalizing documents. Validating a document means the
document is being checked for errors. If errors are found, the document may be edited again and
then validated again. This process can be done over and over. If the document is validated and
no errors are found, it may be finalized or it may be saved for further edits. Once a document is
finalized, it is complete and no longer an editable document.

In Progress

@ Process Documents
& Ad Hoec Documents

Create Complete

A Process Documents
A Ad Hoc Documents

@ Process Documents
@ Ad Hoe Documents

Edit
Delete

View Draft
Print Draft
Save

Edit View
Delete Print
View Draft
Print Draft
Save

ERRORS i ERRORs . Validate

Finalize | Finalize |

Figure 4-1 SE Document Properties

Note: For additional information on specific Synergy SE Ad Hoc and Process
documents, see the Synergy SE Documents Guide.

The setup and configuration of the modules in this user guide is explained in the
companion guide titled Synergy SE System Administrator Guide.
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EDITING SE DOCUMENTS

MULTIPLE USERS IN A DOCUMENT

Two or more users can work in the same document concurrently while saving their data;
however, those users will not be able to edit the same field at the same time.

For example, if both users are in the Referral document and editing the Reason for Referral
textbox, the first user who clicks Save will have their data saved.

The second user will receive the following warning message upon clicking the Save button:

Microsoft Internet Explorer

1 E another user has already changed the same data vou just tried to change, Please re-enter your changes.,
L

Figure 4-2 Multiple Users Message

Note: This warning message is defined locally and may be worded differently by
your system administrators.

The second user will need to copy their data to another location (i.e. Word, Notepad)
momentarily, and Refresh the screen ( click & ) to allow the other user’s entry to appear. Then
the user can copy and paste their original data to that field and click the Save button.
DELETING A DOCUMENT

An existing document can be removed by using the Delete feature. Access to the Delete button is
governed by the security rights and may not be available to all users.

Menuw 5 | Delete |l Print Preview I Vahdate ] Finaize I

Referral

Figure 4-3 Delete Button
To delete a document:

1. Click the Delete button located at the top of the document. If the Delete button is grayed
out (not clickable), click the Save or Undo button. A message will display confirming the
deletion of the document.

windows Inter x|

‘? \
\..‘(J

Daka deletion cannat be undaone,

Are you sure you want to delete all data fFor this StudentDocument?

(o] 4 | Cancel |

Figure 4-4 Data Deletion Warning

2. To continue with the deletion, click OK. To cancel the deletion, click Cancel. The
document will close and the system will return to the previous screen.
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PRINTING A DOCUMENT

Printable versions of documents are available at any time during the document editing process. A
document does not need to be validated or finalized prior to viewing or printing the document.

Note: In order to generate printable Synergy SE documents, Adobe Acrobat
Reader must be installed on the user’'s computer.

To obtain a printable version of a document:

1. Click the Print Preview button in the Action bar of the document. If the Print Preview
button is grayed out (not clickable), click the Save or Undo button.

| | Delste | Print Preview ] Vahdate ] Finaize ]
Referral

igure 4-5 Print Preview Button

A message displays informing the user to wait. The printable document opens in Acrobat Reader.

_LLTTITLL]

Please wait...

i B B trkermet
Figure 4-6 Print Progress Status

VALIDATING A DOCUMENT

Before a document can be finalized, validation must occur. This process compares data entered
in the document against rules established by the district to find omissions, data conflicts or invalid
selections. If errors are found, a window opens that contains a list of the errors.

To validate a document:

1. Click the Validate button in the Action Bar of the document. If the Validate button is
grayed out (un-clickable) click Save or Undo.

Menu~ | | Delete | print preview | | vabdate | Finakze

Referral

Figure 4-7 Validate Button

If validation errors exist, the Revelation Document Errors screen displays, detailing the errors.

2 validation errors were found
Document Errors [%]
Prior Written Motice Prior Written Notice /A response to 'Explanation of why the district proposes or refuses to take the action’ is required.
“Prior Written MNotice Prior Written Notice "Explanation of why the district proposes or refuses to take the action’ is required.

Figure 4-8 Revelation Document Errors Screen

2. Click anywhere on the line of the Document Error. The line highlights green. The
document displays with the specific validation error highlighted in pink.

70 Copyright® 2012 Edupoint Educational Systems, LLC



Synergy SE National User Guide Chapter Four

Explanation of why the district proposes or refuses to take the action:

W

[# @

Figure 4-9 Document Error

3. Make the correction in the highlighted field and click the Save button.

4. Proceed to the next validation error on the list by clicking anywhere in the row of that
error.

5. Follow step 3 and 4 until all validation errors have been addressed.
6. Close the Validation Document Errors window.

= | )] S

Figure 4-10 Close Window

7. If desired, click on the Validation button again to re-check the validation status A
message box displays stating that no validation errors were found.

Windou: Ed

' 'j Mo validation errors Found in this document,
-

Ok |

Figure 4-11 No Validation Errors Found

FINALIZING A DOCUMENT

Caution: Finalizing a document prepares most documents for moving to the
historical document file, after the process move. However, there are documents,
that when finalized, begin the process move procedure OR exit the student from

: . special education. These documents include the IEP as well as certain Prior
S Written Notices.

The IEP is the main “trigger” document that moves all created documents
including the IEP itself, to Historical Documents. See the Synergy SE®
Documents Guide for detailed information.

When a document is complete and has been validated, it will need to be finalized. This action will
prepare the document to move to the student’s historical document file when the process change
occurs.

Once a document is finalized, it will no longer be editable. The document will open as a read-only
PDF document (Acrobat Reader is required). The icon representing the document will turn from
yellow to green.

To finalize a document:
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Note: The validation process runs automatically when a document is finalized. If
the document is found to have validation errors, the user must follow the steps
required in the document validation process. Once the validation errors are
corrected the document will finalize properly.

1. CIick the Finalize button in the Action Bar of the document. If the Finalize button is grayed
out (un-clickable) click Save or Undo.

Menu > | | Detete | | printpreview |  vaidate | Rnafmel

Referral

Figure 4-12 Finalize Button

A printable (but no longer editable) document displays. The finalized document displays a green
icon. When clicked, the document opens as read-only.

CREATING MULTIPLE DOCUMENTS

Documents such as Meeting Requests and Parent Permission can have additional versions
created after the original document has been finalized. For example, if a Meeting Request was
created and sent to the parent but later the meeting had to be cancelled due to a no show or
some other reason, a new meeting request can be created. The original request document will be
saved along with the new request document. This will provide a history of the meetings that were
attempted to be set up.

Note: Each School District has the ability to apply the “Allow Multiple” feature to
other Synergy SE documents. Check with your district’s system administrator for
a full list of these documents.

This example will show how to create multiple IEP Meeting Request documents using the IEP
Meeting Request. The original meeting request has been created but the meeting was cancelled
due to the parent not showing up.

perea<]| Seve ]| Undo || Delete JI| Prict Previewe || veidata | Fﬂm]|

Figure 4-13 Finalize Button

1. If the original meeting request has not been finalized, do so now.The meeting request icon
displays green, indicating that it has been finalized.

O TRw =3
k&“ll‘.l@‘@‘@@“‘@

Figure 4-14 Finalized Document Icon

2. Click on the green icon to access the new meeting request template.The
DocumentViewList screen opens.
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The DocumentViewList screen contains a Create button as well as a list of previously finalized
Meeting Requests. This list provides information on the original Meeting Request documents
including when the document was created and finalized as well as who created and finalized the
document. The PDF icon is the link to view the finalized original document.

DocumentViewList «
Student Name: Abboti, Billy C. Gender Male Grade: 12

| Documeris |
Draft Docement QD

Create I
Finalized Document(s) Q
= i | : Finaliz |F : '
IEP Meeting Request 08/06/2012  Admin User  08/13/2012  Admin User |}
Figure 4-15 Meeting Request Document View List

3. Click the Create button. A new Meeting Request template displays. This document will
represent the new meeting that has been rescheduled. Once this document is finalized, it
displays in the finalized Document list along with the original document.

All multiple documents will move along with the process documents to the student’s Historical
Documents during the normal process move procedure.

AD Hoc DOCUMENTS

Synergy SE Ad Hoc documents are special education documents created for a specific purpose.
They are not necessarily used in every special education student's documentation. An example of
an Ad Hoc document might be a More Restrictive Placement document or a Notice of Refusal of
Evaluation document. Ad Hoc documents contain editable as well as print only documents.

Note: For the purpose of illustration the following screen shots contain an
abbreviated list of available Ad Hoc documents. For a list of Ad Hoc and Process
documents see Synergy SE® Documents Guide. These lists may not be
complete, as your district may have additional or similar documents added.

The Ad Hoc Documents tab contains the student's demographic information in the top section.

e Existing Documents

This section includes all Ad Hoc documents that have been created for the student,
including Print Only documents.

e Document Creation
This section includes the list of all Ad Hoc documents available for creation. (Please
see note above for list.)

e Create
This link will create a new Ad Hoc Document and make it available to edit.

o Edit
This link will open a previously created document and make it available to edit.

e View

This link will open a finalized Ad Hoc document. These documents are printable but
read-only.
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SE STUDENT («

|Student Name: Abbott, Billy C. Gender Male Grade: 12 Primary disability: AUTISM  School: Hope High School

Demographics = Parents | Team Mllocl]owmeﬂhl Historical Documents | Process Docs @ Timeline = Student Contact Log

Last Name First Name Middle Name  Sufix Student ID Gender  Grade
|Abbott |Billy ic | [905483  Male v 12 vl

Existing Documents

onference Summary

w1 GENAZ 31

1
I 60612012 k;ENAz 49 P’rint Only - IEP Signature Page

Amendment
Classroom Observation Creste
Conference Summary
Consultation Request

Figure 4-16 Student SE Screen Ad Hoc Documents Tab
The following example demonstrates how to create an Ad Hoc document using the Consultation
Request (GENAZ 32); however other documents could be used (excluding Print Only).

1. Locate GENAZ 32 Consultation Request in the Document Creation grid.
2. Click on the Create link in the Action column for this document. A new Consultation
Request Document opens.

IGENAZ 29 Amendment

ZAGENAZ 30 Classroom Observation Creste
<|GENAZ 31 Conference Summary Create
"IGENAZ 32 Consultation Request [q.m

Figure 4-17 Student SE Screen Ad Hoc Documents Tab Document Creation

3. Edit and enter data as appropriate.

| 1
Undo | Delete ‘ Print Preview | Validate Finalze Status: Read |% @
- Consultation Request
Student Name: Abbott, Billy C. Document: GENAZ 32 Desaiption: Consultation Request
Request for Consultation | Farent Permission
Document Name
Consultation Request
[Document Date

| 03/05/2012 [
| Request for Consultation
Date of Request  Best Time to Observe

03/05/2012  [F| Momings

School/Room Number
Hope High School, Room 18
Person Requesting Consultation
Mrs. Phelps
Position of Person Requesting Consultation Telephone Date Received
03/05/2012 3
Classroom Teacher £55-1234 03/05/2012 [

Figure 4-18 Consultation Request Screen Save Button
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4. Click the Save button to save changes and Close the document.
The Ad Hoc Document window displays the Consultation Request document in the Existing

SE STUDENT C
Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: AUTISM School: Hope High School
Demographics = Parents Team |AdHoc D t: } Historical Documents | Process Docs | Timeline Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade
iAbbott |Billy |C | 1905483 Male v ;'12 he
[ty Docimania
03/05/2012 GENAZ 32 Consultation Request Edit
06/06/2012 GENAZ 49 Print Only - IEP Signature Page Yiew

Figure 4-19 Student SE Screen Ad Hoc Documents Tab Existing Documents

Documents section of the screen.

At this point, the Consultation Request document is available for updates as additional data
becomes available or the document can be finalized. Once the document is finalized, the Action
column link will change from Edit to View. The document displays in read-only mode (PDF).

CREATING MULTIPLE AD HOC DOCUMENTS

The following example demonstrates how to create multiple Ad Hoc documents using the
Consultation Request (GENAZ 32); however other documents could be used (excluding Print
Only).

Amendment
ENAZ 30 Classroom Obsenvation Creste
ENAZ 31 :Conference Summary
TIGENAZ 32 Consultation Request

Figure 4-20 Student SE Screen Ad Hoc Documents Tab Create Link

1. Locate GENAZ 32 Consultation Request in the Document Creation grid.

2. Click on the Create link in the Action column for this document. A new Consultation
Request Document opens.

3. Edit and enter data as appropriate.
4. Click the Save button to save changes and Close the document.

Meruiv] Save ] undo || Dsiete | | | print preview | | vaidate | | Fnaice | p—-r 2
Consultation Request -
Student Name: Abbott, Billy C. bocument GENAZ 32 Desoiption: Consultabion Request

mqlﬂtmtmlm| Paren! Pefmisson
Document Name
Consultation Request

Document Date
03052012 [P

Figure 4-21 Create Multiple As Hoc Documents Save Button
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The new Consultation Request document displays in the Existing Documents section.

SE STUDENT &
Student Name: Abbott, Billy C. Gender: Male Grade: 12 Frimary dissbility: AUTISM  School: Hope High School

Demographics | Parents = Team Ad Hoc Dc 1t: | Historical Documents = Process Docs | Timeline Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender Grade
|Abbott Billy lc [ 1905483  Male v (12 vi

|| 03/05/2012 GENAZ 32 Consultation Request Edit
1 03/05/2012 GENAZ 32 Consultation Request Edt

| 06/06/2012 GENAZ 49 Print Only - IEP Signature Page i

Figure 4-22 Student SE Screen Ad Hoc Documents Tab Multiple Ad Hoc Documents

At this point, the second Consultation Request document is available for updates as additional
data becomes available or the document can be finalized, just like the first. Once the document is
finalized, the Action column link will change from Edit to View. The document displays in read-

only mode (PDF).

Note: Based on decisions made the school district system administrator, certain

Ad Hoc documents may not be available for duplication. The following message
displays after clicking Create:

!': Cannct creabe an addtional document of this type. The dooument: defintton does not allow for multiple documents,

x|

Figure 4-23 Cannot Create Multiple Docs Message

This message indicates that the system has been set to not allow multiple types of the
requested document.
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PRINT ONLY AD HOC DOCUMENTS

Print-only Ad Hoc documents open as read-only (PDF) documents. They are not editable;
however they include the individual demographic data of each student. The date that appears on
the document is the date when the print-only document was initially created or opened. Print-only
documents are labeled Print Only in the Document Name column.

View Print-Only Ad Hoc Document:

Transfer Process
Amendment Creste
Classroom Observation Creste
Conference Summary Create
Consultation Request Crede
Consultation Request - PreSchool Create
Functional Behavior Assessment Plan Create
Manifestation Determination and Review Documentation Creste
Meeting Request Creste
More Restrictive Placement Referral Create
Prior Written Notice Creste
ENAZ 41E Notice of Refusal of Evaluation Creste
ENAZ 41F Notice of Refusal of FAPE Creste
Request = Blllngual Transcnptlon B
Summary of Performance Create
Transportation Request Create
Print Only - Alternate Assessment Eligibility Criteria Form Creste
Print Only - APE Instruction Letter - Print Create
Print Only - Eye Exam Report Create
Print Only - IEP Attendance Form Cresle |
Print Only - IEP Signature Page Creste
Print Only - Information Processing Worksheet for SLD Credte

Figure 4-24 Create Print Only Document

¢ In the Document Creation section, click the Create link in the Action column. The
document displays in read-only (PDF) which is printable.

The Print Only Document displays in the Existing Document section with View as the Action link.
SE STUDENT (&

Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: AUTISM  School: Hope High School

Demographics = Parents = Team Mﬂot:l)wunentll Historical Documents | Process Docs @ Timeline | Student Contact Log

Last Name First Name Middle Name  Suffix Student [D Gender Grade
|Abbott |Billy ic [ [905483  Male v [12 v]

GENAZ 32 onsultation Request it
l_ 03/05/2012 GENAZ 32 Consultation Request Edit
[0 o30s/2012  (GENAZ49  [Print Only - IEP Signature Page | view

Figure 4-25 Print Only Doc in Existing Docs
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DELETING AD HOC DOCUMENTS

Note: The ability to delete a document is based on a user’s security level set up by
individual district administration.

To delete an Ad Hoc document:
1. Check the box on line of document to delete.
2. Click save at the top of the screen. The document is permanently deleted.

SE STUDENT

Student Name: Abbott, Billy C. Gender: Male Grade: 12 Primary disability: AUTISM School: Hope High School

Demographics = Parents Team Ad Hoc Dk t: I Historical Documents | Process Docs | Timeline Student Contact Log
Last Name _ First Name _Middle Name  Suffix Student ID _Gender - Grade .
Abbott |Billy C 905483 Male v 12 bl
Existing Documents QD
|| Linelpe 1 : Il I |
IV 03/05/2012 GENAZ 31 Conference Summary = ]
i 03/05/2012 GENAZ 32 Consultation Request Edt

I d __] 06/06/2012 GENAZ 49 Print Only - IEP Signature Page Yiew

Figure 4-26 Delete Column in Ad Hoc Documents

MoVvING AD HOC DOCUMENTS TO HISTORICAL DOCUMENTS

Finalized Ad Hoc Documents will be moved to the student’s Historical Documents whenever a
Process Rollover is conducted. There are a few exceptions to this rule.

Print Only Ad Hoc documents are not saved to the student’s Historical Documents file. Once a
Print Only Ad Hoc document is generated, it resides in the Ad Hoc Existing Documents list until a
Process Rollover is conducted. At that point, all Print Only Ad Hoc documents are permanently
removed from the system.

Certain Ad Hoc documents, such as the Consultation Request, are not required to be finalized at
the time of a Process Rollover. The system allows the user to follow through with the Process
Rollover and leave the Consultation Request in edit mode. The Consultation Request will
continue to reside in Ad Hoc until finalized. The finalized version of this document will move to
Historical Documents during the next Process Rollover.

Ad Hoc documents such as the Prior Written Notice and Meeting Request are required to be
finalized prior to any Process Rollover. At that point they will be moved to Historical Documents
with the student’s current process documents.

Note: Each school district's system administrator has the ability to set Ad Hoc
documents up “Outside the Process”, which means they are not required to be
finalized in order to conduct a Process Rollover. They move to Historical
Documents during the next Process Rollover only if finalized.
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Chapter Five:
MANAGING SE STUDENTS
AND STAFF

In this chapter, the following topics are covered:
» Managing student records
» Student Notifications
» The Team List

» Manage Student Teams
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MANAGING STUDENT RECORDS

FINDING AND VIEWING STUDENTS CURRENTLY IN SYNERGY SE

Students only need to be imported in Synergy SE once. After that, those students are available
for viewing and updating within Synergy SE.

To find a student currently in Synergy SE use any of the methods described in Chapter Two:
Finding & Sorting Records.

IMPORTING A STUDENT FROM SYNERGY SIS

When a student is referred for special education or when a special education student transfers
into the district, they will need to be imported into Synergy SE. A Synergy SE student import
needs to be done only one time. After that, the student will exist in the special education
database. If a student is ever terminated from Synergy SE, their documents will continue to be
available from the SE Student screen, Historical Documents tab.

Note: If any student data is changed in Synergy SIS, the changes will immediately
be updated in Synergy SE!

Student imports can be conducted either through the SE Student screen or the Portfolio screen.

E]‘«) D) | 55| _mnd | nga | - status:Find | 2 Cn 3O
SE Student «

Student Name: Gender: Grade: Primary disability: School:

| 'Demographics | Parents | Team | Ad Hoc Documents | Historical Documents | Process Docs | Timeiine _ Student Contact Log

Last Name First Name Middle Name  Suffix Student ID Gender

v

Grade

Figure 5-1 SE Student Screen Add Student Button
1. Navigate to the SE Student (or Student) screen.

2. Click Add at the top of the screen. The StudentSISFind screen opens in a separate
window.

Menuv] Add sis Status: Ready | &2 ) ﬁ@
Portfolio (=
Good morning, Admin User

Portfolio |
Sort
Name v

Figure 5-2 Portfolio Screen Add SIS Button
OR
1. Navigate to the Portfolio screen.

2. Click Add SIS at the top of the screen. The StudentSISFind screen opens in a separate
window.
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Find | Close | Transfer | Status: Ready al
StudentSISFind
Selection Criteria (Searching Student Information System) &
Last Name First Name Gender Grade Student Number
w
| Find Students |
Transfer Info Q
Initial Process Initial 504 Process
EnterDate :
&)
[ students Q

Figure 5-3 StudentSISFind Screen

When looking for student records, one or many of the selection criteria may be used. In some
instances, it may be helpful to use more than one piece of information. For example, there may

be several students with a last name of Smith.

3. Enter all or part of the Last Name, First Name and Student Number.

4. Click Find at the top to the screen. A list of students matching the criteria entered displays.

Figure 5-4 StudentSISFind Screen Search Results

1 Aaron, Harold N 07/1 0/1996 Male 968257 King ngh School The Yes in the “In
[ Aaron, lan |04/12/2002 [Male |04 120442 |Adams Elementary  |Yes Special Ed” column
] Aaron, Susan |05/04/2006 |Female [K |41 |Adams Elementary | _ indicates that the
|| Aaron, Theresa |02/10/2005 |Female (01 126855 |Adams Elementary | ‘ student has
5| Abarca Salazar, Carol D. |12/23/2006 |Female K 163051 Jefferson Elementary | . already been
|| Abbott, Andrew E. |02/04/1997 |Male |08 (124013 [Eisenhower Middle Sc | Yes -y imported and
] Abbott, Billy C |05/11/1994 |Male |12 905483 Hope High School [Yes _ cannot be imported
|| Abbott, Bobby C. |01/28/1996 |Male |10 [169523 |King High School ity
|| Abbott, Susan C 07/01/1996 |Female |10 |158247 [King High School again.

[—- [i] Abdulbari, Kathy A. |11/05/2004 |Female [02 (135578 |Adams Elementary F.'nd.mg and
[EE|Abdurahman, Eugene  |05/28/1996 [Male |10 943994 [King High School Viewing Students
7] Abel, Albert R |05/02/1995 |Male  [11 |132683 [King High School Yes -amesss==== Currently in

55| Abernathy, Bruce V. 08/04/1994 [Male |12 879138 |Hope High School \ Svnerav SE” /

~N

this message displays.

Windows Inter x|

L ] ':, Mo skudents were Found,
L
0] 4 |

Figure 5-5 Synergy SE System Message

in the group box. If the message returns, the student may not be available.

Note: If Synergy SE does not find any students that match the search criteria,

Click OK and check the search criteria. To change the search criteria, re-enter data
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5. Select the appropriate processfor the student from the Initial Process drop down

Find Students |
Transfer Info
Initial Process

Initial Evaluation
| Annual Review
| Reevaluation

: Transfer
Preschool
Gifted

Figure 5-6 StudentSISFind Screen Initial Process Selections

Tip: Is the student transferring in from another school district? Select the Transfer
. Process. Is the student a new special ed referral? Select the Initial Process. If a
Wy ,}( student is brought into the wrong process he or she can always be moved to the
P correct process once imported into Synergy SE. See: Chapter Six: Process
Overview.

6. Insert the EnterDate or click and select the date.

Students
Abbott, Andrew E. [02/07/1996 |Male |08 124013 Eisenhower Middle Sc | Yes
[ Abbott, Billy C. 05/13/1992 |Male |12 905483 Hope High School
Abbott, Bobby C. |01/30/1994 |Male |10  |169523 King High School Yes
Abbolt, Susan . |07/04/1994 |Female |10 158247 King High School

Figure 5-7 StudentSISFind Screen Highlight Student Row
7. Click on the student’s record to highlight.
8. Click Transfer at the top of the screen.

Or, just double click on student's record. The webpage displays this message.

The student has been successfully added to SynergySE and assigned to Case Carrier: Admin User

Figure 5-8 Message from Webpage

A dialogue window will appear stating that the student was successfully added to Synergy SE.
Unless the school district has set the default Case Carrier option, the user who conducts the
import will be assigned as the Case Carrier for that student.
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STUDENT NOTIFICATIONS

Student notifications can be created to alert staff about special types of student circumstances.

The student notification icon is then displayed on any screen where the student is in focus. To
add a notification regarding a student,

1. Goto the Student Notifications screen, found under Synergy SE > Student.

EC JE JE - N s re | 8 O
Student Motifications o

SIoder MAe  doesEl  Rorshvern e

Blotilicasions |

LAt Mame= Firsl kame WuddlE Mame  Sulie Perm 1D Grade

| | | | ] | |

Student Rotcations [ ass | abow Datai | Q|
~[ime[  Begmose | et@caen | Eedoame

Figure 5-9 Student Notifications Screen

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

[aarese] | (B | 56| e | o | £y cunaineny | G Gn
Student Notifications G

Student Hame: Abbott, Bllly €. Schest Haps High Schoal  Heersam 314 Teacksr Gordan, K.

Hoasications |

Lars! Kame First Mame Midgde Hame  Sufft  Pem D Girade .

bt [y Ic | |54 12 4

Soudent Molllicasions ¥ Shoew Delall | L
DM [P | Huakh - Paanut Adegy il _ 7
[T T Dtacipling lssss v: 7
pizm1 P Haalh - Laie Allangy " i

Figure 5-10 Student Notifications Screen, Student Record

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

i EE IS ey
Student Motifications [

Enucderit Mame Abbodt. Bally C. Soreol Hope High Schanl  Homsrcors 735 Tescher: Garden, K

Motificasioes |

Last Mames First Hami Midde=Hame Sulis  Perm D Crade

Abott Bily & I D543 i C

Siudeni Rotfications haw Datad

WIWl?T
] nsnsz2me R |Haalth - Pearart Allargy i)
FIE sz [ | Disciona s - 7
LB 1mzzon @ | Haadih - Labax Adergy v 7
=2 ) v 7

Figure 5-11 Student Notifications Screen, Adding.
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4.

10.

By default, the Begin Date is set to today’s date. To edit it, enter the date in MM/DD/YY
format or it can be selected by clicking on the Calendar & button.

Select the type of naotification from the Notification drop-down list. This list is customizable
for each district.

If this is a temporary condition, an end date can be assigned to the notification by entering
the End Date in MM/DD/YY format or it can be selected by clicking on the Calendar
button.

Click the Save button at the top of the screen to save the notification.
To delete a notification, click the box in the X column and click the Save button at the top
of the screen.

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

Click the Show Detail button or click the line number again. The detail view displays on
the right side of the screen.
| ‘«) '@ "}) | :i:‘ ‘ 44 B 5. Ready ‘ & Eﬁj}ﬂg
Student Notifications &

Student Name: Acevedo, Andrew 3School: Hope High School Homeroom:  Teacher: Builder, B.
)

Notifications |

-Last MName First Name Middle Name Suffix Perm ID Grade

|acevedo |Anarew | | |s86630 12 v

[ student Nofifications Add | Hide Detail | ()

|Motification: Discipline Issues
] 03r15/2011
05/11/2011 Details @
z Begin Date End Date

03M15/2011
Comment (@]
Comment [3] @
Rules (]
Added By Rule Rule Name

Figure 5-12 Student Notifications Screen - Detailed Screen

11. Notes or comments about the notification can be added to the Comment box. The text can

be checked for spelling by clicking the Spell Check [¥] button.

12. The Rules section, if this notification was generated because of a rule, displays that it was

added by a rule and includes the name of the rule.

13. Click the Save button at the top of the screen to save the changes.
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THE TEAM LIST

The Team displays the student’s special education team members. Users who belong to a
student’s team list will see that student displayed in their Portfolio screen. The team list also
imports into several special education documents such as the MET Report and IEP.

A student’s Team List can be accessed either:
A student’s Team List can be accessed through the SE Student screen or the Portfolio screen.

1. Navigate to the SE Student (or Student) screen.

2. Click on the Team tab. The student’s Team List screen will open.
Figure 5-13 SE Student Screen Team Tab

Demographics | Porents | Team | Ad Hoc Documents 1 Histoncal Docusments 1 Process Docs | Timeine L] Studend Comtnct Log
Last Namea Nama Middla Name  Suffix Student 1D Gender Grade

| w
E-mail Team (7]

OR
Navigate to the Portfolio screen.

Click on the Edit link in the Team Column. The student’s Team List screen will open.
Figure 5-14 Accessing Team from Portfolio Screen

Portfolio («
Good morning, Admin User
| Portfolio |
Sort
Name v
Initial Evaluation
Abbott, Billy C. 12 | Edit Edit View AAAOACAAAAAA DO
er. Phili 1 | Edit t | View SN EEEENEEEE
Annual Review
Labianca, Douglas S. 11 | Edit Edit View L OO & @ | 04/15/2013 | 12/16/2014
Nansel, Craig B. | 10 JEdit] Edt | View © A A A | 09192013 | 09/24/2014
Pace Tery F. 10 JEdt] Edt View | | A A A © | 09192013 | 09/25/2013
| Tackett Heather S | 10 |Edit t | View AlAA| A | 091172012 | 09/17/2012
Valasco, Randy M. 1 |Edit) Edit View w s A A G O 09/19/2013 | 09/19/2014
Transfer
Abernethy, Anne E. | 1 Edit Edit View | A A A
Acevedo, Ashley 10 || Edit Edit View A A A

The Team Members section displays all staff members who currently belong to the student’s
special education team. It identifies each member's role and provides their email address.

ASSIGNING OR CHANGING THE STUDENT’S CASE CARRIER:

When a student is imported into Synergy SE, the system assigns the student a Case Carrier in
one of two ways:

1. If the school has the default Case Carrier option enabled, the system assigns that
individual as the Case Carrier for that student.
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2. If the school does not have the default Case Carrier option enabled, the system will assign
the user who initially imported the student into Synergy SE.

Note: A Case Carrier cannot be deleted from a student’s Team List until a new
Case Carrier is added. Each student must always have an assigned Case Catrrier.

To change the Case Carrier

Teamn Members

EI- Adams. Laurie « Special Ed Teacher ki e Bedupoin
El‘ Adams, Ronald e Administrator s =

D‘ Aderson. Gordon « General Ed Teacher b Qe

D‘ Baack. Pamela+ Case CamerSpecial Education ™ e

m Horn, Cissy+ Reader - ) email@edupo

Figure 5-15 SE Student Screen Team Tab Team List

1. Onthe Team tab screen, click the Add button. The Staff Search screen opens.

Find | Close | Select | Status: Ready'd
Staff Search
Selection Criteria 3
RaolelD Last Name First Mame
1
Middle Name Schoaol

Figure 5-16 Staff Search Screen

2. Enter any or all of the information in the white fields, including the Role ID drop-down, if
known.

3. Click Find or press ENTER.

4. The staff matching the criteria entered are listed in the Search Result grid. Click on the
Staff name. The name highlights in green.

5. Click the Select button at the top of the screen or just click on the name again to enter the
name in the Team Members grid. The Staff Search window closes.

Special Ed Teacher

Administrator v nail@edupointcom
General Ed Teacher v

Case Camier/Special Education v ]

@edupointcom

upointcom

Reader o~ ointcom

Case Carrier/Special Education ] upointcom

Figure 5-17 SE Student Screen Team List with Added Staff

6. Once the new Case Carrier has been added to the student’s Team List, the previous Case
Carrier can be removed.
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£ email@edupointcom

|| 4 Adams, Ronald ¢ |Mministrator | ceneral Ed Teacher
|| k] Aderson, Gordon _Speechﬂ_anguageTherapist * | Literacy Specialist
II 4 k_Pamela ¢ Case Carrier/Special Education ¥ |Qccupational Therapist
|| A Hom, Ci - Psychologist w| Orient./Mobility Specialist
|| {1 McGrew. Tom ¢ Case Carrier/Special Education \iJOther

Physical Therapist
Psychologist
Reader

School Nurse

Special Ed Teacher
Figure 5-18 SE Student Screen Team Editing Team List

To delete the previous Case Carrier:

1. Select the X (Delete) checkbox in the Case Carrier’s record row.

2. Click the Save button. The selected Case Carrier will be removed from the student’s
Team List.

The selected Case Carrier will be removed from the student’s Team List.

Note: If the user who assigned the new Case Carrier was the previous Case
Carrier, that user will notice that the student has disappeared from his portfolio.
The user will only be able to access the student from the Student screen unless
they are re-assigned to the student’s Team List..
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MANAGE STUDENT TEAMS

Use the Manage Student Teams screen to copy/move students from one staff member’s student
team to another staff member’s student team.

This screen may also be used to remove a student from a staff member's student list without
providing a replacement.* (*see Note: below)

ACCESS THE MANAGE STUDENT TEAMS SCREEN

~3 @ OQuick Launch Fo |

Figure 5-19 Synergy SE Navigation Tree

1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

Sym@_? o Synergy SE
p Synergy SIS PNTL

P Parent
P Query

Figure 5-20 Synergy SE Folder Expanded b Start

b Student

b System

P User Preferences
P Synesgy SIS

1. Expand the Synergy SE folder by clicking on the name Synergy SE or P pointing next to
the word. Once clicked, the triangle will turn green ¥ and point downward.

= Synergy SE
b NTL
P Parent

[} Tal
b Staff > | v Staff
b Student i
P System
P User Preferences
Figure 5-21 Expanded Staff Folder

2. Under the Synergy SE folder, click on the name Staff or P pointing next to it.

3. Click on Manage Student Teams.
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|
f-;irl Status: Ready ';;J E“ﬂ a@
Manage Student Teams (]
| Student Team Management |
Staff Role copy/move FROM O Staff Role copy/move TO
Staff Role Staff Name 4 Staff Role Staff Name 4
] [ v
Selact All Students | |Assian Type o
Student List "] ") Assign student to new Staff member, and REMOVE student
from existing Staff member.

Assign student to new Staff member, but DO NOT remove
student from existing Staff member.

Remove student from existing Staff member with MO
replacement.

Assign Students

Current Case Load 0

Current Students i

Figure 5-22 Manage Student Teams Screen

Note: A Case Carrier cannot be deleted from a student’s Team List until a new
Case Carrier is added. Each student must always have an assigned Case Catrrier.

First select the staff member whose students will be removed or reassigned.

1. Click the Staff Role drop-down in the Staff Role copy/move FROM section. Select the role
of the staff member whose student(s) will be reassigned.

Student Team Management |

Staff Role copyimove FROM (|
Staff Role Staff Name 4
Case Manager v I]

Select All Students

riAdapted PE Teacher )
[F Assistive Technology Specialist | |

|Case Manager

Early Interv Trans. Specialist
Full Inclusion Specialist
General Ed Teacher
ParentiGuardian

Physical Therapist
Psychologist

Reader

School Murse

Figure 5-23 Manage Student Teams Screen Staff Role Selection
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2. Click the #= next to Staff Name in the Staff Role copy/move FROM section. The Find

Staff screen displays.

Find | dusel Seled| Clear Selection |

Find: Staff

Find Criteria

Last Name First Name

Mc

Middle Name

Search Results |

[ Find Result

cBride uss

Tom

2 McGrew

Figure 5-24 Find: Staff Screen

3. Enter all or part of staff member's Last Name, First Name.

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

5. Click line of staff name. Line highlights.

6. Click again or click Select. The Find: Staff screen closes and the staff name displays

This staff person's student list displays in the Student List section.

Staff Role copy/move FROM

Staff Role

Staff Mame 4

|Case Manager

V| P.Jser, Mmin|

Select All Students

Student List

Abbatt. Billy C.

Q@

12

Acevedo, Ashley

10

Labianca, Douglas 5.

11

'P'-|W‘N|—‘-

Mansel, Craig B.

10

[45]

Pace, Terry F.

10

Saager, Philip T.
Tackett, Heather S.

11
10

9 O (3 )

Walasco, Randy M.

11

Figure 5-25 Manage Student Teams Screen Student List

To remove a student name from a staff member wi

thout providing a replacement, proceed to final

step. Otherwise, select the staff member who will receive the students.

7.

In the Staff Role copy/move TO section on the right side of the screen, repeat Steps 1

through 6 above. The Staff Role does not have to be the same, except when removing
or moving students from the Case Manager, when there must be a replacement Case

Manager.

90
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Staff Role copyimaove TO i
Staff Role Staff Name «

Case Manager | Smith, Jk|
Assign Type

@ assign student bo new Staff member, and REMOVE student
from existing Staff member.

Assign student 1o new Staff member, but DO NOT remove
student from existing Staff member

Remove student from existing Staff member with NO

replacement
Aswgn Studerts
[Currem Case Load 2
urrent Students
{Abel, Albart R.) 12
kley, Brian R. 12

Figure 5-26 Manage Student Teams Screen Current Case Load and Students

This staff member's student list displays in the Current Students section. Their Current Case
Load displays above the Current Students.

Next, select the students to assign or remove.

1. Check the box in the Add column next to the Student Name for each student to assign or
remove.

OR
Click _S=ct Al Students |

2. In the Assign Type section, read the description next to each radio button. The table
below describes the results when you click the Assign Students.

RADIO BUTTON ACTION

Synergy SE moves the student name(s) from
the Student List to the Current Students list and
increases the value in the Current Case Load.

Assign student to new Staff member, and
REMOVE student from existing Staff member.

Synergy SE populates the Current Students
list and increases the value in the Current
Case Load. The students selected remain

Assign student to new Staff member, but DO
NOT remove student from existing Staff

METIEEL assigned to the existing Staff member.
Remove student from existing Staff member Synergy SE removes selected student(s) from
with NO replacement. existing staff member's Student List.

3. Click radio button of desired selection.
4. Click _ AssgnSudents |
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Chapter Six:
PROCESS OVERVIEW

In this chapter, the following topics are covered:
» Initial Process Rollover

Annual Review Process Rollover

Reevaluation Process Rollover

Transfer Process Rollover

Preschool Process Rollover

vvyyvyvyy

Conducting a manual process move

Copyright© 2012 Edupoint Educational Systems, LLC 93



Chapter Six Synergy SE National User Guide

PROCESS ROLLOVER

A student will move from one process to another as his or her documents are completed and
finalized. All finalized documents will be sent to Historical Documents and the student will be
moved to the next appropriate process.

Students can also be manually moved from one process to another if the need arises. However,
all existing documents will either need to be deleted or finalized prior to moving the student.

The following rollover scenarios are available within Synergy SE:

Initial Process Rollover

Annual Review Process Rollover

Reevaluation Process Rollover

Transfer Process Rollover

Preschool Process Rollover

Manually Moving a Student to Another Process

INITIAL PROCESS ROLLOVER

Students who are undergoing an initial evaluation are placed in the Initial Process.
Documents are created and finalized as the student moves through the Initial Process.

The IEP is the “trigger” document for this process. When the IEP is validated and
finalized the student will move to the Annual Review Process for the upcoming review
to be conducted.

All documents that were created and finalized in the Initial Process will be moved to
Historical Documents.

A “working copy” of the IEP is available to begin editing for the student’s upcoming
Annual Review IEP.

The AR Date and RE Date reflect the new due dates for the student’s next review and
reevaluation. The AR Date updates from the IEP Date by ONE YEAR MINUS ONE
DAY and the RE Date updates from the MET Date by THREE YEARS MINUS ONE
DAY. (For example if the IEP and MET Date are 5/25/2010, the new AR Date will be
5/24/2011 and the RE Date will be 5/24/1013.).

The goals that were added to the Initial IEP for the student are available in the
Progress Report for the quarterly progress reports.

After a student’s Initial Evaluation has been completed the student will have moved to
Annual Review and the following changes will have occurred:

All finalized
documents from
Initial Process,
including IEP, move
to Historical Docs

The goals from the
finalized |EP are

available in the
Progress Report

Working copy of
IEP available for
next Annual

Review

A-R and R-E
Dates are
updated

A copy of the
finalized IEP

Annual Review

| N

K-t LU

View 1€7] ﬁ A ® A A & 01172013 | 04/28/2014

Figure 6-1 Initial Process Rollover Result
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ANNUAL REVIEW PROCESS ROLLOVER

e When a Review is completed for a student in the Annual Review Process, all process
documents, including the IEP, will be Finalized.

e The IEP is the “trigger” document that, when validated and finalized, will move the
process documents into Historical Docs.

o The AR date will be updated from the IEP Date by ONE YEAR, MINUS ONE DAY.
(For example, if the IEP Date is 5/25/2010, the new AR Date will be 5/24/2011.

e Goals from the Finalized IEP will be available in the Progress Report for Quarterly
Progress Reporting

e Students in the Annual Review Process will remain until SIX MONTHS prior to their
Reevaluation Date, at which point they will automatically move to the Reevaluation
Process to prepare for their Triennial Evaluation.

OR
Until they are manually moved to another process.
o After a student’s Annual Review has been completed the following changes will have

occurred*:
A copy of the A-R Date is
finalized IEP updated

Annua Y A B A
Historical Docs IEP Prg Erocass Decs A-R Date R-E Date
| IEP
; | A O A A @ | 0117/2013 | 04/28/2014
Figure 6-2 Annual Review Process Rollover Result

*(If the student’s Reeval Date is due in less than SIX MONTHS they will have moved to the
Reevaluation Process.

All finalized
documents from
Annual Review,

including |IEP, move
to Historical Docs

The goals from the
finalized |EP are
available in the
Progress Report

Working copy of
|EP available for
next Annual
Review
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REEVALUATION PROCESS ROLLOVER

o When a Reevaluation is completed for a student in the Reevaluation Process, all
process documents, including the IEP, will be Finalized.

e The IEP is the “trigger” document for this process. When the IEP is validated and
finalized the student will move to the Annual Review Process.

¢ All documents that were created and finalized in the Reevaluation process will be
moved to Historical Docs.

¢ A “working copy” of the IEP is available to begin editing for the student’s next Annual
Review IEP.

e The AR Date and RE Date reflect the new due dates for the student’s next review and
reevaluation. The AR Date updates from the IEP Date by ONE YEAR MINUS ONE
DAY and the RE Date updates from the MET Date by THREE YEARS MINUS ONE
DAY. (For example if the IEP and MET Date are 5/25/2010 the new AR Date will be
5/24/2011 and the RE Date will be 5/24/1013.)

e The goals that were added to the Reevaluation IEP for the student are now available
in the Progress Report for the quarterly progress reporting.

e After a student’s Reevaluation has been completed the student will have moved to
Annual Review and the following changes will have occurred:

All finalized The goals from the Worki
) orking copy of AR R-E
documents _from A copy of the finalized |IEP are |EP available for Datzr;dare
Reevaluation, finalized IEP available in the next Annual dated
including IEP, move Progress Report Review =l

to Historical Docs

Figure 6-3 Reevaluation Process Rollover Result

REEVALUATION WAIVER PROCESS ROLLOVER

If the student’'s MET Team decides to waive the Triennial Reevaluation, a Notice of Reeval
Waiver (GENAZ 15) is created. When that document is finalized the student will roll over to
Annual Review. The R-E Date will update from the Document Date on the Notice of Reeval
Waiver. (See Documents with Unique Functionality for more information)
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TRANSFER PROCESS ROLLOVER

e Transfer students are special education students who have transferred into the district
from another school district.

e Students placed in the Transfer Process can be moved to any process using the
Transfer IEP Document.

e The Transfer IEP Document is the “trigger” document that will move the student to
the appropriate process. When this document is finalized, all documents created
within the Transfer Process for this student will be available in Historical Docs.

o The AR Date, RE Date and student’s Disability will update from the Transfer IEP
Document.

e After a student’s Transfer has been completed the student will have moved to Annual
Review and the following changes will have occurred*:

A copy of the
finalized IEP

Annual Qeview

All finalized
documents from
Transfer, including
IEP, move to
Historical Docs

The goals from the
finalized |EP are
available in the
Progress Report

Working copy of A-R and R-E
|IEP available for Dates are

next Annual dated

Review =l

Figure 6-4 Transfer Process Rollover Result

*(If the student’s Reeval Date is due in less than SIX MONTHS they will have moved to the
Reevaluation Process.
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PRESCHOOL PROCESS ROLLOVER

Preschool students who are undergoing an Initial Evaluation are placed in the
Preschool Process.

Documents are created and finalized as the student moves through the Preschool
Process.

The IEP is the “trigger” document for this process. When the IEP is validated and
finalized the student will move to the Annual Review Process for the upcoming review
to be conducted.

All documents that were created and finalized in the Preschool Process will be moved
to Historical Documents.

A “working copy” of the IEP is available to begin editing for the student’s upcoming
Annual Review IEP.

The AR Date and RE Date reflect the new due dates for the student’s next review and
reevaluation. The AR Date updates from the IEP Date by ONE YEAR MINUS ONE
DAY and the RE Date updates from the MET Date by THREE YEARS MINUS ONE
DAY. (For example if the IEP and MET Date are 5/25/2010 the new AR Date will be
5/24/2011 and the RE Date will be 5/24/1013.)

The Goals that were added to the Initial IEP for the student are now available in the
Progress Report for the quarterly progress reports.

After a student’s Initial Evaluation has been completed the student will have moved to
Annual Review and the following changes will have occurred:

Al finalized The goals from the i
Working copy of J 4
documents from A copy of the finalized IEP are sl gl and s
Preschool, includin Py ; : IEP available for Dates are
efgpo"- cluding finalized IEP available in the e dntnd
EP, move to Progress Report Benico jpeaie
Historical Docs

Annual Review

Figure 6-5 Preschool Student Rollover Result
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CONDUCTING A MANUAL PROCESS MOVE

Students may be manually moved from one process to another, based on user security rights.
The Process Move feature is available in the student’s Process Docs Tab.

Student Name: Ackerman, Brian M. Gender: Male Grade: 09 Frimary disabilty: SPECIFIC LEARNING DISABILITY School: Truman Middle School

Demographics ~ Parents = Team  Ad Hoc Documents  Historical Dacumentsl Process Docsl Timeline Student Contact Log
Last Name First Name Middle Name  Suffix Student ID Gender  Grade

[Ackerman |Brian [ [ [120952 Male v 09 v

Current Settings (&
IEP Review Due Date Re-evaluation Due Date Primary Disability Preschool Primary Disability

01/17/2013 i 04/28/2014 SPECIFIC LEARNING DISABILITY v b

Current IEP | Progress Report: ‘ Secondary Disabilities @ Preschool Secondary Disabilities
| ESY Progress Report | | Bl =
Exit Date Exit Reason Exit Explanation
i =]

Current Process|

Process Documents. &)
s [

™ GENAZ 09 - IEP Meeting Request Skipped A

I GENAZ 13 - Notice of Placement In Progress @

| GENAZ 14 - Notice of IEP Skipped r'y

I IEP In Progress @
Manual Process Move @
Move To ~ | Move To “| Move| ExitProcess u

Figure 6-6 SE Student Screen Process Docs Tab Manual Move

Note: Prior to moving a student to another process, verify that all “in process”

documents have been deleted or finalized. (In process documents are documents
in edit mode indicated by yellow icons.)

To manually move a student to another process:
1. Navigate to SE Student Screen, Process Docs tab.
2. Scroll to Manual Process Move.
3. Select the appropriate process from the first Move To.

Annual Review
Initial Evaluation
Preschool
Reevaluation

Transfer 9
Mave To ~] Move To

W)

Manual Proc

Figure 6-7 Manual Move Process Drop-down list

4. Click the Move button.

5. If there are any documents that have not been finalized or deleted you will be prompted to
finalize or delete. A Move Student screen displays.
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Move Student (]

You are about to move the student into
another process. The Ad Hoc documents
and the IEP will move with the student. All
other process documents will be deleted
including the MET. If you are sure you want
to move the student, type the word YES in
the space provided below, and then click
the Continue button below.

Confirm Move

Continue | Cancel|

Figure 6-8 Move Student Message Box

6. Type Yes in the Confirm Move and click the Continue button. The student displays in the
new process.

To manually exit a student from special education:
1. Navigate to SE Student Screen, Process Docs tab.
2. Scroll to Manual Process Move.

Manual Process Move

Move To + | Move To | Move Exit Process u_

Figure 6-9 SE Student Screen Process Docs Tab EXxit Process Button

Click the Exit Process button. The Student Exit from Special Ed window displays.
Enter the Exit Date MM/DD/YY format or click :+ and select.

From the drop down select the appropriate Exit Reason.

Type in the Exit Explanation in the textbox.

Click Exit from Special Ed.

N o ok w

Student Exit From Special Ed @

You are about to exit the student from Special Ed. If you are sure you want to exit student, type in the
fields below, and click the Exit from Special Ed button. Otherwise click the Cancel button to cancel this
request.

Exit Date Exit Reason Exit Explanation
07/05/2012| v

[ Exit from Special Ed |I Cancel

Figure 6-10 Student Exit from Special Ed

The student will be removed from all active special education processes. Any document created
and finalized up to and including the Notice of Intent to Test, will move to the student’s Historical
Docs tab.
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Chapter Seven:
STUDENT TRANSLATION
DOCUMENTS

In this chapter, the following topics are covered:
» Access the Student Translation Documents screen

» Translating documents
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STUDENT TRANSLATION DOCUMENTS

Synergy SE allows for document templates to be translated into other languages for parents and
guardians needing documents in a different language.

ACCESS THE STUDENT TRANSLATION DOCUMENTS SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

ve 4 Quick Launch w,

Figure 7-1 Synergy Navigation Tree

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

[ESyrergy SE_] = Synergy SE
P Synergy SIS PNTL
P Parent
P Query
Figure 7-2 Synergy SE Folder Expanded P Sttt
P Student
P System
P User Preferences
P Synesgy SIS

3. Under the Synergy SE folder, click on the name Student or P pointing right next to it.

W Synergy SE
b NTL
P Parent
P Query
P Staff
PSuien ) m— | v
System P Reports
D User Preferences | 2o
ﬁ Portfolio
Figure 7-3 Expand Student Folder -
&5 SE Student
y"‘ Student Notifications

4, Click on Student Translation Documents.

Student Translation Documents («
Student Name: Student|D: Gender: Birth Date:  Gradse:
I |
Last Name First Name Middle Name  Student ID Gender Birth Date
| | | | v

Grade
v
Primary Language Home Language
|| vl
Q|

Original Document Groups
e| Start Date

Figure 7-4 Student Translation Documents Screen
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TRANSLATE A PROCESS DOCUMENT

5. Enter the student's Last Name and Student ID number.
6. Click Find or press ENTER.

If the student's full name or Student ID is unknown, use the available search options explained in
Chapter Two: Finding & Sorting Records.

Student Translation Documents (]

1

Student Name: Labianca, Douglas S. Student ID: 888763 Gender Male Birth Date: 05/251996 Grade: 11

|
| Documents |

Last Name First Name Middle Name  Student ID Gender Birth Date Grade
Labianca Douglas s 388763 Male v 05/25/1996 1 v
Primary Language Home Language
~ English b
Original Groups O
| | \
11/29/2012 Process [Transfer .
11/28/2012 Process Reevaluation
11/29/2012 Process \Annual Review

Figure 7-5 Student Translation Documents Screen

The Original Document Groups separates the available documents by the processes the student
has been in or may be in currently.

1. Click on the Document icon in the Workflow/Process where the document to translate
resides. The Translation Documents screen opens.

Translation Documents =

Student Name: Labianca, Douglas 5. Student |0: 888762 Gender Male Grade: 11 BirhDate: 05/25/1596 |

Documents |

Workflow/Process Mame

Group Start Date
Annual Review

Process 1292012 [F
Translated Documents | ass | Q)
[ [ Lina [oos T : Tos T == Tae
| || |'U-1J'1&'EU12 Translation IEP Annual Review Spanish Bt

~ English | v
Original Documents. 0
[ |o z IE |

’ D
Jmusxzmz Current [EP IEP [(c=]

Figure 7-6 Translation Documents Screen

Prmary Language Home Language v‘ Translation Language

Documents that have been translated display in the first section, Translated Documents, along
with the language used in the translation.

2. Click on the Translation Language drop-down and select the language to use.

3. Inthe Original Documents section, click the Create button next to the document to be
translated.

Note: Selecting the Translation Language will filter the results of the Original

Documents available for translation. Some documents may not be available in all
languages.

The document now displays in the Translated Documents section with the Document Date,
Document ID, Document Name, Translation Language, and Action.

4. Click the Edit link in the Action column to open the document for editing.

Translated Documents
[ o : = : Tos T -
(] 04/16/2012 [Translation IEP Annual Review Spanish it

Figure 7-7 Translation Documents Screen Edit Option
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StudentlEP (Spanish)

Figure 7-8 Document Title with Language of Translation

The document screen opens. The language of translation displays next to the document title. The
document will open allowing users to input or edit any additional information.
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Chapter Eight:
SYNERGY SE REPORTS

In this chapter, the following topics are covered:
» What reports are available through Synergy SE Staff
» What reports are available through Synergy SE Student
» How to customize the reports prior to printing
» Using the Job Queue Viewer
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»
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STAFF REPORTS

The available reports for Staff are found under Synergy SE > Staff.

ve @  Quick Launch I .

»

Figure 8-1 Synergy SE Navigation Tree
Open the Synergy SE Navigation Tree by clicking on the Tree button.

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

Under the Synergy SE folder, click on the name Staff or click on the blue triangle pointing

next to it.
Synergy SE__] P (=Synergy sE_J
P Synergy SIS PNTL

P Parent

P Query

b Start

P Student

P System

D User Preferences
P Synergy SIS

Figure 8-2 Synergy SE Folder Expanded

Under the Staff folder, click on the name Reports or click on the blue triangle pointing right
next to it.

@ Synergy SE
P NTL
P Parent

b Que
- | v staff

P Student Reports

P System
D User Preferen Figure 8-3 Synergy SE Staff Reports

Click on the name or the icon of the report to open.
Select the options to be used in printing the report. The report descriptions follow.

Once the report options have been set, click on the Print button. The report will display as
a PDF file, which can be sent to the printer or saved.
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CAS01 - CASE LoAD
PAD Location: Synergy SE>Staff>Reports

The Case Load report prints the case load for each case carrier at the selected school. The report
includes the list of students for whom the user is listed as Case Carrier on the student’s Team
List.

Report Interface b
Name: Case Load mumber CAS01  Fage Crientation: Portrait
Dptimui Sort / Output | Conditions | Selection | Advanced
Filter 9

Selected School Name

Case Carrier Q|
Last Name First Name

REPORT OPTIONS:

Filter:

School must be selected using the Selected School Name.
Case Carrier:

Optional to filter by individual staff name using Last Name and First Name. If these fields are left
blank the entire case load for each user at the selected school will print.
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i - A0M-2012
m Hope High School ;::mtﬁ;lﬁ.lﬂ'l 1
w Case Load

Aaron, lan

Aargn, Theresa
Abdulbari, Kathy A
Algjandrez, Wilie JR
Ammenta, Sandra
Cevington, Louis L.
Jack, Chris E.
Martinez, Henry E.
Maya, Diane P.
Pablo, Roy J.
Rabinowitz, Rose A,
(Student, Elementary D.)
Zelda, Manny

Total: 13

Printed by Adman User 200800272012 1:21 FM Edupoint Schad Dastact Fage 1081
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CLS-LST-01 - CLASS LIST
PAD Location: Synergy SE>Staff>Reports

The Class List report prints the class list for the selected staff member. The report includes the list
of students for whom the user is listed as a team member. The grade, gender, school, next IEP
date and next Eval day is included in the report, also.

REPORT OPTIONS:
Enter Staff Last Name and Staff First Name to filter the team list for that staff member.
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Adams Elementary School Year 20112012
==/ Class List Report: CLS-LST-01
Staff Hame: Andrews, Mark
Stedent Narme Grade Gander School Naxt IEP Datie Naxt Eval Date
Aaron, lan 04 Male Adams Blementary 11052012 0123205
Aaron, Theresa o1 Female Adams Elementary
Abdulbar, Kathy A o2 Female Adams Blementary
Algjandriz, Wilke JR 03 Male Adams Elementary
Arrmanta, Sandra (253 Female Adams Elementary
Covington, Lowis L o3 Male Adams Elementary
Jack, Chis E om Male Adams Elementary ozAov2012 o202
Martinez, Haney E o3 Male Adamsz Elementary 07 032013 0272602013
Maya, Diane P. P5 Female Adams Elementary
Fablo, Roy.. oz Male Adams Elementary
Rabinowilz, Ross A o1 Female Adams Elementary
(Swudent, Elementary D) 04 Female Adams Elementary
Zelda, Manny 05 Male Adams Elermentary 077272015
Total 13 Studierits
Printed by Adrmin Lisér a1 07520020 2 1216 FPM Edupont School District Page 1 o1
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TCH401 - STAFF DIRECTORY
PAD Location: Synergy SE>Staff>Reports

The Staff Directory report prints the staff information for all staff at the school of focus. The report
includes names, email addresses, telephone numbers and addresses of all staff members.

Report Interface

Mame: Staff Directory wumber TCH401 Page Crientatisn: Portrait

Address Type
Home Address bt

L Opﬁ'ﬂ‘ﬂﬂl_ SortfOutput | Conddions | Selection | Advanced
Staff Info L:
Gender Type
w w

REPORT OPTIONS:
Staff Info:

Filter by Gender. Leave blank to return both genders.
Filter by job Type such as Teacher, Custodian, Counselor, or leave blank to return all job types.
Filter by Address Type such as Home or Mailing Address. Selecting blank field

will return both address types.

112
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Edupoint .
Hope High School vear 2011-2012
Staff Directory Report: TCHAO1
N one
Stafl Hame Gen  E-Mail Ty Hurrber Exn Home Address City St Zipcode
Liser, Adimin M @edupoint com 10ED0 W Addizon Clben AZ B5212
Counselor
Vesta, Cindy F emal@ Wik 4805551234 1550 E Mckelips 512 107  Phoenix AZ B5604
edupoinl com
Maintenance
MG, Tom M emal@ Wioek AB0-5551234 232 1550 E Mockedlps FPhoenix AZ BS5E04
edupoint com
miNTis, esc M
et
Raed, Cindy F emali@
edupoint.com
Teser, ESR M emald@
edupoint com
Teacher
Aderson, Gordan M MEMACOMT Cal BI-55%1134 456 Todins Chendilir AL BSIXS
Adm Office, Adm Office M emali@
edupontcom
Andrews, Mark M emaili
duponl com
adhur & Andrea F emailg®
edupoinl.com
Alterd Ofice, ARend OF M emal@
edupoint com
Abwood 5., Sharon F emal@
edupoind com
Audio Visual Audio Visual M emali@
edupont com
Baniszeweid, Nancy F emalfD
edupont com
Baer M., Michale F emal@
OUPOINLCON
Becker A, Alison F oo oemal@
dupoind conm
Becker Z, Chris M emaliD
edupont com
BehrmA., Angaks F omal@
eduponlcom
Bl G5, Genice M emali@
edupont.com
BlackbumM., Matt M emal@
edupomnlcon
Blahak P, Pele L] emall@
edupoint.com
Blasdel W, Wandy F emailig
edupont com
Beonjowr R, Richard M emailg@
eduponlcom
Bookaone, Bookstone M emal@
edupont com
Bordwel R., Robed L] emal@
edupont com
Brady J., James L] emal@
edupointcom
Brand P, Pada F emalf@
edupont com
Brgiand ., Cheryl F el
sduponlcom
Bronk ., Clayton Mo emal@
edupont.com
Brrwn P, Palricia F emal@
eduonl.com
Printed by Admin User at OT/302002 1216FM Edupeint School District Page1of1
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STUDENT REPORTS

The available reports for Student are found under the Synergy SE Student menu. Extract reports
provide a total count of records processed. Individual reports print out information about a single
student, but can be printed for multiple students at one time. Labels reports provide mailing labels
for the students. List reports generate a list of students and their information as specified by the
description. Summary reports generate summaries for multiple students.

To access the available Student reports:

ve @  Quick Launch I .

Figure 8-4 Synergy SE Navigation Tree
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

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

Synergy SE__] ? (=Synergy s€_)

P Synergy SIS P NTL

P Parent

P Query

b Staft

P Student

P System

P User Preferences
P Synergy SIS

Figure 8-5 Synergy SE Folder Expanded

3. Under the Synergy SE folder, click on the name Student or click on the blue triangle
pointing right next to it.
4. Click on the name Reports or click on the blue triangle pointing right next to it.

5. Repeat the process to access any of the report categories.

P Synergy SE

= Synergy SIS
P Accommodations
b Attendance
b Az
P Course
P Course History
P Discipline
P Discipline Incident
P ESR
P Fees
P Grade Book
b Grading
P Health
P Locker
P Mass Scheduling
P Parent
P Query
P Schedule

* Staff
= Student = Student
» Student Programs ‘ # = Reports

P System P Extracts
P Test History Figure 8-6 Expand Student Reports P Individual
b User Preferences P Labels
P Test History

———— | User Preferences : - ) ——————
114 Copyright® 2012 Edupoint Educational Systems, LLC




Synergy SE National User Guide Chapter Eight

6. Click on the name or the icon of the report to open.
7. Select the options to be used in printing the report. Individual report descriptions follow.

8. Once the report options have been set, click on the Print button. The report will display as
a PDF file, which can be sent to the printer or saved.
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ELIO1 - ELIGIBILITY LIST
PAD Location: Synergy SE>Student>Reports

The Eligibility List provides a list of students based on primary disability options selected. The
report includes student name, ID and address, parent information, primary language and

disability.

Report Interface

o

Mame: Eligibility List Mumber ELID1 Page Orientation: Portrait

Flterll Sort/Output | Conditions | Selection | Advanced

Disability

Disability CudESM
[_laumsm [_JEMOTIONAL DISABILITY [_|HEARING IMPAIRMENT
| _|MODERATE MENTAL |_ISEVERE MENTAL
|_IMILD Intellectual Disability RETARDATION RETARDATION
| IMD/SEVERE SENSORY

[_IMULTIPLE DISABILITIES e [_|OTHER HEALTH IMPAIRED

|_|orTHOPEDIC |_|SPECIFIC LEARNING
e [_JPRESCHOOL SEVERE DELAY o

[_ITRAUMATIC BRAIN - [ |SPEECHAANGUAGE
linoury L IVISUAL IMPAIRMENT IMPAIRED

|_|DEVELOPMENTAL DELAY

REPORT OPTIONS:
Disability:

Check specific disability to filter or check Hi< to select all. If NO disabilities are checked the

report prints ALL student’s primary disabilty.
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Hope High School
Eligibility List

ELL Flusency
Lewel

Year: 2011-2012
Report: ELIMN

]
Sttt/
Student Number Shadent Name Birth Date  Weat EF Dabe  Flacement
o Aaron, Susan OA0N2004  OADS2012
Father Fhilip Aaron 480-855-8T8T
1853 5 Val Vista Dr. Mlesa, AZ 85234
Maother Fathbeen Axrmn A80-555-1214
1643 5 Val Vista Dr, Mesa, AZ 85234
1209352 Ackerman, Brion M. 1004668 12012010
Mathar Diana Ackernan 480-555-0632
20110 N Lindsay Rd, Temps, AZ 85082
Father Eugens Ackerman 480-555-2503
2010 N Lindsay Rd, Tempe, AZ 850482
Seril Akirvs, Shaem E. OHTIEeE Q2012010
Misther Bartasy Aking. BO-555-2438
1522 N Gentry Ci, Tempe, AZ B5882
Father Adam Alirs A80. 5550405
1822 N Ganiry Ci, Temps., AZ G502
15MMH Babb, Mk B LR - e ]
Father Waler Babb 4B0-555-p08T
1833 'W Garden 51, Mesa, AZ 85812
Mothar Sarah Babb 480-855-2088
1533'W Garden 51 Mesa AZ 85012
ATETED Facio, Wayre E. AxSees  o2e2011
Father Alan Fatio 4B0-555-4820
137 N Miller St Mesa, AZ BSA20
Mathar Diana Magana A80-555-4000
137 N Malker St Mesa, AZ 85820
B3105 Galarza, Jerry M. OToeraeeT 120
Father Aaron Galarza

Mo Address Grven, Phosnic, AZ 05004

MUILD MENTAL
RETARDATION

OTHER HEALTH IMPAIRED
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EMAIL-EVAL - EVALUATION DUE DATE REPORT
PAD Location: Synergy SE>Student>Reports

The Email Evaluation Due Date prints a list of all the Evaluation Due Dates in the user’s Portfolio,
Content of the report can be modified by selecting the number of days to look ahead. A comment
can be added that displays in the body of the email.

Report Interface b

Mame: Evaluation Due Date Report Number: EMAIL-EVAL Page Orientation: Portrait

| ODﬁQHIL Sort fOutput = Conditions = Selection = Advanced
Email Content:

Days to Look Ahead: Type:

| Send Email
Use "Default Email’
Comment: [B] O

REPORT OPTIONS:

Select from Email Content: ™, if no content is in current display.

Enter the number of Days to Look Ahead.

Select from Type ¥ whether to look ahead using Calendar Days or Business Calendar Days.
Enter a Comment, if desired.

Use [# to spellcheck.

Use @ for more space.
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Ed
[ﬁ Haope High Schoaol Year 2011-2012
— Evaluation Due Date Report Report: EMAIL-EVAL
Days to Look Ahead: 180 Type: Buginess Calendar Days
From Emall Address: Send Emall [
Comment:
Case Manager: Admin User Emall Address: @edupoint.com Email Status: Mot Sent
Saudent Id Saudent Narw Grade  DueDate Darys Unl Dus School
BBETE3 Lataanea, Douglas S 1 0% 2012 27 Hope High School
BEE34E Pace, Michele L 1 08123012 34 Hope High School
101768 Srrith, Hanry J 12 1013012 43 Hope High School

Case Manager: Mark Andrews

Email Address: emall@edupeint.com Email Status: Not Sent

Ssudeni I Ssudenl Harmw

Gopde Cue Date Days Unil Dus Schopl

101768 Smith, Hamry J

12 12012 4% Hope High School

Case Manager: Rob Wilson

Emall Address: emall@edupoint.com Email Status: Not Sent

Sudent Id Sudemt Name:

Grade Due Dt Days Uniil D School

ansae3 Abbott, By C

12 02012 48 Hope High School

Feiniled by Admin Ugar 6 OROD2012 104 FM

Eduport Sehool Drel

Paga 1611
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EMAIL-EVENT - TIMELINE EVENT DUE DATE REPORT

PAD Location: Synergy SE>Student>Reports

The Timeline Event Due Date Report emails specified users with a report of all timelines for the
selected events. Content of the report can be modified by selecting the number of days to look
ahead and selecting different events to include. A comment can be added that displays in the

body of the email.

Report Interface

REPORT OPTIONS:

Ld

Mame: Timeline Event Due Date Report Humber EMRAIL-EVENT Page Orientation: Portrait

Select from Email Content:
*, if no content is in current

Events to Include
Initial Evaluation - Parent Notice

Initial Evaluation - Parent Response

MET

Eligibility

IEP

Triennial Reevaluation

Initial Evaluation -
Initial Evaluation -
Initial Evaluation -
Initial Evaluation -
Annual Review - Eligibility
Annual Review - IEP
Annual Review - Tnennial Reevaluation
Reevaluation - Eligibility
Reevaluation - IEP
Reevaluation - Triennial Reevaluation
Transfer - Eligibility
Transfer - IEP
Transfer - Triennial Reevaluation
Preschool - Eligibility
Preschool - IEP
Preschool - Trennial Reevaluation
504 - Eligibility
504 - [EP
504 - Triennial Reevaluation
504 2 - Eligibility
504 - IEP
[ /504 - Triennial Reevaluation
504 2 - Eligibility
504 2 - IEP
504 2 - Triennial Reevaluation
Gifted - Eligibility
Gifted - IEP
Gifted - Triennial Reevaluation
Send Email

Use ‘Default Email
Comment: [5] O

Qplim:[ Sort/ Qutput | Conditions | Selection = Advanced )
Email Content: dlsplay.

v Enter the number of Days to
Days to Look Ahead Type Look Ahead.

Select fromType ¥, whether

to look ahead using Calendar
Days or Business Calendar

Days.

Events to Include:

Filter report by selecting
Events to Include.
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Ed
ﬁ Hope High Schocl ;oﬂr %EDEEENT
Timeline Event Due Date Report opod

Type: Business Calendar Days
From Emall Address: Send Emall [
Comment:
Case Manager: Admin User Emall Address: @edupoint.com Email Status: Mot Sent
Sauden 14 Student Nama Geada Evan Due Date Days Unbl Due Schosl
BEATE3 Labianca, Dowglas S 1" IEF 04rerz012 74 Hape Hagh Schoal
BEETER Labianca, Douglas 5 1" Triennial Reevaluation o201z v Hope High Schoal
BEE34E Pace, Michelle L 1" Trenmal Resvaluation 0832012 k] Hope Hagh Scihoal
101768 Srth, Harey J 12 Tremmal Reevaluabon 102012 49 Hope Hagh Scheal

Case Manager: Mark Andraws

Email Address: email@edupoint.com

Email Status: Mot Sent

Studani Id Studsni Namsy

Genida Evant

Chue Date Days Unbl Dus School

101768 Srth, Harmy J

12 Triennial Reevaluabon

10102012 A4 Hope Hagh Schoal

Case Manager: Rob Wilson

Emall Address: emall@edupelnt.com

Email Status: Mot Sert

Saudent Id Studen Name Geade Event Drue Date Days Until Due Schoal
abs4e3 Abbott, Billy C 12 Triennial Reevaluation 102012 48 Hope High Schoal
anses Abbott, Bally C 12 IEP 1202 B4 Hape High Schoal

Pairad by Admin Lhsar o DROZE0N2 105 FM

Edupoind School Distrct

Page 10l 1
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EMAIL-IEP - IEP DUE DATE REPORT
PAD Location: Synergy SE>Student>Reports

The IEP Due Date Report emails a report of the due dates of all IEP dates of students in the
user’s Portfolio. Content of the report can be modified by selecting the number of days to look
ahead. A comment can be added that displays in the body of the email.

Report Interface b
Mame: IEP Due Date Report Humber EMAILAEP Fage Crientation: Portrait
'Dp'lionsi Sort/ Output | Conditions | Selection | Advanced

Email Content:
Days to Look Ahead: Type:

Send Email
|Use *Default Email
Comment: [] @

REPORT OPTIONS:

Select from Email Content: , if no content is in current display.

Enter the number of Days to Look Ahead.

Select fromType ¥, whether to look ahead using Calendar Days or Business Calendar Days.
Enter a Comment, if desired.

Use [# to spellcheck.

Use @ for more space.
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Edl
ﬁ Hope High School Year  2011-2012
= IEP Due Date Report Fepot EMAIL-IEF
Cays to Look Ahead: 180 Type: Business Calendar Days
From Emall Address: Send Email [
Comment:
Case Manager: AdminUser Emaill Address: @edupointcom Email Status: Mot Sent
Student Srudent Nars Grpde D Dk Drrye Untl Dus Schosd
BBETER Labeanca, Douglas n can a2 74 Hape High Schocl
Case Manager: RobWilsen Email Address. email@edupeint.com Email Status: Mot Sent
Saudent i Student Name Gipde Dt Dk Drays Lol Dus Schodd
a0saes Abbatt, Bily C 12 12202 B4 Hope High School

Faga 1 11

Ecupinl School District

Frinad by Adman Lgar o DRARN2012 107 FM
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EMAIL-OVER - TIMELINE OVERDUE REPORT
PAD Location: Synergy SE>Student>Reports

The Timeline Overdue Report emails a report of all overdue documents associated with the
user’s Portfolio. Content of the report can be modified by selecting the number of days to look
ahead. A comment can be added that displays in the body of the email.

Report Interface

Mame: Timeline Overdue Report Mumber EMAIL-OVER Fage Orientation: Portrait

| ﬂl}'lil:ll'lﬂl_ Sort fOutput | Conditions @ Selection = Advanced

Email Content:

Type:

W

Send Email
Use Default Email

Comment: [ O

REPORT OPTIONS:

Select from Email Content: ¥, if no content is in current display.

Select fromType *, whether to look ahead using Calendar Days or Business Calendar Days.
Enter a Comment, if desired.

Use [# to spellcheck.

Use @ for more space.
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Synergy SE National User Guide

Chapter Eight

Ed

ﬁ Hope High School Yesr 20112012

, A Report: EMAIL-CVER

e Timeline Overdue Report
Type: Calendar Days
From Email Address: Send Email [
Comment:
Case Manager: Admin User Emall Address: @edupoint.com Email Status: Mot Sent
Saudent i Student Nams Geade  Evenl Due Dabe Overdus Days  School
BBETER Labianca, Douglas S " IEP 042012 m Hape Hagh Schoal

Case Manager. Rob Wilsen

Email Address: email@edupoint.com Email Status: Mot Sent

Saudenl W Student Nama Geada Evani Dhue Dabe Cvaedus Daye  Schoal

a0zaT0 (Abemethry, Anne E.) 10 MET 1107889 4845 Hape High School

02870 (Abemethry, Anne E) 1} IEF 1117989 4535 Hope High Schoal

Peawilad by Admin Ugar ol OF 20002 10:44 AM Bdupnind School Disrict Page 1 o1
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EVAO1 - EVALUATION LIST
PAD Location: Synergy SE>Student>Reports

The Evaluation List report prints a list of all students with the Review Type selected in the report
options. The report includes Student Name, 1D, and Date Due of the Review or Triennial.

Report Interface \

Mame: Evaluation List Number: EVAD1  Page Crientation: Portrait

Dpﬁan:i Sort/Output | Conditions | Selection | Advanced
Options
Start Date End Date Review Type

o ¥ v

REPORT OPTIONS:

Enter a Start and End Date or click % and select dates, to filter the period of time for the report

to cover.
Select from the Review Type * to filter the records to display. The choices are All,

Annual/lnitial, or Triennial.
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=

Hope High School
Evaluation List

Year: 2011-2012

e il
I Student Mame  Date Finished  Date Due Review Type DIS Services  Mental Health?
123456  Aaron, lan 1170512 Annualinitial No No|
123456  Aaron, lan 11/05/12 Annualinitial No No
905783  Abbott, Billy 11728112 Annual& Trienial No No
123456  Ackerman, Brian C. 09/05/14 Annuald Trienial Mo Mo
123456  Akins, Shawn 030512 Annual& Trienial Mo Mo
123456 Babb, Mark B. 0212314 Annualinitial No No
123456  Facio, Wayne D. 1211212 Annuald Trienial No No
123456 Galaza, Jerry G. 11/0512 Annuald Trienial Mo Mo
123456 Laffoon, Craig E. 031514 Annual& Trienial Mo Mo
123456 Martinez, Henry E. 011114 Annuals Trienial No No
Printed by Admin User a1 0372172012 2.00FM Edupaint School Distd Page 1011
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IEP-DIS-00 - IEP DISABILITY

PAD Location: Synergy SE>Student>Reports

The IEP Disability report prints a list of all students that includes selected details of their current,
previous, and draft IEPs. The list is sorted by Case Carrier. The report includes Student Name,
ID, Grade, IEP and Triennial dates and School. Disability and Services Provided are

displayed,also.

Report Interface

(«

REPORT OPTIONS:

Name: IEP Disability wumber IEP-DISDD Page Crientation: Landscape

This report may be filtered by

me-[ School Fiter | Sort/Output = Conditions | Selection  Advanced . .
Staff Last Name Staff First Name ROIe_’ P”mary Ethnic Code,
Participation, IEP Status,

== Grade Level, Service, and or
[ Teacher of DHH [ case Carier interpreter [ Psychologist Primary Disability.

] - ] Speech/Language ] Literacy ] Early Intenv.
[ ITeacher SR Therapist Specialist Trans. Specialist

" T [ Assistive ] Cccupational ] Physical
[l Autism Specialist Technology Specialist Therapist Therapist

Primary Ethnic Code

(" IBlack or
African Amernican

Dlwhite [ Jasian =
] I

Russian Norwegian

or Alaskan Native
" ITurkish

other Pacific Islander

Hispanic

Participation

| v|

Miscellaneous
ESY ELL

W

LS
: ¥
e 5
JCmM JD"I“. _]Pmms
._quu _Jﬁoguu ._]FﬁPEo:fm
JTI'I“IIMI‘

Grade Level QI
7 7Y ) o Y

@

Service et

] Academic Support
JMminisuaﬂnn of Medication |_ Adult Living Preparation
|| aide Sves - Personal

[ dapted Physical Education | |adaptive Skills
[ |advocacy skills
[ aide Sves - Reinforcement of || side Sves - Reinforcement of

@

| HEARING IMPAIRMENT [ MILD Intellectual Disability
| MULTIPLE DISABILITIES

("] OTHER HEALTH IMPAIRED

(] PRESCHOOL SEVERE DELAY
| TRAUMATIC BRAIN INJURY

[ | SPEECHNANGUAGE IMPAIRED

[ ORTHOPEDIC IMPARMENT

[ lvisuaL IMPAIRMENT
[ | DEVELOPMENTAL DELAY

Care/aDL BehawPsych-Soc Goals QIT Goals
] aumsm [ |EmOTIONAL DISABILITY

_l MODERATE MENTAL RETARDATION U SEVERE MENTAL RETARDATION
[ MD/SEVERE SENSORY IMPAIRMENT

[ | SPECIFIC LEARNING DISABILITY

"Note: Example above does not display all checkbox selections provided.
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m Hope High School Year 20112012
IEP Disability Report: IEP-DIS-00
Student Name:  Aaron, lan ID: 129442 Grad 04 Next IEP Date:  11/05/2012 Trennial Date: 0172312015
Case Carrier: Wilson, Rob School:  Adams Elementary Home School:  Adams Elementary
|EP Status: Current Primary Disability: DEVELOPMENTAL DELAY E jad School Year: ELL: ImP Accommodation Test
Program/Service Projected Location - MinHrs. Per
* Indicates Primary Servies Stan End e Setling Mode Frequency Session
Anger Management 1W3I2011 10252012 Special every month 240 min = 4.00 hrs
|EP Status: Current Primary Disability: DEVELOPMENTAL DELAY E jed School Year: ELL: P Accommodation Test
Program/Service Projected Location . MinfHrs Per
* Indicates Primary Senvice Stan End  isie) Setting Mode Frequency Session
Anger Management 1W3IN2011 1032012 Special every month 240 min = 4.00 hrs
|EP Status: Draft Primary Disability: DEVELOPMENTAL DELAY Extended School Year: ELL: P Accommedation Test:
Program/Service Projected Location . MiniHrs Par
* Indicates Primary Senice Stant End gy Setiing Mode Frequency Session
Aide Sves - Personal Care/ADL TWI2011 1032012 per week 60 min=1.00 hrs
Expressive/Receptive Language (SLI) AWIA2011 10252012 Special every month 240 min = 4.00 hrs
Academic Support 03162012 03152013 General parday 60 min=1.00 hrs
Student Mame:  Ackerman, Brian M. ID: 120952 Grad 09 Next IEP Date:  01/17/2013 Trennial Date: 04/28/2014
Case Carner: User, Admin School: Truman Middle Schoal Home School: Truman Middle School
|EP Stats: Current Primary Disabiliyy: SPECIFIC LEARNING DISABILITY B jed School Year: ELL: TP Accommodation Test:
Program/Service Projected End Location Sei Mode F MinfHrs. Per
* Indicates Primary Senvice Stant (Site) ng TeqUENCY Session
Basic Reading Skills 022012 MNT2013 Special every month  60min=1.00 hrs
|EP Status: Draft Primary Disability: SPECIFIC LEARNING DISASILITY  Extended School Year: ELL: P Accommedation Test:
ProgramiService Projected Location i MiniHrs. Per
* Indicates Primary Service Start End gy Setiing Mode Frequency Session
Basic Reading Skills Special every month  B0min=1.00 hrs
Swudent Mame:  Akins, Shawn E ID- 962860 Grad 06 Mext IEP Date:  01/30/2012 Triennial Date: 03/07/2012
Case Carrier: Harn, Cissy School: Washington Elementary Home School: Washington Elementary
|EP Status: Current Primary Disability: MILD Imtellectual Disability E jed School Year: ELL: ImP Accommedation Test
Program/Service Projected Location i MiniHrs Per
 Indicates Primary Servics San End  iche) Setiing Mode Frequency Session
Basic Reading Skills 0312011 01302012 Genersl per wask 180 min =3.00 hrs
Artic/Language (L1} 017312011 2N2012 General per wesk 60 min=1.00 hrs
Communication Skills 01312011 01B2012 General par wask 60 min=1.00 hrs
Cognitive Skills 01312011 MBN2012 General per week €00 min = 10.00 hrs
Cognitive Skills 0173172011 MBN2012 Special per week 600 min = 10.00 hrs
|EP Status: Draft Primary Disability: MILD Imtellectuzl Disability E dad Schoel Year: ELL: P Accommedation Test
Program/Service Projected Location _ MiniHrs Per
* Indicates Primary Senvice Stan End  "igie) Setting Made Frequency Session
Printed by Admin User zt 03/21/2012 2:03 PFM Edupoint School District Page 10f2
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IEP-DIS-01 - IEP DISABILITY (SORT BY CASE CARRIER AND SCHOOL)

PAD Location: Synergy SE>Student>Reports

The IEP Disability report prints the same information as the IEP-DIS-00 report but displays the

information sorted by Case Carrier then by School.

Report Interface («

Mhame: IEP Disability (Sort by Case Carrier and School) Munbe: 1E2-DIS-01 Page Orientation: Landscape
Filters I_ School Fiter | Sort/Output | Conditions | Selection  Advanced

Staff Last Name Stalf First Name

Role

[ I Teacher of DHH lcase carrier Jlmerp-reter ] Psychologist

L ] Speech/Language ] Literacy '] Early Interv.
[ Teacher Specialist Therapist Specialist Trans. Specialist
e . [ | Assistive ! loceupational || Physical

L Autism Specialist Technology Specialist Therapist Therapist

Primary Ethnic Code

J Black or I : T s |_ American Indian JNal'rve Hawaiian or |_
African American [ lwhite [_Asian or Alaskan Native  other Pacific Islander Hispanic

: ] ]

[ JTuridsh Russian Morwegian

Paricipation _
; <

Miscellaneous J

ESY ELL MP

| v| w v!

J Current J Dreaft [_ Freious

._| Disagres '—| Proposal ’_ FAPE Offar

_I Did Mot Sgn .J Temporary l_ On Hold

jTrertl‘tim'i

Grade Level D00 @

7 7 Y

Primary Disability DR 6.

[ launsm [ emoTionAL DisaBILITY

[ | HEARING IMPAIRMENT [ ImiLD intetlectual Disability

|| MODERATE MENTAL RETARDATION |_| SEVERE MENTAL RETARDATION

:I MULTIPLE DISABILITIES E MOYSEVERE SENSORY IMPAIRMEMT

|| OTHER HEALTH IMPAIRED [ ORTHOPEDIC IMPAIRMENT

.—l PRESCHOOL SEVERE DELAY |—.SF'ECIF1C LEARNING DISABILITY

[ | TRAUMATIC BRAIN INJURY [ lvisuaL IMPAIRMENT

|| SPEECHALANGUAGE IMPARED || DEVELOPMENTAL DELAY

servies Qed o
" | Academic Support [ | Adapted Physical Education | |Adaptive Skills
._|Mministraﬁ0n of Medication || Adult Living Preparation [_]Advm:ecy Skills

_]Nae Sves - Personal || Aide Sves - Reinforcement of UNue Sves - Reinforcement of
Care/ADL BehawPsych-Soc Goals OIT Goals

*Note: Example above does not display all checkbox selections provided.

REPORT OPTIONS:

This report may be filtered by
Role, Primary Ethnic Code,
Participation, IEP Status,
Grade Level, Service, and or
Primary Disability.
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[i] Hope High School Voor 20112012
e IEP Disability (Sort by Case Carrier and School) Report: IEF-DIS-01
Case Camier: Harn, Cissy
Schoal: Washington Elementary
Student Name Student (D Grade Mext |IEP Date Triennial Date Home Schook
Akins, Shawn E. 962860 (i3 01/3072012 030772012 Washington Elementary
IEP Status:  Current ESY: ELL: ITP: A fation Test Primary Disability: ~ MILD Intellectual Diszbility

- Ind::::F’rimanr Servies P End (Site) Setling Mada Frequancy sl
Basic Reading Skills 0173172011 01/30/2012 General perweek 130 min=3.00 hrs
Antic/Language (SL1) 01/3172011 01/20/2012_General
Communication Skills 01/31/2011 01/30/2012_General
Cognitive Skills 0173172011 01/30/2012 General
Cognitive Skills 01/3172011 012002012 Special week 600 min = 10.00 hrs
|IEP Status:  Draf ESY: ELL: ITP: Accommodation Test Prnmary Disability:  MILD Intellectual Disablity

- Ind:::saprimaly Service P"g:!d End  igie) Setling Made Frequency “sﬂ'?n;h'

Basic Reading Skills General per week 180 min = 3.00 hrs
Communication Skills General per week 60 min = 1.00 hrs
Cognitive Skills General perweek 600 min=10.00 hrs
Cognitive Skills Special per week

Artic/Language (SLI} General per weak

Case Camer: User, Admin

School: Adams Elementary

Student Name Student D Grade Mext |EP Date Triennial Date Home Schook

Jack, Chns E 135183 01 0212012 021072012

[EP Status:  Cumem  ESY: ELC e: A fation Test Primary Dissbiliy: _ SPEECH/LANGUAGE IMPAIRED

- Ind:::‘F’rimaly Service Prieeed  Ema (Site) Setling Mode Frequency Mgl e
Articulation of Spesch Sounds (SLI)  © 0211/2011 (2102012 Specil perweek B0 min=100hrs
IEP Status:  Draft ESY: ELL: ITP: A {ation Test Prmary Disabality:

- Ind;::aF'rimanr Servies P End (Site) Setling Made Frequency Mo
Anticulation of Spesch Sounds (SLI)  © 0211/2011 02102012 Specil perweek B0 min=100hrs
Student Name Student [T Grade MNext |EP Date Trennial Date Home Schook
Martinez, Henry E. 148655 03 o27201 0226M2013
IEP Status:  Current ESY: ELL: ITP: Accommodation Test Primary Disabili: ~ SPEECHLANGUAGE IMPAIRED

B IndZ:::F'rimaw Service Profeced  End (Site) Setiing Made Frequency sl
Articulation of Speech Sounds (SL1) 02/2772010 02/26/2011_General perweek 30 min=050hrs
IEP Status:  Draft ESY: ELL- ITP: Accommaodation Test Prmary Disability: SPEECH/LANGUAGE IMPAIRED
Printed by Admin User 2t 03/21/2012 2:09 PM Edupoint School District Page 10f2
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RSKO01 - RISk REPORT
PAD Location: Synergy SE>Student>Reports

The Risk01 Report prints a list of special education students, sorted by School and then by Case
Carrier, and based on filtering options selected. It includes Student Name, Date of Birth, Student
ID Number and Primary Disability. It includes the Annual and Triennial Review Due Dates with
Days Remaining.

Report Interface b
Mame: Risk Report sumber RSK01 Fage Orientstion: Portrait
| Dprtiunil Sort/Output | Conditions = Selection  Advanced
Options (&
Mumber Of Days

REPORT OPTIONS:
Enter the Number of Days in the future for the report to collect information to display.
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Hope High School Year: 2011-2012
Ll Risk Report Report: RSKO1
School: Adams Elementary
Case Carrier: User. Admin
Case Carrier Annual Review Triennial Review
Date of Student ID o . S Days Days
Student Name Birth Number Primary Disability Name Phone # Due Date Remaining Due Date Remaining
Jack. Chns E. 08/18/2005 135183 ISP:II’EEI%EVEI)_ANGUAGE User, Admin unspecified 02/10/2012 -40 02/10/2012 -40
Martinez, Henry E. 11/28/2003 148655  SPEECHALANGUAGE User. Admin unspecified 02/27/2011 -388 02/26/2013 341
IMPAIRED
Case Carrier: Wilson, Rob
Case Carmier Annual Review Trennial Review
Student Name Dateof  StudentD pyimary Disability Name Phone# DueDate o D2’ DueDate p D2rs
Aaron, lan 04/12/2002 129442 DEVELOPMENTAL DELAY Wilson, Rob 480-555-  11/05/2012 228 01/23/2015 1037
1234
Printed by Admin User & 032172012 214 PM Edupont School Distct Page 1078
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RSKO02 - RISk REPORT
PAD Location: Synergy SE>Student>Reports

The Risk02 Report prints a list of special education students, sorted by Case Carrier and then by
School, and based on filtering options selected. It includes Student Name, Date of Birth, Student
ID Number and Primary Disability. It includes the Annual and Triennial Review Due Dates with
Days Remaining.

Report Interface («

Mame: Risk Report Number RSKD2Z Fage Orientstion: Portrait

| Dpﬁun:l Sort/ Qutput | Conditions | Selection | Advanced
Options .
MNumber Of Days

REPORT OPTIONS:
Enter the Number of Days in the future for the report to collect information to display.
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ﬁ' Hope High Schodl Ve 30110012
Risk Report Repor REKOZ
Y »
Case Carrier: User, Admin
School: Hope High School
Cosa Cariar Annual Review Triannial Review
Dsoof  StudertiD
Stutsant Nams o Tacant 10 primary issbility Name Phone#  Dus Daw R-I:f:m Dus Date '.m.o
Labianca, Douglas 5 052719395 BSETR3 SFECIFIC LEARMIHG Liser, fdmin unapecilied  04M1G2012 =100 272013 508
CASABRILITY
Finied by Adwin Usar @l (T30 2017 .50 AN Edugerd School Distrct Fage 1of1
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RSKO03 - RISk REPORT
PAD Location: Synergy SE>Student>Reports

The Risk03 Report prints a list of special education students, sorted by Triennial Remaining
Days, and based on filtering options selected. It includes Student Name, Date of Birth, Student ID
Number and Primary Disability. It includes the Annual and Triennial Review Due Dates with Days

Report Interface («]
Name: Risk Report number RSK02 Page Orientation: Portrait
| np'linns|_ Sort/Output = Condiions = Selection | Advanced
Options &

Number Of Days

Remaining.
REPORT OPTIONS:
Enter the Number of Days in the future for the report to collect information to display.
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Hepe High School Year 20113012
Risk Report Repot: RSKDG
Trignnial Rgenaining Dy E]
Case Carrier Aonual Rview  Trianninl Review
Stugert Namw Duto of B proent D Brimary Disabity e Frones  DuoDue oo DweDuw o oolh  Gchoot Hame

Latigrecs, Dowigias 5 O57WISES  B88TE3  SPECIFIC LEARMING Liser, Agmin urspecled NS00 <101 127203 508 Hope High School
DIZARRITY
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RSKO04 - RISk REPORT
PAD Location: Synergy SE>Student>Reports

The Risk04 Report prints a list of special education students, sorted by Annual Remaining Days,
and based on filtering options selected. It includes Student Name, Date of Birth, Student ID
Number and Primary Disability. It includes the Annual and Triennial Review Due Dates with Days
Remaining.

Report Interface =
Mame: Risk Report Mumber RSK04 Fage Orientstion: Portrait
| [Options | Sort/Output = Conditions | Selection = Advanced
Options (&
MNumber Of Days

REPORT OPTIONS:
Enter the Number of Days in the future for the report to collect information to display.
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ﬁ Hope High School
Risk Report
b

Yoa: 20102012
Reepadt REKH

Annusl Fremalning Deys =101

Case Camier Anrusl Revies Triennial Review
Ebudont Herme Dot of Bary HNursbar Primary Disatslity et Phore & (O Carim Ferrainng [Doas Dt mﬂﬂ Mo
Lisbipncn, Douglas 5. SIS ESETED SFECIFIC LEARMIMNG ILkaes, Budenin wapesled G012 =101 127013 508 Hope: High Schioal
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S1S402 - SIS SYNCHRONIZATION LOG
PAD Location: Synergy SE>Student>Reports

The SIS Synchronization Log prints a log report of all the variances found between Synergy SE
and SIS.

REPORT OPTIONS:

Report Interface &
MName: 515 Synchronization Log Humber 515402 Fage Orientation: Portrait
_Onliona[ Sort/Output | Conditions | Selection | Advanced
Filter |

Select * * to report all variances between GENESEA and SIS
Select "Yes" to report only those variances that CAN be automatically synchronized
Select "Mo" to report only those variances that CANNOT be automatically synchronized

W

Filter:

Click the drop-down and

Select blank to report all variances between GENESEA (Synergy SE) and SIS.

OR

Select Yes to report only those variances that can be automatically synchronized.
OR

Select No to report only those variances that cannot be automatically synchronized.
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STU-001 - STUDENT LISTING

PAD Location: Synergy SE>Student>Reports

The Student Listing report prints a list of all students in Synergy SE. The report includes Student

Report Interface («
Mame: Student Listing nMumber: 5TU-001 Page Crientation: Portrait
| ListOptions | Sort/Output = Condiions = Selection = Advanced
Student List Conditions (& ]
Grade Gender  Student ID

Name, Gender, Grade, Phone number and Address.

REPORT OPTIONS:
Student List Conditions:

Filter by Grade ¥, Gender ¥ or a Student ID.

142
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Edupoint
Hope High School Year 2011-2012
Student Listing Report: STU-001
5 Hame Gender Grade Fhone Address
Abbott, Billy ©. Male 12 P 165888 S Val Vista Dr
Mesa Az
85234
Abbott, Billy C, Male 12 R - R 105888 5 Val Vista Dr
Mess &z
85234
Abbatt, Billy C. Male 12 P 195888 S Val Vista Dr
Mess AZ
85234
Abbaott, Baly C. Bale 12 RS RN g 195888 S Val Vista Dr
Mesa aZ
85234
Labianca, Douglas 5. Mals 1 480-555-1234 3453 E Decatur St
Tempe AZ
85882
Total Students: 5
Printed by Admin User at 07282012 528 AM CouEenE S Dot Page 101
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JoB QUEUE VIEWER

Use the Job Queue Viewer screen to review print job status information and to print the report
output file in the desired format. The Job Queue Viewer screen stores selected reports for later
viewing/printing/deleting. It displays jobs completed, including reports run and mass updates. Job
Queue only displays that user’s reports.

AccCESS THE JOB QUEUE VIEWER SCREEN
1. Open the Synergy SE Navigation Tree by clicking on the Tree button.

&P ] ,. @ Quick Launch

Figure 8-7 Synergy SE Navigation Tree

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

Synergy SE__] : L= Synergy sE_J
P Synergy SIS PNTL
P Parent

P Query
Figure 8-8 Synergy SE Folder Expanded P Staff

P Student
P System

P User Preferences
P Synesgy SIS

3. Under the Synergy SE folder, click on the name System or P pointing right next to it.

@ Synergy SE
baz
PNTL
P Parent

P Query
P Statf
P Student

> v System
Jser Prefererice P Announcements
P Synergy SIS

¥ Job Queue
P Reports

»,* Job O Adm Viewer
4

P Special Education )
P User 7. Job Queue Viewer

Figure 8-9 Synergy SE System and Job Queue Folders Expanded
4. Under the System folder, click on the name Job Queue or P pointing right next to it.
5. Click on Job Queue Viewer.
To filter jobs:

1. Type the Job ID to view similar jobs or reports — a Job ID includes the Report ID such as
CASO01 or Job Name such as SCHHISTEXTR which is a School Enrollment History
Extract (optional)

2. Type the Begin Date (MM/DD/YY) or click [ and select date.

3. Type the End Date (MM/DD/YY) or click 5 and select date.
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4. Click State . Choices are Complete, Canceling, Complete, Deleted, Error, Hold, In
Progress, and Waiting

Type the Server Name, if known.(optional)
Check Show Recurring to look for jobs set to run Daily, Weekly, or Monthly (optional).
Click Filter.The information displays on Jobs in Queue section.

© N o O

Click Result [ to display a report.
9. Click Result =4/ to display an image.
To display the job details

1. Click the line number of report to highlight.

2. Click [Show Detail] The information includes Details, Recurring Pattern, Results, and System
Info.

3. Click _Hide Detail | o hide the detail information.
To delete a job:

=
1. Check =1 on line of the job to delete. More than one selection is permitted.
2. Click s |

To mass delete jobs:

1. Click State Selection . Choices are All, Complete, Error, Hold, In Progress, and Waiting
2. Click _Delt=lobs

Job State
Processing Waiting g;:ge‘:;::j Pcrgﬁ-le;:lg Error

® =m0

Job Result
Print Job Data Job Print Job Result File Does Not Contain
Status Complete Complete Data

° w| ®|E
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Action Bar, 50, 70, 72

Ad Hoc, 73, 74, 75, 76, 77, 78
Ad Hoc Documents tab, 53
Add SIS, 60, 80

Attached Documents, 53, 54
Case Carrier, 82, 85, 86, 87, 89

Caution, vii, 10, 31, 40, 41, 42, 45, 46, 60,
61, 68, 69, 70, 72, 73, 76, 78, 80, 81, 82,
86, 87, 89, 99, 103

Dashboard Widget, 31, 32
Deleting a Document, 69
Demographics tab, 51, 53
Detach, 16, 22

Finalize, 71, 72
Focus, 14, 15

GENESEA logon screen, 12
Genesea Student folder, 10
Graph, 32

Help, 14

Historical, 71, 73, 78
Historical Documents tab, 53
Home Page, 26, 31, 34, 36
IEP, 71, 72

Internet Explorer, 10
Lock, 14, 20

Multiple Documents, 72
Multiple Users, 69

Navigation, 13, 14, 19, 20, 21, 22, 24, 27,
49, 59, 63, 65, 88, 102, 107, 114, 145

Navigation Tree, 24, 49, 59, 63, 65, 88, 102,
114, 145

INDEX

Note, vii

Notification, 16, 84
PAD tree, 13

Paging Row Size, 26
Paging Size, 26
Parent tab, 51, 52
Password, 26, 35
pop-up blocker, 11

Portfolio, 47, 48, 53, 59, 60, 61, 63, 65, 80,
85

Portfolio View, 48, 59, 63, 65, 80
POV, 26, 31, 34, 36

Print, 107, 115

Print Only Document, 77

Process, 60, 73, 78

Process Docs tab, 55, 56, 57

Quick Launch, 13, 14, 17, 19, 21, 26
Quick Nav, 13, 17, 19, 21
Reference, vii

Refresh, 16

RSS, 31

Security, 29

Sign Out, 14

Student View, 47, 48, 50, 51, 63, 80, 85, 87
StudentSISFind view, 60, 80
Support, 14

Team List, 60, 61, 85, 86, 87, 89
Team tab, 53

Tip, vii

User Profile, 24, 25, 27, 29, 30, 33, 34
Validation, 70, 71, 72
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